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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 Order 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 Regulation (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. OOE IjOO.~. MICROGRAPHICS MANAGEMENT. provides guidance applying
micrographics technology and states certain requirements for obtaining
approval to destroy original records and substitute microfilmed records
for them. i

5. DEFINITIONS. Definitions of tenms for the purpose of this Order are contained i
in chapter 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 schedul ing program is essent i al to promote prompt
and orderly reduction 1n the quantity of records in each Federal agency in
accordance with 44 U.S.C. 2904. 3102. and 3301. 11

7. POLICY AND OBJECTIVES.

'"t

a. DOE establishes and maintains an active and continuing records disposition:
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 organizati on. functions,
policies, decisions, procedures, and essential transactions.
including record material containing evidence or infonmation 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.

I

8. RESPONSIBILITIES AND AUTHORITIES.

a. Assistant Secretary, Management and Administration (MA-l). Establishes
and directs the DOE records disposition program.

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

(1) Prescribes DOE-wide procedures for the implementation of the records
dispo~ition program.

-- ..._----- -----~-----------

iii

Provi~es staff guidance and assistance to the Office of Administration
'Services(AD=40)and field· offices in carrying out the records ....
disp~sition program.

I

(3) Reviews and coordinates recommendations for records retention
standards.

i j '.. __.-L_. .L.... .1.
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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 Offi cer.

(7) Submi ts con so1idated IIAnnua1 Summa ry of Records Ho1di ngs II 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 ~se by Headquarters
organizati ons.

(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 IIAnnual Report of Records Holdings ll

(attachment 1) for Headquarters organizations to MA-l by
September 1 each year).

(8) Submits Records Transfer Forms, DOE Form AD-H35 (attachment 2) to
the Chief Historian ""0-40) for determination that records of historical
value have been scheduled for permanent retention.
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d. Chief Historian (AD-40).
. i

(1) Determines 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-l, where necessary, records of historical value
be scheduled for permanent retention.

(3) 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.

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

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

e. Heads of Headquarters Organizations.

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

(2) 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.

(3) 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.

(4) 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.

(5) Submit Form DOE AD-331, "Records Retention and Di sposal Authorization,.11
to MA-l, Attention: Office of Administrative Services, to recommend
new records retention standards. or changes to existing standards.

(6) Revi~w recommendations for new records retention standards, or
changes to existing standards upon request.

(7) Submi,t the "Annual Report of Records Holdi ngs, II DOE F 1324.6, by
August I, to the Director of Administrative Services.

, I
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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-33I, "Records Retention and Di sposal
Authori zation" to MA-l, Attention: Office of OrQanizati on
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 I, to MA-l, Attention: Office of Organization and
Management Systems.

~ 9. REQUIREMENTS and PROCEDURES.

a. 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 line denotes change.
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b. Records rjtention standards shall not be prescribed in any other
dire~tive. To the fullest extent practicable, organizations and con
~rac~ors Shall dispose of their records upon the expiration of the
pres~ribe~ retention periods.

1 '

William S. Heffelfinger
Assistant Secretary
Management and Administration
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DCll F 'S2U",. SEE INS'TRUCTlONS ON REVERSE BEFORE COMPlETING FORM~ Al).3\7 _ it.-.....J

U.s. DEPARTMENT OF ENERGY DOE INTERNAL REPORTS CONTROl NO. DOE-AD-AHOOOlS

ANNUAL REPORT 1. REPOfmNG PERIOD: FISCAL YEAR ENDING

OF RECORDS HOLDINGS Sept~ber 30. 1981

2. TO: 3. FROM llMlllla\lan repanIngl: ..
Director of Administration U.S. Department of Enersy
Attn: AO-242 Albuquerque Operations Cffice
U.S •.Depar~~ent of Energy P.C. Box 0000
1000 Independence Ave •• S.~. ~lbu~uer~ue. ~ew ~exico 87115
l-:ashiRQton, D.C. 205S~

SUMMARY OF RECORDS HOLDINGS
(Complete all hamL Do not IeIve blanb.l

STA'T\JS DOE CONTRACTOR TOTAL

4. VOWMl: Of RECORDS lCU. F1'J ON HAND. END OF FISCAL YEAR IN:
5,123 57,123 62.246

i.I CURRENT ALE ROOMS. tASORATORIES AND OFfICES

1bI STAGING. HOlDING AND OTMER lIMP. STORAG£ AREAS ___ 1.400 2 700 4.100

lei TOTAL 6,523 59,823 66,346
~ VOLUME OF RECORDS 1llANSRIUlED OUTSIDE OF AEPORTlNG

lNSTAlJ.AT1ON DURING FY: 728 729 1,457
III TO FEDE!W.Ill!COf\1)S CENTERS__

lbI 0TtlER lo-a. the-*IIllIIdIndfv___ In RImeIb -0- -0- . -0-SecIlon~_____ --- ------ - ---
.. ESTIMATm NUMBER of DOCuMENTS IN CUSTODY wHicH AilE

CLASSIFIED SECR£T. - 346,248 1,746,248 2,092,4S6
7. NUMBER OF A&I.5 OF MAGNETIC TAP£ INauDED IN TOTAL A8aVI.

7,120 8,240 15,360,hem 4(d~

8. VOWME OF RECORDS DESTROYED ICU. F1'J:

III AUDIO Y1SUAL RECORDS DESTROYED UNDER AlITHOAlTY .
OF DOE 1324.2 15££ DOE AND DO£..CONTRACTOR RECORDS
SCHEDULfS 211. - .. - 0.5 1.5 2.0

111 STILL PlCTURfS-_ -----121 MOTION PlCTURES-____________________ -0- 10.0 10.0
131 SOUND RECORDINGS-___________________ 1.0 -0- 1.0
141 VIDEO AECORDIHGS___________________ -0- -0- -0-

1bI ALL 0T1ER RECORDS O£SrAO'tm IN 0f'FIQS OR HOl.DlNG 200 325 525
AREAS UNDER AUTHORfTY OF APPROVED RECOIIOS soeuus

9. CERT1F1CAnON:

~F IIECOROS HOlDINGS REPORTtD ON THIS FORM ARE COVERED ADEOUATELY BY CURRENT AUTMORIZED DOE AND ooe-cONTRACTOR
RECORDS SCHEDULfS AS PfIOVIDEO IN DOE ORDER 1324.2. RECORDS DISPOSITlON.

llIVES o NO IItHrd'.pI-..-:tI~

10. REMARXS: Ilnclc:D the _ far Ilgnitaftt~___ In holclingI; ....,.. far~~ infarrnaIIan on ftnSfft ,.paned in
Mm 1lbI-"': otIw Ilgnitaftt~ diIpa8Iion --. AactlIdclillclNl II-. if .-yJ-

" .. NAME OF RECORDS OFRCER ORone PERSON 'NI11'I WHOM TO CONFER II. T1TlE 10=. PHONE NUMBER

:~rs. Enna Gee r.ecords Cff1cer 123-4567
12. DAll PREPARED 1'1 NAME AND T1TlE OF SIGNING OFRClAL 1'4. SIGNATURE~

8/20/81 :1r. Wright Rekord, r:ir., Info.· ~grnt. [,iv. /)/ftJ11i ~

j ;

Vertical llne de~!~s change.
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a. VOWME OF RECORDS DESTROYED ICU. F1' J: 

III AUDIO VISUAL RECORDS DESTROYED UNDER AlITHOAITY . 
OF DOE 1324.2 (5££ DOE AND DO£.CONTRACTOR RECORDS 
SCHEDULfS 211. - -- - 0.5 1.5 2.0 

111 STILL PlCTURfS.-_ -----121 MOTION PlCTURES-____________________ -0- 10.0 10.0 
131 SOUND RECORDINGS. ___________________ 1.0 -O- LD 
141 VIDEO AECOROIHGS ___________________ -0- -0- -0-

IbI AU. onEIl RECORDS O£SrAO'tm IN 0f'FIQS OR HO&.DIHG 200 325 525 
AREAS UNDER AUTHORfTY OF APPROVED RECOIIOS SOBUUS 

9. CERTlFlCAnON: 

~F IlECOROS HOlDINGS REPORTtD ON THIS FORM ARE COVERED AOEOUATEL Y BY CURRENT AUTMORIZED DOE AND ooe.cONTRACTOR 
RECORDS SCHEDULfS AS PfIOVIDEO IN DOE ORDER 1324.2. RECORDS DISPOSITlON. 

!liVES o NO IItHrrd'.pI-..-:tI~ 

10. REMARXS: IIndic:D lite _ far IIgnitaftt ~ ___ In hoIcIingI; ...., pIIna far ~ ~ infarmaIIan on 1rInSfft ~ in 
Mm II1II-"'; otIw IIgnitaftt ~ ~ _ AactlICIcIiIiaNI II-. if .-yJ -

11 .. NAME OF RECCIADS OFRCER OR 0llt:R PERSON 'NI11i WHOM TO CONFER II. TITlE 10=. PHONE NUMBER 

:~rs. Enna Gee r.ecords Cff1cer 123-4567 
12. DAll PREPARED 111 NAME AND TITlE OF SIGNING OFRCIAL 114. SIGNATURE ~ 

8/20/81 :1r. Wright Rekord, r:1r •• Info.· ~grnt. ['tv. /)/ft'11i ~ 

j ; 

Vertical llne de~!~s change. 
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VIdeo recotdlnp:
Ten %-inch C8l11ettes .. 1 cubic foot
Throo 2-inch reels .. 1 cubic foot
Nine l-inch reels .. 1 cubic foot
43 ~ -inch reels .. , cubic foot

Sound reconflnp:
76 16-inch disc reconfmgs .. , cublc foot
144 12-inch disc recordings .. 1 cubic foot
48 7-inch audiotape reela .. 1 cublc foot
16 1D-inch eudiotapo reels .. 1 cublc foot

Motion pfC1Ufa:
Six 35mm reels n000 faetl ... 1 cubic foot
11 16mm reels 11200 feet! .. 1 cubic foot
15 16mm reels (BOO feet! .. 1 cubic foot
32 16mm reels (400 feet! .. 1 cubic foot

OvtIIzad equipment:
Inside cubic m8lllUfemenl

StlD pfcbua:
Negatlva

2300 35mm 6 exposure strips .. , cubic foot
8840 2· by 2-lnch mounted slldes ... 1 c:ubic foot
2184 4- by ~Inch film sheeta .. 1 cubic foot
5960 2~- by 3%·inch film sheets .. 1 cubic foot

Prfntll 1 bic foot
2350 8- by la-inch glossies or conlllCt sheets.. cu
9400 4- by ~inch glossies .. 1 cubic foot

MIc:rofIlm:
10l116mm reels 11011 faetl .. 1 cubic foot
50 35mm reels nOlI feet! .. 1 cubic foot

FlI1ng cablnetII:
One Iemt-size maw. .. 1% cublc fecit
One legal-size d_ .. 2 cubic feet

FU1ntc:aan:
One 3- by 5-inch case .. 1/10 cubic foot
One .... by &-inch case .. 1/4 cublc foot
One ~ by 8-indl case .. 1/4 cublc foot

SMlfflla:
LetIer-size. 1 linear foot .. 415 cubic foot
Legal-size, 1 linear foot .. 1 cubic foot

Tebullltlng cards:
, 0,000 cards .. , cubic foot

Magnlltlc: lllpe:
Seven reels .. 1 cubic foot

• "Magnetic TallO" includas a11l11pa on which dIII8 are recorded
• pan of an automated dIII8 processlng or infotmation~I
system. Audio recordings of music, speeches. etc. are noI ~
dudad In Itum 7.

TABLE OF EQUIVALENTS

For !he purpose of Ihls report. volume may be calculatud acc0rd
ing to the following table of cubic foot equivalents:

INSTRUCTIONS FOR PREPARING.l'.EeO~T
DEFlNmONS lComlnuedl

PROCESSEO DOCUMENTS le.g.,1locb of photacopied reponsl,
AND OTHER NONRECORO MATERIALS.

• "SllIging, Holding or Other Temporary Storage Ateas" includes
areas formally designated lOt staging and holding putposes, es
well. all otller storage areas. exCEPT current file rooms and of·
fices; GSA-approved. DOE- or DOE·Conl1aclOt-operj1ud records
centers: and Fed8fll1 Records Centers.

-----_._- ----~----

A tranSrniftal Ielter is not required lOt lhlI report.

Records to be included In !tie to1III YOIumo should COI1IlllW:
1. All DOE and OOE-ContraclOt recorda;
2. R~ hellillOt GAO audit and
3. Official PerMwleI Folders lroccnls of !he 0ffIc:e of ,....,.

neI Managetnan1I in DOE CUItody.

GENERAL

This repon is raqWed by DOE 1324.2, Roccnls 0isp0siIi0n.
wlIidl implemema !he requirementI of GSA RegullUons FPMR
101·11.102·7.

An ilMllltOlY ofa- documents ahaIl NOT be taken lor !he put.
pose of cornplellng lhlI iIem.

DEFlNmONS

• "DOE" volume includlls Headquanera and fleld offices. but ex'
dudes GSA-approyed. OOE-opetllted roccnls centeIW (not to be
confused wilt! Iocalllllglng, holding or oIher IlImporary storage
areas which uelncludedl.

• "ConInIc:tor" YOIumo lncIud. operating and onsiIIIl8IVice con
l1aclOtI • defined In DOE 1324.2, PI90I V-1 and V,2. but ex·
clud. GSA-approved, DOEoCcntrector-oll8fated records
centllra operaIing In ac:cetdance wiItl FPMR 101·11.412.

• "Records" incIudeI all boolc8. papin, maps, photogr8l)tls.
machine reedable IlIOOtdI. or oIher documenIIIIY matarials,.
regardl_ of physical form or chatactllristlCll, made or received·
by an agency of the Unltad SI8IllS Govemment under Federal
law or In COI.18CtIon wIIh !he tranECtlon of public busirwa and
praservad or appropriate for pr-aon by dial agency or ill
legitimate~ • evidence of !he organizlnIon. funcIionI,
policies, deciIiona. procedures. operations or oIher activities of
!he Government or because of the InfonnnonaI value of data In
them. lT1Iis defInllIon perraIna to roccnls cnIItad or raceived by
Federal egenclas. The basic: elements of !he definition may be
applied to recotdI dlspositlon acIiIIitI8I by 0lItlIracl0tL 'That is,
lOt "FaderalIaw," conttaetots may substhuto "ptCYialona.of!he
oontraet." and lOt "lJInS8Ction of public buslneas," IUbsIituI8
H~ 1nII'-:1iol. under the oontraet." ""-d rnsIlIriaIa"
are IMM cIaaM of documanIIIty rnateriallI which may be
disposed of only .. atdlIvaIlGSAlNAASl authority Is~
ad. "Nonrac:ord maleriala" Include ttIose=-of documentary
or oIher material which may be disposed of wiIhouI atehlval
authOtlIy, i.e., disposable by agency authority alone. ISee DOE
1324.2, page ~3 for examples of nonrecord materiaL! For !he put
poses of this report. DO NOT REPORT UBRARY SOOKS, BULl<
STOCKS OF PUBUCATIONS, BLANK FORMS. STOCKS OF

INo volume should be included lOt DOE roccnls centeIW
operating wilt! the speclfic apPlCMI1 of GSA In accordance wilt!
the raquiremen1l of FPMR 101-11.412. This data should be
fe1lOtted separately on Sl8ndard Form 137. Agency Recorell
Center AMuaI Report, per FPMR 101·11.412....1

Volume reponed IhouId include record mlIIIIriaI onlY. ISee
DefiniIions below lOt oxcluded rnatIriaIJ

Custody rather than ownership Is !tie dlllemlinlng faclOt In
reponing roccnls In !tie "DOE" or "ConIractoI" columns.

DOCUMENTS CLASSIFIED SECRET l!tlm IJ

The lIItimatlI of lhlI number may be baed upon:
- A r._.l8live sampling of holdingI;
- Available document accounlllbilily recorda;
- 0Ihef methods which would procNce a

eccurate estlmata.

~ __.__!__ .L L ---.--.J.-
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INSTRUCTIONS FOR PREPARING.~.EeO~T 
GENERAL 

This repon is requited by DOE 1324.2, RoccnIs 0isp0siIi0n. 
which implemema !he requirementI of GSA RegullUons FPMR 
101·11.102·7. 

A tranSmitlal leiter il not requinld fof IhII report. 

Records to be included In !he to1III YOIumo IhouId COITIIlIW: 
1. All DOE and DOE-Contrac:tDf recorda; 
2. R~'" fof GAO audit and 
3. 0ftIcieI PerMwIeI Folders (reccrdI of !he 0ffIc:e of ,...,. 

neI Managetnen1I in DOE CUItDdy. 

(No YOIume should be included fof DOE records cent8IW 
operating wiIh tha IICMIClfic approwl of GSA In accordance wiIh 
the requireman1l of FPMR 101-11.412. This data should be 
~ separately on Standard Form 137. Agency Records 
Canter AMuaI Rapon, per FPMR 101·11.412-4.1 

Volume reponed should include record mIIIIIriaI onIv. ISea 
DefiniIions below fof oxcIuded matIriaIJ 

CUItDdy nnhar than ownorshIp II !he dlllemlining factDf In 
raponing records In !he "DOE" or "ConIracto(' columns. 

DOCUMENTS CLASSIFIED SECRET (!tim IJ 

'The IIItirnate of IhII number may be baed upon: 
- A r.lISeI.talive sampling of holdings; 
- Available documanIllccounlllbilily records: 
- 0Ihaf mathod. which would procNce a ~bIy 

accurate estimate. 

An inventolY of a- documents ahaIl NOT be taken fof IN pur
pose of compleling IhII item. 

DEFlNmONS 

• "DOE" YOIume lncIudai HIIIIdquarteIw and flaId offic:es. bin ex
dudes GSA-aplllQved. DOE-opatsted reccrdI cent8IW (not to be 
confu&acl wiIh Ioc:aIlIIging, holding or other temporary SIorIIge 
areas which ... Includedl_ 

• "Comrac:tor" YOIumo lncIudas operating and onsiIIIleIVice con
IrIICtorI III dafined In DOE 1324.2, pagoI V·l and V-2. bin ex· 
dudlll GSA-apllfCMld, DOE-ccntraclOr-owated ,acordl 
cenun openning In ICCCItdance wittI FPMR 101·11.412. 

• "Records" inc:IudeI all IIoob. papin, mapa, photDgrll1)t\l. 
machine reedabll racordI. or other documat'IIIIIV maI8rialI,. 
ragardl_ of physical form or chatac1erist1C1, made or received· 
by an agency of the United Slatas Government under Federal 
law or In COl .18dion wIIh !he 1ranECtIon of public bulirwa and 
IIf1I$IIIVIId or appropriate for prasmvetIon by IN! aganc:y or ita 
legitimate ~ III evIdance of IN organizlnIon. funcIionI, 
poIic:ias, daciIionI. procedures. operationa or other ec:tivi1ia of 
IN Govemment or because of the infonnnonaI value of data In 
!ham. IT1IiI dIIfIniIIon perraIna to reccrdI cnIIted or rac:aived by 
Federal egenciIII. 'The billie: ellIfIMItitI of !he daflnitlon may be 
applied to IOCOfdI dllposition aclivitllII by c:ontractorL That is, 
fof "FaderalIaw," comractors may IUbItituto "ptCYIaiona.of!he 
contract." and fof "1JInUCtion of public buIinasI," IUbsIituI8 
H~ 1nII'-:1ioI. under the contract." ""-d msI8riaIa" 
ora IMM cIaaM of documanIIIry matIIriaIII which may be 
disposed of onIv .tI8r atchIvIIIlGSAlNAASl authority II ~ 
ed. "Nonracord materiala" include tfIose =-of documantIIry 
or other material which may be dllpoaed of wiIhouI archlval 
authorIIy, i.e., disposable by agency authority eIona.(Sea DOE 
1324.2, page ~3 for examples of nonracord metariaLl For the put
posIII of this report, DO NOT REPORT UBRARY SOOKS, BULl< 
STOCKS OF PUBUCATIONS, BLANK FORMS. STOCKS OF 

Vertical line denotes change. 
~ __ . __ ! __ _ L ____ L ___ ---.--..L. ------.-- ----~----

DEFlNmONS (Comlnuedl 

PROCESSED DOCUMENTS le.g •• 1IOCb of photacopied reponsI. 
AND OTHER NONRECORO MATERIALS. 

• "Sl8ging, Holding or Other Temporary SIOfIIgII Areas" Includes 
areas fofmally designated fof ataging and holding purposes, es 
well as all odlet storege are .. EXCEPT currant file rooms and of
ficas; GSA-approvecl. DOE- or DOE-Conl1ac:tot-operjtad records 
centers; and Fedoral Records Centers. 

• "Magnetic Tapo" includes alllllpes on which data .. racordad 
III part of an automated data processing or infotmation ~I 
system. Audio recordings of music. spaeches. atc. me no! ~ 
duded in Item 7. 

TABLE OF EQUIVALENTS 

For IN PUfllOSll of Ihll report, volume may be calculatad acc0rd
ing to the following table of cubic fool equivalan1s: 

FII1ng cablneta: 
Dna 1Imt-sizll en- - 1 % cubic feet 
One legal-size d_ - 2 cubic faat 

FII1ntc:aan: 
Dna 3- by 5-inch caae - 1110 cubic fool 
Dna .... by &-inch caae - 1/4 cubic fool 
Dna ~ by 8-indI CIII8 - 1/4 cubic foot 

SMlfflla: 
Leftet-sizll, 1 linear fool .. 415 cubic fool 
Legal-size, 1 linear foot .. 1 cubic foot 

Tabullnlng card.: 
10,000 cards .. 1 cubic fool 

Mqne1ic: tZlpe: 
Seven teals .. 1 cubic fool 

MIc:rofIlm: 
100 16mm reels 1100 feed .. 1 cubic foot 
50 35mm reels 1100 feet! .. 1 cubic foot 

OutsIzed equipment: 
Inside cubic meauremanl 

StiD pfcbua: 
Negatlva 

2300 35mm 6 exposure strips ... 1 cubic foot 
8840 2· by 2-1nch mounted lIidIII ... 1 cubic fool 
2184 .... by ~Inch film shaatII .. 1 cubic foot 
5960 2~· by 3%-inch film sheets .. 1 cubic fool 

Prfntil 1 bic foot 
2350 8- by 1o-inch glossies or conlllCt sheets.. cu 
94QO .... by ~inch glossies .. 1 cubic fool 

Motion pfc:1Ufa: 
Six 35mm reel. 11 000 feed .. 1 cubic fool 
11 16mm reels 11200 feat! .. 1 cubic foot 
15 16mm reels (BOO feet! .. 1 cubic foot 
32 16mm reels (400 feet! .. 1 cubic fool 

Sound reconflnp: 
76 1&-inch disc rec:onfmgs - 1 cubic fool 
144 12-inch disc recordings - 1 cubic foot 
48 7-inch audiotape reels .. 1 cubic fool 
16 1 Q.indi audiotape teals ... 1 cubic foot 

VIdeo rec:ordlnp: 
Ten %-inch cassatt" .. 1 cubic 'oot 
Three 2-inch reels - 1 cubic foot 
Nine l-inch reats - 1 cubic foot 
43 ~ -inch reels - 1 cubic fool 

OIH<CTlVE TYPI'IIG (;I}IDE EVE'll PAGE 

, -----



\ /'
".

No. of CUtlIC "'_t

l"Of R_dlHotll'"' AI.. Utet
DOE JOB NUMBER

ent , £Val., Br.

FRC LOCATION

DOE LOCATION
u.s. DEPARTMENT Df ENERGY

RECORDS TRANSfER

NOTE I Aceesa to II.'" .-cll k 'etlrlded to pertorulet 0' 'M
....&utlon Inh..tane 1M II.,.,... AclIlIlUo,..' .etl.Iet.""
If CSMIrId. tIlOutll .. Dy MlIMatli _aMu","

. fftlders on DOE Records DisDOsition Order
.... A_d. 4.INYENTORY CGive complete kl'orrnat*, for eIdt it.... 1..1 ..lIlIPOSI11lIINca.......
.......AnI ...-...........

FOLDER OR ITEM TITLE I~DatelO1l CI..IlUfPtCAnow. .. DISPOSAL c..AETVlTIOH
-0...0. AecGr. (MO. Yr.J AUTHORITY PERIOD

Background files for DOE Order 1324 dated 10-22-7g 10/77 ONCL ERS .L6, 10 year
thru la(1) (c)

DOE Records Schedules fo.Lders 1-26 10/79
Contractor Records Schedules folders 1-26

.. MAY lMESE RECORDl8E DESTROYED AS SCHEDULED WITHOUT FURTHER DIVISION Oft OFFICE CONCURRENCE' iii YES

DAft IUQIIU FOA IFOR RECORDS HOLDING AReA USCt
lIntancNT TO PRe. OATIE TRANSFERRED TO PRC

M .... au".l.£ ..0. DDTRUCTlOH. DATE DaT.Oym

B

. 
",_A_d. 
.... lnfAni ... 
"."0.. 

u.s. DEPARTMENT Df ENERGY 

RECORDS TRANSfER 

\ /' 
". 

NOTE. Aceesa to ta .... ~cli k f.arlded to peflOftNt 0' 'M 
.... &utlon Inh .. t"" 1M ".,.,... AcIIdlUo ... ' ,.arid."" 
If cSMIrld. tIIOutll .. Dy MOttatli _anllum, 

DOE LOCATION '''Of R_dl Hotll'"' AI .. Ute, 
DOE JOB NUMBER 

FRC LOCATION 

stems Develo ent' £Val., Br. 
No. of CUDIC F .. t 

folders on DOE Records Disposition Order 
4.INYENTORY CGive complete kltonnat*, for eIdt it ...... 1 .. 1 I.lIIII'OSI11ONca_ ..... ...-......... 

FOLDER OR ITEM TITLE I~DateiOil Cl..lliUfPtCAnow. .. DISPOSAL t..AETVlTIOH 
AecGr. (MO. ~., AUTHOR lTV PERIOD 

Background files for DOE Order 1324 dated 10-22-7g 10/77 ONCL ERS 16, 10 year 
thru la(l) (c) 

DOE Records Schedules fOlders 1-26 10/79 
Contractor Records Schedules folders 1-26 

.. MAY lMESE RECORDS8! DESTROYED AS SCHEDULED WITHOUT FURTHER DIVISION Oft OFFICE CONCURRENCE' iii YES 

B 



DOE 1324.2
5-28-80

TABLE OF CONTENTS

CHAPTER I - DEFINITIONS......................................... I-I

CHAPTER II - BASIC REqUIREMENTS •••••••••••••••••••••••••••••••••• 11-1

1. General •••••••••••••••••••••••••••••••••••••••••••••••••••• 11-1
2. Accomplishment of Objectives............................... 11-1
3. Need for Records Disposition Program....................... 11-1
4. Immediate Goals and Objectives............................. 11-2
5. Reporting Requirements..................................... 11-2

CHAPTER III - IMPLEMENTATION OF THE RECORDS DISPOSITION PROGRAM••• 111-1

1. Procedures, Standards and Guidelines ••••••••••••••••••••••• 111-1
2. Scheduling and Disposition••••••••••••••••••••••••••••••••• 111-1
3. Retirement, Storage, and Transfer•••••••••••••••••••••••••• 111-1
4. Records Retention Standards •••••••••••••••••••••••••••••••• 111-1
5. Restrictions Affecting the Disposal of Records ••••••••••••• 111-2
6. Security Requirements •••••••••••••••••••••••••••••••••••••• 111-5
7. Personal Papers •••••••••••••••••••••••••••••••••••••••••••• 111-5
8. Summary of Procedures for Preparing and Applying Records

Inventory and Disposition Schedules................... 111-5
9. Preparation and Application of Records Inventory and

Disposition Schedules........................... ••••••••• 111-7
10. Application of Retention Periods ••••••••••••••••••••••••••• 111-16
11. Appraisal - Development of New Standards ••••••••••••••••••• 111-17
12. Retention Periods •••••••••••••••••••••••••••••••••••••••••• 111-21
13. Permanent Records •••••••••••••••••••••••••••••••••••••••••• 111-23
14. Disposal of Discontinued Files ••••••••••••••••••••••••••••• 111-24
15. Automatic Data Processing (ADP) Machine Readable Records ••• 111-24
16. Microfilm Projects ••••••••••••••••••••••••••••••••••••••••• 111-24
17. Disposal of Secret Documents ••••••••••••••••••••••••••••••• 111-25
18. Retirement Standards ••••••••••••••••••••••••••••••••••••••• 111-26
19. Records Storage.~ •••••••••••••••••••••••••••••••••••••••••• 111-29
20. Transfers of Records ••••••••••••••••••••••••••••••••••••••• 111-32
21. Maintaining Program Effectiveness •••••••••••••••••••••••••• 111-36

Attachment 111-1 DOE Form AO-384, Records Inventory and
Disposition Schedule......... 1

i

~ 
\ 

DOE 1324.2 
5-28-80 

TABLE OF CONTENTS 

CHAPTER I - DEFINITIONS......................................... I-I 

CHAPTER II - BASIC REqUIREMENTS •••••••••••••••••••••••••••••••••• 11-1 

1. General •••••••••••••••••••••••••••••••••••••••••••••••••••• 11-1 
2. Accomplishment of Objectives............................... 11-1 
3. Need for Records Disposition Program....................... 11-1 
4. Immediate Goals and Objectives............................. 11-2 
5. Reporting Requirements..................................... 11-2 

CHAPTER III - IMPLEMENTATION OF THE RECORDS DISPOSITION PROGRAM ••• 111-1 

1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 

9. 

10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 

Procedures, Standards and Guidelines ••••••••••••••••••••••• 111-1 
Scheduling and Disposition ••••••••••••••••••••••••••••••••• 111-1 
Retirement, Storage, and Transfer •••••••••••••••••••••••••• 111-1 
Records Retention Standards •••••••••••••••••••••••••••••••• 111-1 
Restrictions Affecting the Disposal of Records ••••••••••••• 111-2 
Security Requirements •••••••••••••••••••••••••••••••••••••• 111-5 
Personal Papers •••••••••••••••••••••••••••••••••••••••••••• 111-5 
Summary of Procedures for Preparing and Applying Records 
Inventory and Disposition Schedules................... 111-5 
Preparation and Application of Records Inventory and 
Disposition Schedules........................... • •••••••• 111-7 
Application of Retention Periods ••••••••••••••••••••••••••• 111-16 
Appraisal - Development of New Standards ••••••••••••••••••• 111-17 
Retention Periods •••••••••••••••••••••••••••••••••••••••••• 111-21 
Permanent Records •••••••••••••••••••••••••••••••••••••••••• 111-23 
Disposal of Discontinued Files ••••••••••••••••••••••••••••• 111-24 
Automatic Data Processing (ADP) Machine Readable Records ••• 111-24 
Microfilm Projects ••••••••••••••••••••••••••••••••••••••••• 111-24 
Disposal of Secret Documents ••••••••••••••••••••••••••••••• 111-25 
Retirement Standards ••••••••••••••••••••••••••••••••••••••• 111-26 
Records Storage •• ".......................................... I I 1-29 
Transfers of Records ••••••••••••••••••••••••••••••••••••••• 111-32 
Maintaining Program Effectiveness •••••••••••••••••••••••••• 111-36 

Attachment 111-1 DOE Form AO-384, Records Inventory and 
Disposition Schedule......... 1 

i 



ii DOE 1324.2
5-28-80

Attachment 111-2 DOE Form AD-331, Records Retention and Disposal
Authorization................ 1

Attachment 111-3 Standard Form 135, Records Transmittal and
Receipt.................... 1

CHAPTER IV - RETENTION OF DOE RECORDS•••••••••••••••••••••••••••• IV-l

1. DOE Records Schedules (ERS) •••••••••••••••••••••••••••••••• IV-I
2. Need For New Standards ••••••••••••••••••••••••••••••••••••• IV-l

Attachment IV-l - DOE Records Schedules.................. 1

CHAPTER V - RETENTION OF CONTRACTOR RECORDS..................... V-I

1. Contractor Records Schedules (CRS) ••••••••••••••••••••••••• V-I
2. Authorization to Use Contractor

Records Schedules.......................................... V-I
3. Need for New Standards ••••••••••••••••••••••••••••••••••••• V-2

Attachment V-I - Contractor Records Schedules............ 1

ii DOE 1324.2 
5-28-80 

Attachment 111-2 DOE Form AD-331, Records Retention and Disposal 
Authorization................ 1 

Attachment 111-3 Standard Form 135, Records Transmittal and 
Receipt.................... 1 

CHAPTER IV - RETENTION OF DOE RECORDS •••••••••••••••••••••••••••• IV-l 

1. DOE Records Schedules (ERS) •••••••••••••••••••••••••••••••• IV-I 
2. Need For New Standards ••••••••••••••••••••••••••••••••••••• IV-l 

Attachment IV-l - DOE Records Schedules.................. 1 

CHAPTER V - RETENTION OF CONTRACTOR RECORDS..................... V-I 

1. Contractor Records Schedules (CRS) ••••••••••••••••••••••••• V-I 
2. Authorization to Use Contractor 

Records Schedules.......................................... V-I 
3. Need for New Standards ••••••••••••••••••••••••••••••••••••• V-2 

Attachment V-I - Contractor Records Schedules............ 1 



DOE 1324.2
5-28-80

CHAPTER I

DEFINITIONS

1-1

1. ACCOUNTABLE OFFICERS ACCOUNTS. Specific documents prepared by accountable
officers and required by GAo to be maintained for audit. Also known as site
audit records.

2. 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.

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

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

5. COMPREHENSIVE RECORDS DISPOSITION SCHEDULE. A listing of the filing units and
general files of an organization setting forth their mandatory disposition in
tenms 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 penmanent retention as well as those scheduled for disposal. DOE compre
hensive records disposition schedules are called Records Inventory and Disposi
tion Schedul~s (RIDS). (Also see paragraph 10, lIDisposition,lI below.)

6. CORRESPONDENCE FILE, GENERAL SUBJECT. Acollection of documents not
possessing the unifonm 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.

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

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

9. DISPOSAL. The physical destruction of records.

10. 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 ,~

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.

15.

11. 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.)

12. FEDERAL RECORDS CENTER FRC. A records storage facility operated by
the Nationa Arc ives and Records Service, GSA, for housing and servicing
noncurrent records. (See page 111-29, paragraph 19a, for more detailed
informat ion.)

13 FILE CUTOFF. Termination of a file at periodic intervals to facilitate
continuous disposal of the filing units in complete blocks. Sometimes called
IIfile break. 1I

14. 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
kinds of transactions reflected. A filing unit may also include related
elements physically separated from it such as finding aids or bulky material.
Examples of filing units made up of uniform file items are contained on page
111-8, paragraph 9a(4).

/

16.
of

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

18. 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.

19. NATIONAL ARCHIVES AND RECORDS SERVICE ~. 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 liaison with Federal agencies, and administers: Federal Records
Centers, The National Archives, and Presidential Libraries.

20. NONRECORD MATERIAL.

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

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

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

Reading file copies of correspondence.

Tickler followup or suspense copies of correspondence.

Duplicate copies of all documents maintained in the same file.

(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:

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

(a)

(b)

r::": (c)

( d)

(e)

( f)

( g)

(h) Routing slips.

(i) Working papers.

(j) Drafts of reports and correspondence.

(k) Transmittal sheets.

(j) Drafts of reports and correspondence.

(k) Transmittal sheets.

-. ~.

::": r 

-. ~. 
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(1) Blank forms.

(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).

(0) 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
val ue.

:~4

21. OPERATING AND ONSITE SERVICE CONTRACTORS. (See page V-I, paragraph 2.)

22. PERMANENT RECORDS. Records that have been determined by the Archivist of
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.

23. 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.

24. 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 U.S.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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b.

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. 1I 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.

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.

I,~
- (

c. For II Federal lawu in the first alternative, contractors may substitute
"provisions of the contractU and for IItransaction 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 1I0rganization, functions,
policies, decisions, procedures, operations, or other activities. 1I 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.

25. RECORDS HOLDING AREA. A local low-cost records storage facility, often
staffed on a part-time basis, for the economical storage of noncurrent records
pendi ng thei r di sposal or transfer to a. Federal Records Center.

26. RECORDS INVENTORY AND DISPOSITION SCHEDULE (RIDS). See Comprehensive
Records Oisposition Schedule, above.

27. 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.

28. RECORDS SCHEDULES. Records schedules contain approved records retention
standards grouped together by common subject matter. (See retention standard,
below. )

I,~ 
- ( 
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29. RETAIN. A designation used when records must be held beyond their approved
retention period for legal, research, patent, or other reasons.

30. RETENTION PERIOD. A retention period is the time period for particular
records (normally a filing unit) to be kept. When the retention period
requirement ~s met, unless there are restrictions (page 111-2 paragraph 5) the
records are destroyed.

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

32. RETIREMENT. The removal of records from office type space and equipment and
transfer to low-cost storage space.

33. 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.

34. 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.

35. TRANSFER PERIOD. The period of time established for a filing unit to be
retained in a local records holding area, before transferring it to a Federal
Records Center. ~

36. 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 is 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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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 
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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. 
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retainedJ and !no disposition program is established, the cost of records
maintenance wcluld 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 records having a continuing value, and the systematic disposal
of the greaten 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. II

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
Managemen~ 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 Septem~er 1 of each year.

I
I

d. The Offic~ 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.- ~ .- .~. ~ t .- _. -- .. _. -~ .. -' .. _. - --..ol-
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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.

2. 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 111-6, paragraph 8, below.

3. 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.

4. 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 ~.

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, shall be disposed of upon the expiration of the stated retention
periods.
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5. 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) 44 U.S.C. 3105 provides, in part, as follows: "Records in the
custody of LOOE] are not to be alienated or destroyed except in
accordance with Title 44 U.S.C. 3301-3314."

(2) 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~ by establishing procedures and standards for the
disposal of bOtn DOE and contractor records.

(3) 18 U.S.C. 2071 provides penalties for the unlawful removal or
destruction of records:

(a) "Whoever will fully and unlawfully conceal s, removes, muti 1ates,
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. II

(4) 44 U.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

~
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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. II

(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.

(l) 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 designed to fit the greatest number of contrac
tors. They do not take into account ~ny particular local situation,
or any legal requirements which m~ apply to some, but not all
contractors.

d. Litigation, Investigation, and Exceptions.

(l) 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.

Vertical line denotes change.
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(2) Restoration of previousl~ Suspended Disposal Authorizations for
l Telecommunications Recor s.

(a) In United States of America v. American Telephone and Telegraph ~
Company, Western Electric Company, Inc., and Bell Telephone J
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 responsive 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 AT&T 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 line 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 operating 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.

6. 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.

7. PERSONAL PAPERS.

r
a. Personal papers consist of records of a private or nonofficial character

which pertain only to a DOE or contractor official IS 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.

b. 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.

8. SUMMARY OF PROCEDURES FOR PREPARING AND APPLYING RECORDS INVENTORY AND
DISPOSITION SCHEDULES (RIDS).

a. Work Steps and Procedures. The preparation and application of
comprehensive records inventory and disposition schedules involve the
following work steps and processes:

(l) 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.

(3) Analysis of the inventory to identify:

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

(b) Nonrecord material.

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

(4) Appraisal of filing units not covered by 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.

(l) 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.

(lO) 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 (I) through
(4), and (6) through (lO) above. DOE Forms AO-384 and 384a (contin
uation sheet) are illustrated in attachments 1 and 2.

(2) DOE Form AD-33l, "Records Retention and Disposal Authorization," is
used in connection with subparagraphs (4) and (5), above. DOE Form
AD-33l is illustrated in attachment 3.
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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.

(c) 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
tion of all organizational elements. The task also must be
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 i ncl udes :
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(a) Both record and nonrecord material.

(b) Classified as well as unclassified papers.

(c) ADP machine-readable and microfilm records.

(d) Filing units and general files.

(e) Pennanent as well as temporary records.

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

(4) Inventory Items.

(a) 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:

1 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.

2 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.

3 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.

(b) 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) 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.

(b) 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.

(c) 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.

(d) 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 offll 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 hoth numerical
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and alphabetic files of purchase orders; the main distinction ~
between them is the filing arrangement. It is likely that the
alphabetical file is a finding aid and may be designated as
nonrecord material.

(6) General Subject Correspondence Files.

(a) It is much more difficult to inventor,y 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.

(b) 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.

(c) 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.

(d) This method of scheduling general subject correspondence
files is possible in decentralized files beGause 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 like manner.

b. Assigning Retention Periods.

(1) 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.

2 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 trave"1
fil es woul d be posted "2 years" in col umn 7, and "ERS 9-5" in
column 8. (ERS 9-5 stands for DOE Records Schedule 9, item 5.)

(2) 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.

(3) 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 Fonms AD-331
to Headquarters. Since filing units are described on the RIDS in
tenminology 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.

(4) 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.

(5) 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 Fonm DOE
AD-331 should be prepared giving the reason for the change in
the retention period. The fonm 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.

(d) 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 RInS.

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 keepin~

the record 6 years would greatly exceed any possible benefits.

(~) Identifying and Evaluating Nonrecord Material.

(a) The definition of nonrecord material in chapter I includes
examples of non record items. These examples should be used a5
guides in identifyin9 nonrecord filing units described on RIns.
Each non record filinq unit is designated on RIDS by enterin~

"nonrecord" in column H, "Disposal I\uthority." If the deter
mination of nonrecord is based on physical duplication, also
indicate the office responsible for keeping the record copy.

(b) 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 non record
materi a1 may he di sposerl of without NJ\RS or other authority, the
retention periods are construf'd as maximum, rather than minimum,
periods. Therefore, nonrecorJ 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 J\DP 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 iirecordii filing units with established standards t and after
determining retention periods for "nonrecord" filing units t there may
remain a third category of inventory items. This category consists
of II record" fil i ng units for which records retention standards have
not been established. For these filing units t new records retention
standards need to be developed. Because several months are usually
required for obtaining new authorizations t the entry lito be
developed" is posted in column 7 of RIDS and lito be obtained" in .
column 8. In this way the RIDS can be completed and the approved
records retention standards t and the retention periods established
for nonrecord material t can be immediately applied. The guide for
appraising the deferred or open items t and the procedures for
obtaining new records retention authorizations are described on page
III-I7 t paragraph lIt 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 t retire
ment t transfer t or destruction. Retirement and transfer periods are
developed only after the retention periods are determined t 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 t retirement t transfer t or destruction are posted in column 9
of the RIDS t after which the RIDS is ready for preparation in final
form t approval t and application.

c. Final Preparation, Coordination, and Distribution of RIDS.

(1) In preparing RIDS for approvals t it may be desirable to rearrange the
sequence of the filing units from the way they appear on the prelimi
nary draft t especially if a large number of filing units are
involved. Discontinued filing units t for example t 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.

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

(3) Each DOE field office and each contractor prescribes procedures for
approval of their RIDS.
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111-17, 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. 

c. Final Preparation, Coordination, and Distribution of RIDS. 

(1) 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. 

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

(3) Each DOE field office and each contractor prescribes procedures for 
approval of their RIDS. 



(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) One 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.

r
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d. Applying RIDS.

(1) 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.

(2) 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,

r 
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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) All 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. All
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 either 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.

10. APPLICATION OF RETENTION PERIODS. Retention periods are applied in terms of
filing 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 1
year retention period is "1 year plus the remainder of the current year. II

a. Initial Application. After a RIDS has been approved, all disposable
records s~ou1d 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 A~plications. After the initial application of the RIDS, a
specified bme 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 settl ement of a contract" means that if fi nal
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.

a. 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 lito be developed" posted
in column 7 of the RIDS form.

b. 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 AO-331, "Records Retenti on and Oi sposal Authori zati on"
(attachment 111-2) 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.

(2) 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 custo~ 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.

(3) 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.

r

(a)

(b)

(c)

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.

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,
for example, is designated for permanent retention.

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. '

2 Proposed retention standards for all contractor records are
submitted to the General Accounting Office (GAO) 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 fn the General Records
Schedules:
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a Payroll and pay administration;

b Procurement and supply;

c Property disposal;

d Budget preparation, presentation, and apportionment;

e Accountable officers· accounts;

f Expenditure accounting;

i Stores, plant, and cost accounting;

h Travel and transportation;

i Motor vehicle maintenance and operation;

j All 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) 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:

1 Legal decisions and opinions.

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

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

(b) 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.

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.

a. 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 •

. ~ 
, 
\ 

DOE 1324.2 
5-28-80 

(5 ) 

I II-21 

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. 

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. 

a. 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 AO-331 or DOE Form 
AD-384 • 
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b. 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.

c. 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 112 years" means destroy the given fil ing 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 116 years after fi nal payment. II Exampl es
are:

(a) IIAfter completion" (as of a study, project, or audit).

(b) "After sal e or transfer ll (as of personal or real property).

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

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

(e) IIAfter revision or cancellation" (as of a directive or report).

(f) IIAfter expiration" (as of a program).

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

(h) "After auditll (as of accounts).

(1) IIAfter settl ement" (as of accounts or a cl aim).

(j) IIAfter acceptance ll (as of a bid or recommendation).

(k) "After the close of the fiscal year" (as of some fiscal filing
units) •

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

(m) "After transfer" (as of an employee).

~
I
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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 1ater."

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

r
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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 1i ke1y to occur at all, such as "when the regu1 atory
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.

13. PERMANENT RECORDS.

a. The word "permanent" as applied to a r~tention standard for a fi1 ing unit
means l archiva1." 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 AO-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.

c. 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 OF DISCONTINUED 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 u'sing DOE Form AD-331, in the same manner as for the establish
ment of new st'andards. The difference is that the authorization provided is
for one-time use, as opposed to the continuing authorization provided when new
standards are established.

15. AUTOMATIC DATA PROCESSING (ADP) MACHINE-READABLE RECORDS.

r

a. Records generated in machine-readable form by automatic data processing
machines are included in the statutory definition of records. Retention
standards ~re 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
processi ng. 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).

16. MICROFILM PROJECTS.

b.

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

i
NARS appro~al is required prior to establishing a microfilm project that I

has. a!"ong p~s.Qbje.ctive!;,_ tha.t ~t ~estroyingoriginal records prior to the'...
expiration1of their authorized retention period. The DOE Form AD-331
proce~ure 4s used to request approval of such a project (see page 111-17, i
paragraph 11). The DOE Form AD-331 must contain a description of 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.

r'
~ Vertical line denotes change.
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b. Steps tha~ might be taken to reduce holdings of secret documents are:

(I)

(2 )

Revi~w control and accountability records to determine the age of
documents in the collection. Most records are disposable in 6 years
or less.

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

(4 )

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

Critically eval uate requi sitions for security-type fil ing equi pment
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.

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

(3 )

...".. ..

(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.

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 i
have accumulated. and then retired to storage to be held until the '
expiration of the retention period. This technique can be applied to;
many types of case fi 1es. It reduces fi 1e equi pment and space needs. ;
.and k,eeps the fi 1i ng unit to~manageabJe propo rt ions •

!
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b. Cutoff of Files.

(1) Filing units should be tenminated or cutoff periodically so as
to make their retirement and disposal in unifonm, 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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d. Minimum Volume; Small quantities of records (less than 1 cubic foot) ~
should not be retired as a sole transfer action hy an office. The filing '")
unit should be retained until at least 1 cubic foot is available for
ret i rement •

e. 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.

f. 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 interfi1ed with unclassified records.

g. 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.

h. Description of Records. Standard Form 135, IIRecords Transmittal and
Recei pth

( attachment II 1-4), is used to transfer fi 1i pg 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

r"~
''\

II 1-28 DOE 1324.2 
5-28-80 

d. Minimum Volume.' Small quantities of records (less than 1 cubic foot) ~ 
should not be retired as a sole transfer action hy an office. The filing '") 
unit should be retained until at least 1 cubic foot is available for 
ret i rement • 

e. Nonrecord Material. As a general rule, filing units of non record 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. 

f. 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 interfi1ed with unclassified records. 

g. 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 
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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 11 long. Letter si ze documents are pl aced faci ng 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 (FRCls).

(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 FRCls stores and services all other types
of noncurrent Federal records for organizations located in the region
it serves.

/ 
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(2 )

(2) The nationwide system of FRCls has rendered local records centers ~
unnecessary and uneconomical. ODE and contractor organizations shall
u
l
se t~CI s to thede extednt pracdtical fand eCionomthicalFR.C· The addresses , "''''-------
oca 10ns serv , an proce ures or us ng e system are

provided in FPMR § 101-11.410.

(3) Classified records are transferred to, and stored at, FRCls in
accordance with applicable ODE 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 111-3.)

b. 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. ODE 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.) ~

Space and Equipment. Space for a records holding area should be low
in cost, ana 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

}I
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II I-31

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.

r

r

(c? 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.

(d) 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.

(e) 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 he retained in a
holding area in excess of 5 years.

r 
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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 IIAnnual
Report of Records Holdings. 1I

(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
Fonn 11, IIReference Request - Federal Records Centers. II Priority or
emergency requests may be made by telephone or· teletype. Requests
must provide infonnation 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 Fonn 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

RG 138

General Records of the Department of
Energy, and records generated by the
fonner Federal Energy Administration.

Records of the Federal Energy
Regulatory Commission and records
generated by the fonner Federal
Power Commission.

~
I
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RG 305

RG 387

RG 388

RG 447

RG 326

RG 430

RG 48

RG 412

RG 70

RG 307

111-33

Records of the Bonneville Power
Administration.

Records of the Southwestern Power
Admi nist rati on.

Records of the Southeastern Power
Administration.

Records of the Alaska Power
Admi nistrati on.

Records of the fonmer Atomic Energy
Commission.

Records of the fonmer Energy Research
and Development Administration.

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

Records transferred from the
Environmental Protection Agency,
dated prior to 1-19-75.

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

Records transferred from the National
Science Foundation, dated prior to
1-19-75.

r·,.

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.

c. Transfers to the National Archives.

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

,. r· 
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(2) Recommendations for such transfers shall be submitted to MA-l.
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-l. 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.

..~
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e. Donation for Preservation and Use.

111-35

(1)

(2)

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)1
below), the donation amounts to the illegal destruction of records.)

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 Oraanization
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:

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

2 The inclusive dates of each series.

3 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:

1 Transfer is in the best interests of the Government.

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

3 Transfer will be made without cost to the Government.

(e) A Certification that:

1 The records contain no information the disclosure of which is
prohibited by law or contrary to the public interest;
and/or

r Vertical line denotes change.
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. :2 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

1 A foreign government desiring the records has an official
, interest in them.

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

21.

r

I

(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-l, Attention: Office of Organization and
Management Systems, together with the documentation cited above,
for review and coordination of the approval process throuah
GSA (NC) and the Secretary.

MAINTAINING PROGRAM EFFECTIVENESS. Examining the effectiveness of the
records dispo~ition 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
disposition program.

I

b. Review of Reguisitions for Additional Filing Eguipment.
I

(1) The indiscriminate purchase of additional filing equipment can
dimi~ish program savings and dilute the benefits of the records
disposition program. Reviews include:

.(a)

(b)

(c)

Locating schedule items covering the records of the requesting
·organization.
!
Examining records in the organization to determine compliance
with its RIDS.
I
Determining whether any records are eligible for transfer to a
,local records holding area or to a Federal Records Center.
I

-------~

for supply

______1_~ ...L. __~ ..

_. ,
J (d) 'Determinfng ·whethe-r fiTlng -equipment is being used
I Icabinets or other purposes not involving records.
: I

r Ver~icali 1inJ denotes change.
I I:
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, :2 The records proposed for transfer to a person or commerci al 
~ business are directly pertinent to the custody or operations 

of properties acquired from the Goverment; and/or 

1 A foreign government desiring the records has an official 
, 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. 

I 

(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 throuah 
GSA (NC) and the Secretar.v. 

MAINTAINING PROGRAM EFFECTIVENESS. Examining the effectiveness of the 
records dispo~ition 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 
disposition program. 

I 

b. Review of Requisitions for Additional Filing Equipment. 
I 

(I) The indiscriminate purchase of additional filing equipment can 
dimi~ish program savings and dilute the benefits of the records 
disposition 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. 
I 

(c) Determining whether any records are e1;gible for transfer to a 
,local records holding area or to a Federal Records Center. 
I , 

J (d) 'Deterininfng -whethe-r fiTlng -equipment is being used 
I Icabinets or other purposes not involving records. 

for supply 
, I 

r Ver~ica11 1 inJ denotes change. 
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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.

r
DOE 1324.2 Chg 1

7-2-81
111-37 (and 111-38)

c.

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.

r 
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c. 

(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. 

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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B. ITIM e. fiLING UNIT TITLE AND DUCRlmON 7. RETENTION a. DUaPOSAI I. CUT-oFF 1HS'TRUC'n0Nl AND...... PERIOO AUTHORITY RETIREMENT PERIOD

1. DOE fonns AD-331. Records Retention and Disposal Until related ERS 16, . Retain in office. 5c
Authorizations. with attached memos of concurrence, records are item 3a annually and destroy
arranged by field office and then numerically. destroyed or obsolete material.

until no longe
needed for
administrative
or reference
use.

2. SF-llS, Request for Authority to Dispose of Records, Unt11 related ERS l~, Retain in office.
off1c111 Ipprovil copy, together with letters to and records are item 3.
from National Archives (HARS) and General Accounting destroyed or
Office, arranged by MARS job numbers. unt11 no 10nge I"

needed for
admi ntstrative
or reference
use.

3. Research file, industry, consisting of material Until super- Nonrecord ~creen periodically
accumulated f~ companies on equipment, supplies, seded or other Ihd destroy obsolete
systems, etc., arranged "phabet1cally by name of wise obsoleted material in office.
company.

4. Research file, Government, consisting of material Until super- Nonrecord. Screen periodically
received from Government agencies on 111 phases of seded or other and destroy obsolete
records management. Arranged alphabetically by name wise obsoleted material in office.
of aglftcy.
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2. ORGANIZATIONAL UNIT 

Office of XVZ 
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~hn~e, Chief 

4. APPROVAL SIGNATURES 

ABe Branch 

B. ITIM e. fiLING UNIT TITLE AND DUCRlmON 7. RETENTION ...... PERIOO 

1. DOE fonns AD-331, Records Retention and Disposal Until related 
Authorizations, with attached memos of concurrence, records are 
arranged by field office and then numerically. destroyed or 

until no longe 
needed for 
administrative 
or reference 
use. 

2. SF-llS, Request for Authority to Dispose of Records, Unt11 related 
off1cill Ipproval copy, together with letters to and records are 
from Nlt10nal Archives (HARS) and General Accounting destroyed or 

8. DUaPOsAI 
AUTHORITY 

ERS 16, 
item 3a 

ERS l~, 
item 3. 

Office, arranged by MARS job numbers. unt11 no 10nge I" 
needed for 
adm1 ntstrative 
or reference 
use. 

3. Research file. industry, consisting of material Until super- Nonrecord 
accumulated f~ companies on equipment, supplies, saded or other 
systems, etc., arranged alphabetically by name of wise obsoleted 
company. 

4. Research file. Government, consisting of material Until super- Nonrecord. 
received from Government agencies on 111 phases of seded or other 
records menagement. Arranged alphabetically by name wise obsoleted 
of aglftcy. 
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RECORDS INVENTORY AND D'~TION - Continued t. NUll_A

rAGE-l..-of.2-.
5. ITEM 6. FILING UNIT TITLE AND DESCRIPTION 7. RETENTION 8. DISPOSAL 9. CUT.oFF INSTRUCTIONS AND
NUMBER PERIOD AUTHORITY RETI REMENT PERIOD

5. Case files of DOE forms. including copies of revi- 10 years afte l ERS 16. Retire cancelled form
sions and DOE Fonn AD-H24 Fonns Control Card, show- fonn has been item 4a folders upon accumu-
ing initiation and "scope of form. discontinued. lation of a full box.

superseded.
or cancelled.

6. Forms control files - working papers, background Until related ERS 16. Destroy in office, upc
materials. requistions, specifications. processing. fonn is dis- item 4b revision of fonn.
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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~FONI~A 
(11).". RECORDS INVENTORY AND D'~TION - Continued 

5. ITEM 6. FILING UNIT TITLE AND DESCRIPTION 7. RETENTION 
NUMBER PERIOD 

5. Case files of DOE forms. including copies of revi- 10 years aftel 
sions and DOE Fonn AD-H24 Fonns Control Card, show- fonn has been 
ing initiation and 'scope of form. discontinued. 

superseded. 
or cancelled. 

6. Forms control files - working papers, background Until related 
materials. requistions t specifications, processing, fonn is dis-
data, and control records. continued, 

superseded, 
or cancelled. 

7. Chronological files. 2 years. 

8. Bookcase material. Until super-
seded or 
obsoleted. 
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8. DISPOSAL 9. CUT .oFF INSTRUCTIONS AND 
AUTHORITY RETI REMENT PERIOD 

ERS 16. Retire cancelled form 
item 4a folders upon accumu-

lation of a full box. 
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item 4b revision of fonn. 
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Nonrecord.· Destroy in office. 
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DOE 1324.2
5-28-80

RECORDS RETENTION AND DISPOSAL AUTHORIZATION

Attachment I II-2
Page 1 (and 2)

l"or45 I.fllli'l lid DispoSiI Aathoriution

DOE FORM 1.0·33'
nOo771 u.s. DEPARTMENT OF ENERGY

t. CONTROL HUMIER

DOE OFFICE _G_E_-_10_-_l _
CDNTRACTOR ___

Office of XYZ. Division of ABC
3. IDENTIFICATION OF FILING UNIT I'''eloll. "'~ of ..cor". f""eloOl\ peri...",."••"" 01.... dalCf'p' .... facta.

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.

r

S EVALUATION lI"elllCle 1"'IoI.ca,.O" for ","",iO" ~"ocll""'"10''' "'10_' "M'''"_. I"".catl ttlll'O",luO 01111'" 10 Olll., ,"m, ,~ ,n•
...... 0' 0111" OtIll"'D"OIlII ,,"ita.1

Records consist of case files of applications and energy audits of institutional
buildings applications 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 RECOMMENDED AETENTIO.. PEAIOO

6 years after date of energy audit.
8 CONCURRENCE SIGNATURES I.. _u...111 TITLE ORGANIZATION

AP-474

Olo1£

12110179
_...;:11:.- _

I.

I.

9. APPROPRIATE DISPOSITION AUTHORITY ANOIOR REMARKS

'0 SIGNATURE. TITLE. AND ORGANIZATION OF OFFICIAL COMPLETING ITEM B ABOVE

r 
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RECORDS RETENTION AND DISPOSAL AUTHORIZATION 

t. CONTROL ".\JUIER DOE FORM 1.0·33' 
110.771 u.s. DE'ARTMENT OF ENERGY 

l"or45 l.tllliDl lid DispoSiI Aathoriution 
DOE OFFICE _G_E_-_10_-_l ___ _ 

CDHTRACTOR ___ _ 

Office of XYZ. Division of ABC 
:I. IDENTIFICATION OF FILING UNIT I'''cl,,* "'~ 01 .. cor". l""cloOl\ perl ... ",." •• ,," 0' .... dtlCf'p' .... I&CI.' 

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. 

S iVALUATION IInCl1IIIe 1"'IOI'cal,O" 10' "II"I;on ~ .. ocIln" .talOn, "'10_' ""'''"IOU. '"",catl"''''O"IIIIO 0' ,"'" 10 oth ••• lIm, ,~ ''' • 
...... 0' 01"" OfIll",al'OIIII ,,""'.1 

Records consist of case files of applications and energy audits of institutional 
buildings applications 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 RECOMMENDED AETENTIO .. 'EAIOO 

6 years after date of energy audit. 
8 CONCURRENCE SIGNATURES I .. _u'''''' TITLE ORGANIZATION OLTE 

AP-474 12110/79 

-~"-----------------------------------

I. 

I. 

9. APPROPRIATE OISPOSITION AUTHORITY ANOIOR RE"'ARKS 

10 SIGNATURE. TITLE. AND ORGANIZATION OF OFFICIAL COMPLETING ITEM B ABOVE 
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SIMdanI Farm I" (Rev. 6-76)
Pracrltled Ilf GSA
FfIMR (41 CfR) IOI-llA

John Doe, Chief
Headquarters Records Mgt. Branch (AD-414)
Office of Administrative Services
Room 6-011-6TH
U.S. Department of Energy
Washongton, D.C. 20545

So ... ••tIIn eM u_'" ~..."...., eM .-. ..,.,.... eM ........ ,... ..,.". NNI"
., tAM1_ we ...... to eu. .........

9

DATI

ConIsHte aftd two... of tin fofm to .......... ' ...1Records centwforl ltMl I 01"
approwal to sNpment Gf NeOfdL See If)IdtIc .nstructicIftl on NWrM. l'MIIRaMIR TltANllmTAL AND IIlCEIPT

LW

... ' , ,
RECORDS DATA 04

ACCIIIIC* NUMBat
~C'I' UK COMft.EJID BY Ra:ORDS cann

YOWMI SPID DDCltlrTlON S! DtSPOtAL AUntOIIfTY . DfPOSAL

i~ si~ i!• " IlUMHR .-11.' NUMIIDIS ("I.IA,.,."....,.. .'''-'J .~ ... DATI LOCATION. "----. 8~

Ca. C•• C•• C4J C•• CI. e.J ..) tIJ elJ ••• elJ I••

34 80 111 2 1,2 Headquarters case files of investf- W U.S. DOE . Oct 200.
gations of reported or suspected Records Sched.
violations of laws of security 1nteres ". . 18, item 26b
Jan 1915 to Sept. 1979.
HaTE: Access authorized to DOE
personnel only.

4
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LW 
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Richard Roe, Ree. Mgt. Br., 353-4310 
Joh B - 5 • 

DATI 
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John Doe, Chi ef 
Headquarters Records Mgt. Branch (AD-414) 
Office of Administrative Services 
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INSTRUCTIONS FOR COMPlETION OF STANDARD FORM 135

-)

FOR COMPLmON BY THE TRANSFERRING ,I(.ENCV

llam 1, ~ 3 GDd 5 are eelf-explanalory. Specific in.tructione for "l'm 6 ore u
followe:

Col.
Aece#itm Number. A eepanate aceeeeion number u required for euch
eeriee of reeorde tilted on the form. A eeriea eoneietll of record.. hayinlt
the ....e dbpoaal Cluthorit, and dillposal date that are tralUlrerred
togethet' to the reeordll cenler. The oec:eaion number ill entered in
three parte. eonllieting or:

(a) The NABS record group number eeiK"ed to the rec:onb of the D~me,
malUng the tranaler;

(II) The lut two di~ta of the current filleal yeDr; and

(t') A four digit leCJUeDtial numbel' oLtainM In adyana: rrom the reeord.
center. (Arnn~entamay be made with the eenter to h..e these
aam~ .._lped by the a~ney record. officer or other oLi.l.)

td) "Dr"me. Enler the yolume in cubic feel of each eeriee of recorda beinl:
tranllferrrd.

(e) AS~ Bo% N"mbe,... Show the inclueiye box numlten for each lleriee
of reeorde beinR traneferred. The ar;ency IIhall number each carton
eequentiall)' lUI follow8: 1 of 25, 2 .of 25, 3 of 25, etc. (Each new eeri~

or reeorda ehould be~n with cartAn number 1.) To facilitate eontrol
of the IftOrde and future rererence lien-ice, the ap:ene, alMt IIhan mark
each ~ntainerwith the .lIIiftJled aec:eNion number prior to "hillmenl.

(I) Seri" Df'xr1ptioa. Dacribe the r'ecom in euffieient detail to allow
the recorda center to che<-k for proper Application of the di8pm41
IIChedule. IndUA'.e date- of the rf!COnlll ehould be indiCAted. Show the
0fRaniptiollial eomponent th.t created the reeord~ whl'n it ill olher
than that ehown in item 5.

I,) Rp,.rictWn. Enler one or the ronowinK eodee to .how A,",ri('tion on
uee of the recorda. R8tric:tion. other than (or in addition 10) llieCurity
cla..ificationa, lIuch a. limitin~D«eM to cerla'n afteney officiol, are to
be .pecified by a IltAtement in the Seriee Dellr.ription column (n.

Codf' Reu,ictio,.,
Q Qeecurity elaeeifieation
T Top Secret Iw.curity c1uaifieation
S S«ret lleCurity elour:sification
C Confid@ntial aeeurity c1G81ification
R Reetricted ule-witneeeed diepotal not retluiN!d

(epeeily in column (r) )
W Reetricted ulle-witn~ dillpoeal F'pquired

(apedly in~lumn (f)
N No reetrictione

(II) DupolGl Authority. For each IIeriee of reeord~ cite the a(lleDey eehed·
ule and specilic item number at..horizinft di.poea1. Cite the NARS
dieposal job and item number if it haa not Men ineorporated into an
updated altt!ncy echrclule.

(i) Dupotal Dale. Applying the di"pOfial authority pre.ioullly cited in
column (h), cnter the month ond year in whidt the reeorde may he
deetroyed.

FOR COMPlETION 8Y THE RECORDS CENTER

Item 4 iellelf-explunatory. Speeific inlltruetion. ror item 6 are ae followa:

Col.
(j) Locatio". The record. center Dnnota18 the eheU loeation of the finl

carton for each lienee or record..

(Ie) Slaelvin« Plan. The records center enten the appropriate c:ode from
Chap. 7-10e, JIB. Record.. Center Operatjone (NAR P 1864,lA), 10

,..Reet the ehel"in,:t lI)'.tem.

(I) COIIIai,," Typ", The record. center mimi the .ppropriate c:ode fmm
Chap. 7-1011, NAR P 1864,IA.to reA«t the type 01 container in whir.h
the recorda On' ""lired.

em) AUlomadf" n;,po",l. The recordll tenter enten eit"er Y (yea) to
indicate automatic dilpoeal oppliee or N (no) indicatinl( that the
Dltency wi"hee to ~i"edispoaal eoneurrence notiee prior to dHlnlCo
lion of Ihe IftOrdll. Automatic dillpollal il .pplied only 'whl'n p~
"ioulIly oR~d upon by the ofteney.

Vile Standard Fonn 13S-A. ReronJ. TnmJlmil10land Recript C..onlinuotion.
wh~n lldlfitionlll "pace'! ill n'fJ,drell for lilllinll: reconb doto.
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INSTRUCTIONS FOR COMPlETION OF STANDARD FORM 135 

FOR COMPLmON BY THE TRANSFERRING ,I(.ENCV 

flam 1, ~ 3 GDd 5 are eelf-explanalory. Specific in.lrucl'onll ror itrm 6 ore ... 
f01l0wa: 

Col. 
Aece#itm Number. A aepanate aceeeeion number u required for euch 
eeriee of recordll lilted on the form. A eeriea eoneietll or record .. hayinft 
the AllIe dbpoaal Cluthoril, and dieposal date that are transferred 
togethft' to the reeorde cenler. The oec:eaion number ie entered in 
three pa ..... eoneieting or: 

(a) The NARS record ~up number eeiK"ed to the record. of the D~me, 
malUng the tranaler; 

(II) The lut two di~ta of the current filleal yeDr; and 

(t') A four digit leCJUeDlial numbet' oLbinN In adyana: from the reeord. 
center. (Arnn~enta may be made with the eenter to h .. e these 
aam~ II_Iped by the a~ney record. officer or other oLi.l.) 

(d) "ol"me. Enter the yolume in cubic feel of each aeriee of recorda bein.: 
tranllferrrd. 

(e) A S~ Bo% Namlwn. Show the inclueiye box numlten for each lleriee 
of reeorde being transferred. The ar;ency ehall number each carton 
eequentiall)' lUI 10110w8: 1 0125,201 25, 3 or 25. etc. (Eol'h new eeri~ 
01 reeorda ehould be~n wilh cartAn number 1.) To racilitate eontrol 
01 the IftOrde and luture relerence lien-ice, the alteney o1M. IIhall mark 
each ~ntainer with the .lIIiftJled aec:eNion number prior to "hillment. 

(I) Seriea Df'xnptioa. Deecribe the r'ecom in auRicient detail to aUow 
the recorda center to ch«-k lor proper application 01 the diepm.ol 
achedule. Int'lwiye dat8 01 the rf!COnllI ehould be indicated. Show the 
o'RaniPtiollial eomponent th.t created the reeord~ whrn it ill olher 
than that ehown in item 5. 

f,) Rp,.rictWn. Enter one of the 10nowinK eodee to .how a ,",ri('lion on 
uee of the recorda. Refltric:tione other than (or in addition (0) llleCurity 
cl ... ifieationa, euch al limitin~ o«eM to certain afteney officiol, are to 
be apecified by a elAtement in the Seriee Dellr.ription column (n. 

C~f' R~r~~M 

Q Q llecurity elaeeifieation 
T Top Secret w.curity cluaifieation 
S S«ret eecurity elQtr:S]fication 
C Confid@ntial aeeurity c1G81ifieation 
R Reetricted ule-wilneeeed diepotat not retJuiN!d 

(apeeily in column (r) ) 
W Reetricted uee-witn~ diepoeal F'pquired 

(epedly in~lumn (0) 
N No restrictione 

(II) OupolGl Authority. For each eeriee 01 recordA, cite the a(lleDey eehed
ule and epecilic item number atlthorizinft diepoea1. Cite the NARS 
diaposal job and ilem number if il haa not Men ineorporated into an 
updated altt!ncy echrclule. 

(i) Dupotal Dale. Applying the di"pOfial authority preyiouely cited in 
column (h). cnter the monlh ond year in whidt the recorde may he 
deetroyed. 

FOR COMPlETION 8Y THE RECORDS CENTER 

Item 4 ie eelf-explunatory. Specific inillruedon. ror item 6 are ae rollowa: 

Col. 
(j) Location. The record. c:enter annotate.- the ehelllocation of the finl 

cDrton for each lleriee or record" 

(Ie) Slaelvin« Plan. The recorda center enten the appropriate c:ode from 
Chap. 7-10e, liB. Record .. Center Operatjone (NAR P .8M.IA), 10 

,..Rrea the ehel"in,:t 1I),.lem. 

(I) Contain" Typ"o The record. center mimi the .ppropriate c:ode fmm 
Chap. 7-1011, NAR P 1864.1A. to reA«1 the type 01 eontainer in whif'h 
tlte recorda on- ""Iired. 

em) AUlomalif' 1);'",,_. The recordll tenter enten eit"er Y (yea) to 
indicate automatic dilpoeal oppliee or N (no) indicatinl( that the 
0ltf'ncy wi"hee to ~iye diepoaal eoneurrence notice prior 10 dHlnlCo 
lion 01 the IftOrda. Automatic rlillpollal il .pplied only 'whrn p~ 
\lIOUII]Y oR~d upon by the ofteney. 

Vile Slandllnl Fonn 13S-A. Ref'OnJ. TrDIlJImilloland Reeript CAnlinllation. 
wh~n "d.fitionlll "pnce'! ill n'fJldre.1 ror lilllin,: recoMb dato. 

StMcIard Form 135 Bad! (Rev. 6-76) 
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CHAPTER IV

RETENTION OF DOE RECORDS

IV-1 (and IV-2)

1. DOE RECORDS SCHEDULES (ERSt. Twenty-six DOE 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 DOE records. Before applying the standards, however,
compliance with the requirements and procedures in chapter III is necessary.
See in particular page 111-2, paragraph 5, Restrictions Affecting the
Disposal of Records.

2. 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 111-17,
paragraph 11, Appraisal - Development of New Standards, should be followed.
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CHAPTER IV 

RETENTION OF DOE RECORDS 
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1. DOE RECORDS SCHEDULES (ERS). Twenty-six DOE 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 DOE records. Before applying the standards, however, 
compliance with the requirements and procedures in chapter III is necessary. 
See in particular page 111-2, paragraph 5, Restrictions Affecting the 
Disposal of Records. 

2. 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 111-17, 
paragraph 11, Appraisal - Development of New Standards, should be followed. 
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Inclt. b. Correspondcn(a I reports. rae:nor.nda. ~ yea".
.nd atM" rKords rllht1"9 to e=:ploy=ent
PrGir4Dl$ and 'unettol'll. aftd ~npower

Ddnagecent a"d ewalu.atton. including
••perts and cOl\'$uIUnU" o"eruu
emplOJ'1:1Cnt. re-Enployment rlghU. egployee
transfer and dehil ••nd Iltcepted
poIitlons.

4. OffERS Of ll'l'lOYMENI FILES. Co,....po.....nc••
letter,••na teletr~ otftrtrtg appoln~nu

to potent 1.1 "'PI 0)'0.'.

r

I.
z.
3.
4.
5.
6.
I.
B.
9.

10.
II.
IZ.
13.
14.
15.
16.
11.
18.
19.
10.
ZI.
ZZ.
13.
14.
25.
26.

IA8U Of COMUIS

OOE A£C~OS SC~EOUl£S

Personnel RKards
POYnllltR9 .1Id P~ A~ln"I'.tlCltl AICOrdt

~::~~fe$:: ~;,=a~r::c~~Ord'
Budget Prepar,Ucn. Prestntttta.n ••nd Apportton:ent Records
Acc:~nUbl. Offtters I Acco.rltS Recants
hPf'ndtture Aeeount tng Records
Stores. Phlnt, aM CO$t A"o~ntt"g Records
TrIWtl ,nd T'&ft$pOf'tnfon Records
Mator Ytt.tcle Mi1ntenaftC. and Operatton Records
Space and MI, nUftiftCe Reco,.ds
Co:I:unicutOft\ RKOrdS
Print'"9. 81ndtng, Dl,Ipllcltfon. ud Distribution Records
Jnfcmat tonal $tnten Recctds
foelllt1 Recont.
Acbtntltrat he ~"'g!Qe"t Aecords
Cartov.phfc, RKlOte Sens'ng ICligery, .nd Relatl'd Records
SKurU, aM PrctKthe Sfnfc.., AKerds
A....rt~ .1Id 0...10.".,.1 Recont.
",chlne·Readabi. Recont.
AudtO'ltsu41 iit«O-rdi
Onlgn .,Id Construct'on nrawtngs and Rellted Records
£qutp:llflt Cantrol. Ma'ntenance. Ind O~rattOtl Record$
Spechl Klt.,ttls Accou~.btl1t,Aecords
""cfne. Hu1t... and 5afltt1 RKOrdS
legal RlCont.

~

3
23
35
41
$1
6S
19
BI
'IS

103
III
119
1Z9
131
149
151
I1S
181
203
lIS
231
<'51
2lil
ZIS
Z8S
305

315

OOE 'ECORDS SC"! OutE I

IT£M
~ O£SCJlIPIlD~ Of aEC~OS

Z. SEaYIC£ .ECOllO CAROS. (SI ...... rd Ie,," I
cr tts ~l,lha'~nt.)

4. CUd, for e:'l;)107eei t.ep,,.ned o.r
transferred on or before 12·31-4'.

b. Cuds for S'lpl01@etS se-pu.tees o.r
tran"er~ on or after 1·1 ..48.

3. PEASO'...'Il'l CORR£Sl'~£~CE MIl SllBJECT fillS.

4. files relat 1"9 to the geM,..)
4~tnUtrit Ion and opent ten of
pen.onnel functton, and Including
col1eliO p.ro9r~s. select he phcemtnt
(h.andtcaJlped, weterAns, .nd p-oUende",
prOV~. SPKh' care,n. (11IAItr aid,
tntergoverl'lC't8nul aff.trs fellowship,
Itay tn schaol) P'.~I. eat:Cllnat tons,
paid r'«Nttatnt .d.ertttln9. e.ecuthe
ooweloPt'B'nt progrlm, =ertt F'J3Otion,
~lo,.e saftty pr09r~. ,nd others ~t

lpecUtcal1, described elsiNNre In
th1s Ichedulo. excludtn9 those at DOL
staff phMIR9 lneh.

R£TlNIION PERIOD

r,..sn\fer to ~i>RC (C;>-<l
St. leu H., HUs-oun.
Oe>:r.tro)' bO )'e.rs oIfter
., ..1,~st ptn.cn~1

41ct1on datto

.l ytar$ aft.. r s~il.sr.sliOtl

or tr.anster of ePployee.

DO( a(COlDS SCHEME

P£A50IlIl£L R£CORDS

'ersonnol "cords "late to the '"pe..... lslen oyer and gaft,tgec;.ent of t'ClIploy""s.
Thts Khedu1e COVl" the disposition of Offtchl Porsonnel folders and other
PtnoM.I recc.rd,. Records cruted prlg.r to 1·1·Z1 cust be offered to the
NlttoNlI A.rchly..s an.:! RecordS Senlce for possibl" pen:aanent retention before
then dhposttton Inltt'Uttlons oa)' be .ppltod,

The go" I~rt.nt tlPu of records. the OfflChl Penonnel rolden. and
Service Record Cards. are ea1nt.atntd .cterdlng to the Office of PenoMel
MlfWC)l!Clnt's ft.r.1 Personnel Mtl"iij41 Svpple::.nt Z93-31. "'tch ~re'SCrlbel 4
llUee of recordte-l'pln9 for federa' pe"ol'lttOl off tees,

II£M
~ DESCRIPTIo:. Of AEC~DS

I. Off ICIAl I'(RSQnIl FotO£RS. RecoNt flied
on thi ript side Of the Of'lcl.a' Penonnel
folde' 1000f). ~. It... 10 '0' disposal of
prtpe" on tM l,ft or ·tlC;lOra~ s14. of
t~ I);'f.,

•• Tronsfl-rrtd cs:<ploJees.

REI£NTlO1l PERIOD

~ federal Penonnel
~~.1 for InstruCtions
relot t ng 10 folders of
e::ployen trPlferred
to .nothtr .agenc)'.

Tr4nsfet" folder to
Nitlo",,1 Pllnonnel
R.cont. Cenl.' (CPR) SI.
louts. M'ncurt. 10 4411S
dte.. sepont ten. r;?RC
.'11 destroy 1S .)'..rs
.ftor blrt~ dot. of
ClNp1011e Gr 60 .)'oa"
after the d.te of the
eorltest docl,Ant In t~
fold.r 11 thC! d-al~

of birth unltat. be!
uctrt.lned. prO'li'tdN tM'
a:J:pl ttyee h.s been
Hparoted for at leut !l
years.

r 
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Personnel RKards 

IABU Of COMlUIS 

ODE AEC~DS sc~rouus 

I. 
2. 
3. 
4. 

poyrontR9 llId P~ A~tnht"tl"" AOCOrdt 

~::~~fe $:: ~;,=a~r::c~~Ord' 

~ 

5. 
6. 
I. 
B. 
9. 

10. 
II. 
11. 
Il. 
14. 
15. 
16. 
II. 
18. 
19. 
10. 
11. 
11. 
13. 
24. 
25. 
26. 

Budget Prepar,Ucn. Pre'tntttta.n. 1M Apportlon:ent Records 
Acc:~nUbl. Offtters I Acco.ntl Recants 

3 
2) 
35 
41 
51 
6~ 

19 
BI 
~ 

103 
III 
119 
129 
131 
149 
lSI 
II~ 

181 
103 
lIS 
1)1 
lSI 
2!il 
21~ 

28S 
lOS 

hpeondtture Aeeount tng Records 
Stores. Phlnt, aM CO$t ,(Co"nt'"9 Records 
Trntl ,nd Tr&ft$ponnfon Records 
Motor Ytt.tcle Mi1ntenaftC. and Operatton Records 
Space and .... nteftiftCe Records 
Co:I:untColUOft$ RKOrdS 
Print'"9. 81ndfng. DlJPlIcltfon, ud Oistribution RecordS 
Jnfcmat tonal Senten Recctds 
faclHt1 Records 
Acbtnfltrat he ~"'g!Qe"t Aecords 
Cartov.phfc. RKlOte Sen,t"g ICligery, Ind Related Records 
SKurU, 4M PrctKthe Senfc .. , AKardS 
A".'rt~ llId O ... lo."...t Aecords 
",chlno·R .. dabl. AecOrds 
AudtO'ltsu41 iit«O-r"di 
Onlgn .,Id Construction nrawtngs and Rel.ted Records 
£qutp:llflt Cantrol. Ma'ntenance. Ind O~rattOtl Record$ 
Spechl Klt.,ttls Accou~.btl1t, Aecords 
"-d'cfne. HNlUl and 5afltty Records 
l.gal Aocords 

Indo. 

ocE RECORDS SCII£OUl.E 

PEA50IIIIEl AECORDS 

lIS 

'ersonnol ncords "late to. the lupe ...... s'en oyer And gaft,tgec;.ent of t'ClIPlo1e~s. 
Thts Khedu1e COVl" the dlspositton o.f Offlctal Porsonnel folders ,nd other 
PtnoM.1 recc.rds. Records cre.ted prto.r to 1 .. 1-Z1 cust be offered to the 
",ttoNiI A.rchly .. s an;:! Recordt. Sentce fo.r possible pemanent retentten before 
these dhposttton tnstt'Uctto.ns oa)' be .ppl1od, 

The QOst t~rt.nt t1pes of records. the Off.Chl Personnel rolden, and 
Sorvtce Record Card" are l:Iatn1ltn«l ICCCnltng to the Offtce o.f PenoMel 
MlfWC)l!Clnt's Fe.r.1 Perwnnel Mtl"iij41 Svpple::.nt Z93-31. ""tch ~re$Crtbe1 4 
slUce o.f reco.rdteep1n9 for fK.ral persol'ltt01 offtces. 

IIEM 
~ O£SCAIPIIOlI Of AEC~OS 

I. Off lelA!. P[RsonIL FOlDERS. Record< I tied 
on thi ript side Of the Off1ct.1 Personnel 
folde, IO<'F). ~. It ... 10 'or disposal 01 
prtpe" on tM l,ft or ·tlCpQra~ s t4. of 
t~ O;>F., 

•• Tronsfl-rrtd a::;ploJees. 

R£lENII01I PERIOD 

SH federal Penonnel 
~~.al for tnstruCtionS 
relot I ng to lolde,. .1 
e::ployen trP$terred 
to ,nothtr 'gene),. 

Tr4nsfH' folder to. 
N.Uonal Pflnonnel 
Reconls Contor ICPR) St. 
louts, M'"cu-rt, 10 diYI 
After sepont ten. r;?RC 
•• 11 destroy 1S ,)'lirs 
.ftor blrt~ d4t. 01 
ClNplOlee Gr 60 ,)'oa" 
after the d.te of the 
enlte1t docloAnt In t~ 
fold.r tf the! d-"'~ 
of birth unnot. be! 
.sctrt.lned. prO'lltdf'd tM' 
a:tpl ttyee hIS been 
Hparoted for at lent ~ 
yearl. 

Attachment IV-l 
Page 1 

001 Al COADS St"IOUt[ I 

IIEM 
~ OESCRIPIlD~ Of 'EC~OS 

2. SERVICE RECoaO CARDS. (St ...... rd Ie'" I 
cr tts ~l,Ihat~nt.' 

a. Cuds for e:'lP107eei t.eP'rned o.r 
transferred on or before 12-31-47. 

b. CUds for S'lP1oy@cts se-pu.ted o.r 
transftr~ on or after 1-1-48. 

). PEASO' ... ·.El COAA[Sl'~E~C[ MIl SlJ8JECI fillS. 

a. files relat tng to the geMr.1 
4~1 nUtrit Ion and opent len of 
pen.onnel functtons 'nd tncludlng 
colleliO' p.r09r~s, stlect he phcemtnt 
(h.andtCaJlped, veterAns, ,nd p-offenders) 
prOV~. SPKhl careen. (sllAltr aid, 
tntergovernctental aff.trs fellowship, 
Itay In SChool) P'.~s. eat:alnat tons. 
paid r'«Nttatnt .d.erthtn9. e.ecuthe 
oowelC1Pt'B'nt program, =ertt p-o:3Otion, 
~lo,.e safety pr09r~ •• nd others ~t 
specifically described elsiNNre tn 
this schedulo. elCcludtn9 thot.e at DOL 
sUff phMtR9 lneh. 

REll'"ON PERIOD 

rr.sn\f.r to ~i>RC (C;>-<l 
St. leu I t.. MUs-oun. 
[Je>t.tro), bO ),e.rs .fter 
e.rll~U Pfn.cn~1 

action date. 

1 yea", aft .. r S~p.sral1Ot1 

or tr.nsfer of ePployee. 

b. Corret.pondcnca I reports, r;e:nor.nda. ~ years. 
.nd otMr records rllht1"9 to. e=:ploy=ent 
pI"'Qir4Dl$ and functto.ns. 41ft1i ~npower 
Ddnagecent 4I"d ewalu.tton. including 
•• perts and cOl\'$ulUnts" o"eruu 
employaent. reEnployment rtghts. egployee 
transfer and dehll, .nd .ltcepted 
poIittons. 

4. OfFERS Of [l'J'lOYKENI FILES. Co, .... p.nd.nc •• 
tetters •• na tele,rc:::3S offertrtg appotn~nu 
to potent III ""'1.,. ••• 
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Illl£ RECORDS SCKUlUlE I

ItEM
~ DESCRIPTIO' Of RECORDS

I. Accepted offlt"_

b. Dec It ned offers.

U) "-"en na~ 'S recehed fr~
certificate of eltglblo••

12. EMillOYEE _DS filES.

11 EM
~ DESCRIPTIO. Of RECORDS

Until PQ\ltlon "
uncelled cr MW strtp
to prep.....

2 yoa.. aftor approval
or dh4pprov,1.

2 ye,rs.

1 year.

RETENTIOM PERIOD

Unt II sep....n jon or
tr4lnsfer of 8:lPloyee
or when 1 yeat' old.
WltCMfer 1$ s.ooner.

TlMPOlWlY 11lll1Y10UAI. OIPlDTlE RECORDS. All
coptes of correspondence ana foras .... tn
tal ned on t" 10ft .Ido of t .. Offlctal
P."G~".' rol.r tn .cconSlnc:e with
federal Pen9nnel Manual. Chapter 29J~ In;t
S.ppl_nt 29).31 •

POSITION IDENTlflCATlOlI STRIPS. Strtp.
svch 01 suna.ra Foro 10. used to
pr0¥1de SUi:Qlr1 diU em ..da pos tUon
occupied.

OCE RECORDS SCHEDllIE I

III Cue fll .. Inclllc1tng
reco:cerd.tiGns~ approved
ncalnntons. AeC:Crandi. ccrr"..
pond,,,,e. reports. and relatld
hanclbooh pertaInIng to
a~nc-l"spcMOrcd ush 'nd
non-cuh ..,.rds such II Incentive
"..nts. within-Vide c.rit
i~",asn. svggelttons. and
outstanding perforAlnce.

(2 J CorresPDnqM:c or Q.'I::Orandi
pertaining to ...arel, f.... otbar
gowerment agenctes o-r pt'hate
orogenlnttoM.

b. \~rdil~ ::~~:or::::.r~r.::~rd'
reports~ co::putotlCt\1 of sentce ond
sick Itawe ••nd Iht of awU'dtes•

c. tRuers of Cot:r.lettdattcn ,nd
Apprectat ton. COptes of leUtrs
teCopbing l ..R9th of se,.,lce .ad
retirement and letters of apprechtlon
and cea::::-znd-atton for perfor"C05nce.
ElCLUOlfti copl.. fOld in the OffiCial
Personnel folder.

a. GC!Mral bards Records.

10.

II.

RETENTIO> PERIOD

Untll separatton or
1r4"sfer of ec'ployee.

Oenro.r ta::ledhtely.

S, lurs atter posit ton
Is .bolhhecl or
c1escri Ftlon h
supet'Sede'd •

S ,Years after pos it ton
is 4bolhMod cr de-lCrtpt1on
Is sUPl!rst¢ed.

Alturn to Office of
Ponoltnel MonalCQent tOPH)
• Ith rtpl, and ,ppItCitton.

fIle with appltcatlon
10.. Itea IS of tM.
SChld.lol.

De,troy Il:l:>OcItatoly.

2 yoars.

(2) TempOrary or eacopted
appOlntee-nt.

(0) Revl ... 111••

131 All ot.....

CERTlUtATES Of ELIGiBlES fiLES with
relit req""h. lorus. correspondence.
4nd sUleo;;:ant of reasons for pusing ower
o prefore-nee eligible and sel«t tng ..
nor4lf.ftrtn(1 e\ tttblt.

EMPLOYEE RECORD CARDS unci for
Infomot10l\4J pLlr'pU1" (lullid. ~"onnel
offl.., ',.ch .. Sf 7-81.

PaSHIa. CLASS!FIC'llo.~ fiLES.

I. Position ChssUtcl3ttGn St4ndards rUin.

III SUnclarcl.. OPM Uanclarcl,
delergtntng tttle. $tries. ond
v44e bUC'd Q.n (Juties. respOn-oo
slblltttli. and quaHf'caUoM
requtte=lenU.

(Z) De,.lgpc::litnt. I'I(,Qor,nda.
co,n-spondence. ond othe!" records
..lot Ing to tile w-elOlQ!nt of
sUndards for classiflcat10n of
positions peculiar to DOE. and 0,,""
,pprow.l 0.' dh.ppro't.'.

,a) C... fll ••

~.

6.

7.

DOE ~ECORDS SCKEDUl£ I

16. IRESERTEDI

ITo be Obtalneel).

J years.

1 )lur.

Unt t1 supen-edf'd ar
obsolete.

Unt 11 retelpt of Office
of Personnel M4naC)Cl:lent
tnspect tem 'cPOrt or

:~~h~:~a~: :~~Itar.
p7O'Wtdt09 1M requlrif'
I:QnU of the feder.l
Pers.onnel ""nual.
Ch~ptor llJ. See:1 to"
1..4. 4ft ao1C!"'~,

RElEMTlOM PER 100

~~~!~TI~~ ~ :~:::i\ngACI~?~i.1
~pIo1l:ll!nt. pro::lDtton$. tran,fofs. In or
out~ separoUto-n. ,nd ,11 ot~r ir¥ltwldua1
pctNoMel «ttc~s. eac;lus1We 0' tJ'lou tn
Of11cl41 Per10!'lnei folders.

a. CrtrOtltJ<J.jlul ftlt (optcs. including
"ct sl'leoU. l<l.ItntJ1ntd 1n personnel
offices •

b. All otMr coptcs c.. 'nta1ned in
personnel offtC8.

E,.pLOYlO! APPLlCATlO~S. ~pltcatlon,

(Storlldard fom Iti) ana related records.
UClOOUIi rrcords rehti"g to appoint..
R!nU requiring Sonatorhl c;onflm.lltton
~nd appltultons "esultlng In .PllOtn~"t
..... 1'1'1 ,re ,tlcd In t~ Offlcl.1 Pe"oRne1
Fuldar (see tteP 1 of this lCheduloJ.

lJ.

I~.

14.

IIlM
~ DESCRIPTIOM Of RECDRDS

eI. h:;'\~,~lc~~e·rts~: :F~i=~ and
winners. arid tMeltS of ~tnattons.

e. H::rJ:e~~j~t\:;e~oA:~tdrdsrlli:'at
the dtp4lrt=ent.1 lewol or f'I1g;her
(Se<reto".·s Awards. Prntdenttal).

INCENTIVE AWARDS PROGRAM R£Pll;lIS. Report.
pertaining to the operation or the
Incent he bJrds Proyrl:l.

!lOE RECURDS SCHEDULE I

ITlM
~ D£SCRIPTIO. Of RECORDS R(TEMTlo.. PERIOD

b.
:~:~~a~Ja'~:'it:~:· .~ ~ ~~~n:e~~f~~?
ttcn en title. ser'". g,ldt". duties.
4nd responstbllittlS.

(II Rtccrd ccpy. ~ yeArS "Uer posit Ion
is abol ts1'\ed or
4es.crtptton ts
Syperstded.

12l All other coO)les. UntO poslUon h
4bolhJ'lttd or descrlpttcn
h s ..parseeleel.

c. Survey fll.s. Clnsifiulion Survey
Reports. Survey reports on .... rlous
positlotls pupated b1 cl"ntftc"Uon
spechltsu. tncludlr.g periodic reports
such IS Annual .hilten A1:en~nt report
and An""al Supetgrade Position Aeport.

(I) O,hce of origin. ) yea',. or 2 yea"
after regular in$~ctton
.... ich...er is soon.r.

(21 lnspectlon. A.i.ldtt. and Surny Until obsolete or
files. Co,.,.elpon.ance. superseded.
CleC'IOranda. reports. and olher
"corell relating to Ins~-

t tons. sunc". desk alldltJ.
aNi t'\Ia'uatlons.

d. ~m:H,~:a:~ a~:::I~:1eS rel4tir·9 to
J ,e....'S .1ft .. , cne is
closed.

a. INlERYIEW RECORDS. CorrespOndence. reports. 6 Q;lntl'lS .fter tunl't,
.nd othllr rec:ords relating to tnteNiews or separat1on of
with ccployees. cop101ee.

g. PERfli'l"""CE RATlMG BOARD CASE FILES. 1 )leu ,fter c.se 11
COptes of case filts forwtdfd to OPM ctoS~d.

rel,tll'l9 to perlom.ance r02tt"9 bo.rd
re"leW'\.

Attachment IV-1 
Page 2 

ITEM 
~ 

8. 

9. 

Il(l( RECORDS SCKUlUlE I 

llEK 
~ DESCRIPTIO' Of RECORDS RlTEN1IO> PERIOD 

~. 

6. 

1. 

I. Accepted offltn. 

b. Dec It ned offers. 

U) "-"en na~ .s recehed fr~ 
certtftcat. of .1tgtbloo. 

(2) Temporary or eacopted 
appolntee-nt. 

Il) All ot ..... 

CERTlUtATES Of EliGiBlES fiLES wtth 
rwht req"'1h. lorus. correspondence. 
4nd sUteo;;:ant of rluons for pUling ower 
o prefore-nee eligible and sel«t tng • 
nor4lf.ftrtntl e\ tttbtt. 

EMPLOYEE REtORD tAROS unci for 
InfOmot10n.AJ pLlrJKI1" OUUid. ~"onnel 
offlc .. ',.ch .. Sf 7·8). 

PaSHIa. CLASSIfIC'l!o.~ filES. 

I. Position ChssUtc03ttGn St4ndards rUin. 

II) SUnclarclo. OPM "ancl.rd, 
delergtntng tttle. $tries. ond 
v44e bU('d a.n (Juties. respon.. 
slblHttal, and quaHftcatioM 
requlte=lenU. 

(Z) De,elOpc:1itnt. I'I(.Qor,nda. 
co,",spondence. ond othe!" records 
.. lot log to tile WI.I""",,nt of 
sUndards for clusiflcat10n of 
posltlo"s peculhr to DOE. and 0,,"" 
,pprow.l 0.1" dh.pprowo'. 

(a) C ... fll •• 

(0) R .. t ... ftl •• 

OO[ RECURDS SC"EDUlE I 

!)enr01' ta::ledhtely. 

Aeturn to Office of 
Ponoltnel MonalCf:lent tOPH) 
wtth r~pl, and ,ppltCitton. 

fll. with appltc.tton 
hoe ttea IS of thh 
Khodul.). 

Oollroy Il:aOdhtoly. 

2 yo&rs. 

Untll separatton or 
1r4"sfer of e:;:oployt-e. 

S, ltan atter position 
h abolhhocl or 
c1escri Ftion h 
supet"Sedeod • 

S ,Years after POI it ton 
is 4bolhMod cr de-lCrtptton 
'I sUPl!rse<ted. 

DESCRIPTIO. OF RECORDS R[TEMTlo.~ PERIOD 

b. 
:~:!~ n~~'~!'i ~:~! .• ~ ~ ~~! n:e~~f!~? 
ttcn en title. sertH. grldt-. duties. 
4nd responstbllittll. 

(I) Rtccrd ccpy. ~ yeJrs .sUer posit Ion 
is abol tsl'\ed or 
ducrtptton ts 
Sl.Iperstded. 

(2) All other cOt)les. UntO poSition h 
4boll\J'utd or descrlpttcn 
h s .. parseeleel. 

c. Survey fll.s. Chuifiullon Survey 
Reports. Suryey reports on .... rlous 
positlotls pupated by clustUcation 
spechltsu. tncludlrig periodiC reports 
such IS Annual \ihtlten A1:en~nt report 
and An"",,1 Supergrade POSition Aeport. 

(I) Office of origin. 1 year,. or 2 years 
after reguhr Ins~ct ton 
I,'richher 1'5 soon .... 

(2) Inspection. A.i.idit. and Survey Until obsolete or 
files. Co,.,.espon.ance. superSeded. 
CIII!C'IOr~ukla. reports. and other 
records re14tlng to Ins~-
t Ions. sync". desk alldItJ. 
aNi t'\I4'U4tlotl1. 

a. ~m:Ht~!a!~ a~:::I!:1eS rel4tir·9 to J ye.rs .t'l'r C.lSI' 1$ 
closed. 

INI£RYIEW RECORDS. Correspondence. reports. 6 Q;lntl'l$ .fter tunsftr 
.nd othllr records rl!lating to tnteNiews or separat 1 on of 
• Hh ccployees. coployee • 

PERfli'l"""CE RATt"G BOARD CASE FILES. 1 )'l!4r .fter caSI! 1$ 
COptes of case filts forwtdfd to OPH ctoS~d. 

rel,ttl'l9 to perlom.ance r4tl"9 board 
re"teW\. 

ITlM 

11 EM 
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OCE REtDROS SCHEDllLE I 

~ DESCRIPTIO. Of RECORDS 

10. 

II. 

TEMPOItAA' I till IV 1 DUAl. 001.0'[[ RECORDS. All 
coptes of corresponaence ana Ioras ..... n
t.tned on t .. l.ft old. of t .. Offlcl.l 
P."G~n.' fol.r In ,cconilne. with 
federal Pen9nnel Manual. Chapter 29l~ In;i 
Sup,l_nt 29).31. 

~~~T~~\~~fJ!~I~:~OljD~'!~· to Strt po 
pr0¥1de S&ri:QIr1 41U em .. da POI tUan 
occupied. 

12. EMi'lO'EE _OS rILES. 

a. GeMral bards Records. 

II) Cue ftl .. l"clocll"9 
reco::aerdJtta.ns, approved 
ncalnntonl. c:a:crandl, ccrrtS ... 
pond.nee, reports, and related 
hanclbooh pert.lntog to 
a~nc-,-spcMOrcd ush ,nd 
non-cuh ... rdl luch 15 1ncentiwe 
aWjrds. within-Vide c.rlt 
t~",asn. '''HlIUons, and 
outstanding perforAlnce. 

(2, CorrespCI,,"M:c or Q.'I:Orandl 
pert.lntng to aw.rd, f .... otller 
gowerment agencies o-r pt'hate 
orgfntnttons. 

b. \~rdil~ ::~~:or::::,r~r.::~rdl 
reports. co::putattcns of Slntce and 
sick leaye •• nd t1st of awU'dees • 

c. tRuers of Cot:r.Iettdattcn ,nd 
Apprecht ton. COptes of 1.Utrs 
r"eCopbing 1 .. R9th of se,.,ice ,ad 
retirement and letters of apprechtion 
and c~nd-atton for perforc.5nce. 
ElCltlDlfti topt .. fl10d In the OfflclOl 
Personnel folder. 

DOE ~ECORDS SCHEDULE I 

RETENTION PERIOD 

Unttl sep .... tjon or 
tr4lnsfer of 8:!ployee 
or -men 1 year old. 
WlICMYer is sooner. 

Until po$ltlon " 
unc.lled cr MW strip 
h prtp.rod. 

2 )"0." .ft.r .pp .... l 
or dIs4pprov,1. 

2 ye.rs. 

1 year. 

2 yeal"S. 

~ D[SCRIPTION Of RECORDS REfUTlON PER 100 

13. 

14. 

15. 

d. h:;'\~,~lc!~C!·(ts~: :F~t=~ and 
winners. arid 'MeItS of ~tnatlons. 

e. H::rl:e~~j!t\:;e~o A:~rdrdlr!!a!. at 
the dep4lrt=ent.1 le'lol or tI1s;her 
(Se<retol')'ts Awards. Presidential). 

INCENTlY[ AWARDS PROGRAM REP();lTS. Reporto 
pertaining to the opernion or the 
lncent he buds Proyrl:l. 

~!~!~TI~~ ~ :~:::itIgACI~?~i'l 
~ployment. pro::lDttons. tranSfOfs, In or 
out, "'parnlon. ,nd ,11 ot~r tr¥lhidual 
pctNoMe1 «ttc~$. ,.c;'ushe of thou In 
Offici41 pursO!'lnel folders. 

a. CrtrOtUil<J.jtcal ftle copies. Including 
hct s!'leots. I'<l.IIntJlntd In personnel 
off tees. 

b. Atl otl'll!r copics c .. 'ntatned tn 
pel"Sonnul officH. 

lKPlO'MENT APPL1CATlO~S. Appl tcatton. 
(SUnaard fom Itl) ana related recDrdS, 
UClOOUIi rrcords relitt"g to appoint ... 
R!nU requiring SoL'tatorhl c;onftm.llttcn 
~nd app1iutto"S resulting In apllOtnk.c!nt 
.... tc;h ,rt ftlcd In t~ Offici.) Personne1 
Foldar (see 'tet:' 1 of this 'rtChedulo,. 

16. (RESERVED) 

Unt t1 supc!rs-edtd or 
obsol.te. 

(To be Obtalnocl). 

J years. 

1 )'ur. 

Unt 11 reteipt of Office 
of Personnel M4naC)Cl:lent 
inSPKt tem rcport or 

:~~h!.,:~a~! :~~Itart 
p;tO'Wtdtog 1ha requlrlf
r.QnU of the f cde,,1 
Perlon"el ""nual. 
Ch~pUr 111. SKt 10" 
.1.-4 • .,. OOSC!,.,~. 
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Di)[ RECOllDS SCHEDULE I OOE RECORDS SCI<[IllJl.E I

ITOI
!!2.:... DESeRIPTIOll OF RECORDS

II. COUESl'OllOUCE AIiIl FOilMS FILES. Cpo••t log
ClInO-nnel Off1ce rKordS ,..1.ttng to
1ndh1du.l C!IIIplo.)"ns not Qltnut~ 1n
Of'lctal P,nonnel folders ancl not provided
for elsNie,.. in this $C~".

'0 Ccrnspondente.nd foms rel.ttng to
~ndln9 personnel act tens.

b. 'letent ton iegt Ite"_

(1) Roght... Ira:> .nlch
redYCt10.,.. t n-forc:t let tOM hue
bHn Uken.

R£TEllTlO~ PER 100

IJnt~ I actton is
completed.

Z ye~n.

IIEH
!!!h... OESeR !PTlOll OF RECOROS

b. COplU of Ca::phtnt CU, f 11es.
DUplicate cale fi les or ctOcu:.nu
Pd'rt41ntng to case fil" retainl'd in
Offich. file DhcricttLItion Co=platnt
C·ne rUe.

c. ~~kiifiandl~i:::.Of~~~:roundrecords
DhcrtainAtton Co::plalnt Cue FUts.

d. CC):';pl1ance Records.

0) C~pltanr;e ante. r,Ies.

RETENTION PUIOD

1 ~ar after resolution
of ClllSe.

'I years after ,In.1
resolut ten of cne.

(2) Roght.n I."" .nICh no
reduct ten-In-force tel tans h.n
biNn tnen.

c. All otMr cO""reJpondencl! ond roms.

18. DUPLICATE _"TAllo., AlID 'U~L FILES
IiWiillll[D lilfslot RA5iWdL ofFIen.
a. Supe..... tsor·' Ptr-lcnM!l FtlOi.

correspcuidel'lC:e. G:lO~ll~nftd •• 'ora,. ,nd
Gther recom reining to positte-"s_
.lrthor'ltUcns. psndtn9 .«tonsi
coptes of posit tOti d"Crt~ttens i
~loIt'SU for personnel actioft. ,nd
ruo.rds en iftdh1cSY4ll f.q)101t"M
dvpltuted tn g.r not appropriate
for the O'fichl PeNon",l Folder.

b. !:hoD) lute Oacu:.fttat ten_ Other coptes
OfdOCv:e~U dupltcoiid tn Offlct,l
Personnel rol.:!~r'S not prD'ltded for
8lthtler. tn this SChedulo.

19. IRESERVED)

20. (RESERVED)

21. (RESERVED)

Unt U s'lporSeded or
obsolete.

6 ool1ths.

IiCY'IN .nnually and
• stroy 'SuPtnt<led 0"
obsolete ctocu:I!nu. or
destroy all docu::ant$
rol.ting to II;n t!\diYtdllal
ecplO,Jee 1 year dter
",parottten ar trt",fer.

6 ao~ths.

Revtews. baCkground papen. and
correspondence rel.lttng to
corttr"tor qloJDtnt p.ratt tc~s.

(2) [[0 C""pll.nc. R.ports.

e. (=plo,.. Houstng R!9uests. FOrtiS
request In9 a~ncy -,,,,,Unce 1n
housing Ntters. SUCh u rental or
purchase.

f. lEe-oent SUt1lttCl rtl.s •
[I:pIO)'Ql3'nt sutiuies r'lattng to
r'Ce or Ie••

g. ([0 Gc-rwr41 Ftln. Getter, I
correspondence ahl:S copt" of regula·
t 10ns wHh relatK records pertalntng
to the Clvtl Rtghts Act of 1964. ttle
[[0 Act of 1911••IId .111 pOrt II100t
flJt ...re levHl4t,oni ancl '9f"'Cy ((0
Co::r.'Iittee ~et1n9 and records
tnclvd'"9 r:1;l'Iutes 4nd reports.

h. [(0 Affh"Nthf' Actton Ph"s IMP).

(I) Agenc1 COP1 of too.olld.ted
AAl'(s).

1 :rears.

) years.

I 1tar.

UntO 3 ,tAt'S old. or"".n SUpllt'1Ned or
obsolete, ""'tchever
is a~pl tc.ble.

~ years fra:l d4t~ of
phn.

DOE RECIlllDS SCHEDUlE I
DOE RECOllDS SCH{OuLE

4. Covnultng rUes. Reportl of 3 ,eIln. "Uer tem1~tio"

,ntent"". a~lJlfs. and related of caunsc-ltng.
r«ord' •

b. Alcohol .~ DruQ AbU$f ProQra:l. ] yeArs.
Records created '" phrmln9. coordtrLI
ting, and d1rect1ng an alcohol and
drug ,bu" ~ro9..4t:l.

28. STAA'OAROS or CO~CT rllU. lJntil Obsolete or
COr",pondence, Ol.'Claranda. and other ,uperseded.
ncords rel.ttng to codes of Qthies
,Id SUl'ld,r\ts of cand""t.

~ Itars frO) d41te of
feeder pl,n or .tIe-n
4dmtn1 Urat he purposes
twve bun ltl"'ted.
""tcht"'er IS $-oone'.

Rl TENTlON PUIOD

21. PERSON~£l CIJUNSEL Ill_ RECORDS.

ITEH
!!!h... D£SCRlPTlD~ OF RECO~DS

(2) A9tf'ICl ferd~r phn to ccnsoHd.ted
AAl'(s).

R£TENTlO~ PERIOD

3 yean. .tter ftn41
s.ettleav"t of cUe.

2 le~rs dter s.parat1on
of e:::pIOle. Or 2 ye.rs
.fter ec::plo1ee leans
tM posttton for "'1ch
the statCQ!nt tl
r~u1red.

a. Cert t ftcatn of ~"'orNnee r.t tnt.

b. Gener.l Gr c·ne f t1It'S of fon::t$.
QI!IQOrondl:••nd corresponctenu.

c. Appeals FUn. HeI':lornd4.
cor-rnpo__nce. ant.1 Gttter r«ords
...1lting to ~IOlee appe.1s of
perf01'Qnc.e rat tng.

14. (RESUVEllI

15. COllFlICT OF INTEREST CASE FILES.
SUtCQtntl of eapJOYQfnt and linancl.l
tnterests Ind related f"Ceord,.

ITEM
!!h.. DESCRI'T11l'l OF RECORDS

22. (RESERVED)

2). PERF_E RATJIlC RECORDS.

19. lA800l IWIAGIIUN' RELATIONS RECORDS.~. EQUAL Elll'LO'MENT Oi'POaT\JNIT' RECORDS.

a. f::~C:lle~~$(C:~I:t~::~h~l~l~tN
CClf"f"C!'SpO,ii!~nce. rltPOrts. uhtbtU.
withdraw.l noticos. copt,s of
dectstonS. records of Pteu1ngs. and
Cl8ettngs••nd other record, as
de1crt~ed b1 S CFR 111.2U.

II) C.... ",sohed .ltOln DOE.

(21 C.... rooohed b1 tN Offlc.
of Personnel Man4gfQ1nt or •
U. S. Ccurt.

.. years after ",solution
of cne.

rUes Are control led by
Office of Penonn.1
JiUn4gecent rKOrds
s.cttiKule.

a. ~:ot4~n:ffii~t ~~~~~:a~n::~I
QeCll)r4ncs•• repor·u. and ot"er record,
relat1n9 to the relation$hip bet-een
aan.agec:ent 4~ ~ployee ..."tons or
other voup'$:

(1) Off1ce negottatlng a9r~nt.

tl) Otf'\er offtus.

b. l"bor ArbUrn10" Gener,' 4nd CUft
ttl ..,. CorresPDl'ldtne&. 'oms••na
iiCiOrololt\d P';f" rehtt"9 to labor
arbitration cues.

Unt 11 SUPll'rst'drd or
OOJolete.

~ years .fter fin.l
resolutton of cne.

".,....
C·
".,.... 
C· 
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ITEM 

Oi)[ RECOIIDS SCHEDULE I 

ITOI 
!!2.:.... OESCRIPTIOlI OF RECORDS 

II. CoaaES'01G)UtE AliI) fOilMS FILES. Cpo •• t log 
",nO-nnel ofUce f'lCordS ret.ttng to 
tndhidu.l C!IIIplo,)"ns not Qltnut~ 1n 
Off.cia:l P,nonnel folders ancl not provided 
for elsNie,.. in this $C~". 

•• Ccrnspondenee.nd foms rel.ttng to 
~ndln9 personnel act tens. 

b. 'leteftt ton iegt Iters_ 

(I) R.ght ... ,,...., .nlch 
redyCt 1e,.. t n-forc:t Ict tOM hue 
bHn t4ken. 

(2) R.ghten ,."" .nICh no 
reduct ten-In-force tel tans h.n 
bHn tnen. 

c. All otMr cO""l"Hpondencl! ond foms. 

18. DUPLICATE _WTAlIo., A1IO 'U~L fiLES 
IiWiilltl[D CiJfsio[ RA5i@dl ofFIelS. 

a. Supe ..... tsor·' Ptr-lcnM!l FtlOi. 
correspcuidel'lC:e. I •• '~.~nftd •• 'ora,. ,nd 
Gther recom relntng to poSittG"s_ 
.lrthor1ltUcns. psndtn9 IcttOft$i 
copt" of posit tOti d"Crt~t tens ~ 
~IoIt'SU for personnel actioft, ,nd 
I'UGrds en iftdhlcScul f.q)10,Jt-H 
dvpltuted tn o.t not appropriate 
for the O'fichl PeNon",l Folder. 

b. !:hoD) lute Oacu:.fttat tcn_ Other coptes 
OfdOCv:.t~U dupltcoiid tft OUiti •• 
Personnel rol.:!~r'S not prD'lided for 
elthl'ler. tn this SChedulo. 

19. IRESERVED) 

20. (RESERVED) 

21. (RESUVED) 

ODE RECORDS SCHEDUlE I 

R£TENTlO~ PEA 100 

until action is. 
completed. 

Z ye~n. 

Unt it s"por~eded or 
ob'Solete. 

6 ool1ths. 

IicytlN .nnually and 
• stroy 'SuPtnt<led or 
obsolete clocu:r!f'lu. or 
destroy all docu::ants 
rellting to an tl\dhidltal 
ecplo,.ee 1 year dter 
",par.tten ar trt",fer. 

6 ao~th'S. 

!!h.. DESCRIPTIM Of RECORDS R£TENTlO~ P[Rlon 

22. (RESERVED) 

2). PUfoaJWtCE flATIf', RECORDS. 

a. Cert t ftutH of ~rfor'Nnee r.t Int. 

b. Gener. I Gr c·ne f t I It'S of fon:t$, 
QI!IQOrondJ: •• nd corresponctence. 

t. Appeals FUn. HeI':Ionnd4, 
corrnpo __ nce. ont.1 Gther r'«ords 
"')Ittng to ~Ialee appe.h of 
perf01'Qrte.e rat tng. 

14. IRESERVED) 

ZS. COlIfliCT Of INTEREST CASE fILES. 
SUtCClentl of eapla)'afnt and linantl., 
Interests Ind related rceord,. 

~. EQUAL £JCP\.O,MUT OPPQaru.lI, RECORDS. 

a. 2!:!C:lle~!nC:!I:t~:: ~it~'~I!tN 
COf"f"C!'Spo,ii!~nce. re-ports, uhtblU. 
withdraw.l notiCOS, copt,s of 
dec: Is tonS. records af hent ngs, and 
aeettngs •• nd other rec:ard'S IS 
de1crl~od b)' S CfR IU.212. 

II) C .... ",sohod witOln DOE. 

(1, C .... resohod b1 tN Offlc. 
of P.rlOnne' Man4gfQ1nt or • 
U. S. (curt. 

lyea" .fter Itn4' 
s.ettleav"t of CUe. 

2 le~rs dter s.parot1on 
of e:::pI01C'C' Cr 2 ye.,., 
.fter ec::p101ee luns 
tM posttton for -"'ch 
the st~tCQ!nt 11 
r~uired. 

.. years ~fter ",solution 
of en,. 

rues ",re cantroll eel b, 
Offtce 01 Penonn.' 
Jtan4gecent rKords 
s.cttedule. 

11£" 

llEH 
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DOE RECORDS SCt<[OUtE I 

!!!h... DESCR IPTION or RECOAOS RETENTION PERIOD 

b. COplU of Ca::ph'nt Cu. f .'es. 
ouplicat, case fi les or ctOcU!'!nu 
Pd'rt4lntng to case fn" recainl'd 1n 
O"iCh' file DhcricttLItion Co=phtnt 
C-In rUe. 

c. ~~kiifiandl~i:::'Of~~~!round recards 
DhcrtatnAtion Co::plalnt Cue FUts. 

d. CC):';pllance Records. 

0) C~pl"nr;e an'e. r",S. 
Reviews, baCkground papen. and 
correspondence re ... ttng to 
corttr"tor ql0JDtnt p.ratt tc~'S. 

(1) [[0 C""pll.nce R.ports. 

e. (=plaIn Houstng a!Quests. Forti'S 
reque'St In9 a~ncy 4ssuUnce 1ft 
housing NUers. SUCh u rental or 
purchase. 

f. [;eloent SUttlttC'S rtl~'S • 
[I:pIO)'QInt 'UtiIt1CS r'lattng to 
rICe or se •• 

g. ([0 Gc-rwr41 FUn. Getter.' 
correspondence ahl:S copt" of regula
t tons wUh relatK records pertaln'ng 
to the el'l" Rights Act of 1964, ttle 
[[0 Act of 1911 •• IId '''1 POrt II100t 
flJt ... re legHI4ttOfti ancl .9ftCy ((0 
Co::r.'I"lttee ~et'n9 and records 
tnclvdt"9 r;,;nutes 4nd reports. 

h. [(0 Affh"Nlhf' Action Ph"s (MP). 

\1) Agenc1 COP1 of consolld.ted 
Wls). 

ODE REtOllOS SCt<[ouL[ 

1 )'t"ar dter re,olutlon 
of cne. 

'I years after , In. 1 
resolut ten of cue. 

'1ears • 

) year~. 

1 1far. 

UntO l,tAf'S old. or 
"-en suparUOed or 
obsolete, .."tcheycr 
is a~pl te.ble. 

~ years 'ra:l d4t~ af 
phn. 

!!!h... DESCRIPTlO~ OF RECO~OS RETENTION PUIOD 

(2) A9tf'ICl ferd~r phn to ccnsoHd.te-d 
W(s,. 

21. PEASOH~£L CDUNSEL IHG RECOADS. 

~ Itar'S fro;, dtte of 
feeder p'an or tche-n 
4dm1n' Itrat he purposes 
twve bun leNed. 
""ich~er 'S saone'. 

4. (cunnl'ng rUes. Reports of l,ears ",fter tem1n4tio" 
'"tent"", anol,,,s. and related of coun,collng. 
r«ord,. 

b. Alcohol .~ Oru9 Abu$-e Prosra:!. ] yt",rs. 
Record'S created In phrmlng, coordtrLI
ting, and d1recting an a'coh01 and 
drug .bu" ~ro91"4t:'I. 

28. STAA"OAROS or CO~CT rllU. IJntil ob,olete or 
COr"'Spondenc:e. OI!Clar.nda, and othel" 'Superseded. 
ncol'ds rel.ttng to codes of atMes 
411d 'SUI'Id.rit'S of cGnd""l. 

19. lABOl< 1WIAG11U0T RELATIOMS REtOiDS. 

a. ~:ot4~n:ffii~t ~~~!~:a~n::~ I 
Qt!CIOr4ncs •• report'S. and ot"er record, 
relat1n9 to the relationship bet.een 
Nn.agec:ent 4~ ~ployee ... n10ns or 
other voup'$: 

(1) Off1ce negotiating a9r~nt. 

(2) Ottle, offlns. 

b. l"bar Arbttraltton Ganer41 "nd CUft 
rtle$. Correspol'Idtnee. 'oms, .na 
iiCiOrololt\d P';f" relttt"9 to Itbor 
"ft1iratlon cun. 

Unt 11 SUpil'rUdC'd or 
OOlolete. 

!. years ,'ter ftn.1 
resolution of cue. 
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ODE RECCllOS SCMEIl1Jl[ I

ITEM
~ OUOlIPTIOll Of acCOROS

30. TRAINING RlCORDS.

to T,.tnlng AIdS.

U) One cop)' of etch Qinwl. "llcuI_
tealbook, and other training aid
de.olopod by lho .gollCy.

(2) Training .Ids frCJ3 atl'llr .pnclM
or prhate Inltlluttons.

b. ~ner.1 FOe of Agner-Sponsored
Tr.inlftQ.

(1 J COlTtsponc1el't(o. Q!!:iOrand.,
'ireeaents. authortzat10n1,
reports_ requlrtQOnt revlewl,
phns, al'ld ObJtettns rehttftg
to the tsta:b1t~nt 4tId
.rdIon of training CCl"lrses
.snd confertnee••

c. tee'nee! Tn!!.!ES. Correspondence,
CISlCr,ftij,. reports. and Gth,r riKords
relit tn, 10 tho 1.lthbtl'ty of
tntn'", and e=plo,ee partlclpaUon
In training ~rOV4:l' spct'lsc.red b1
other Go"m::ent .~nete-s or
non-Go'Warq:ent InstitutionS.

d. Course Announce::.e-nt rUtS_ Reference
ftlt Of pt.4)hleu, notices, uta1ogs.
and other ACOrdS .mlch prowtdl
tnfomltton en courses or pr041r~s

offered by GCJYern::=ont or
RQtlACcverrceRt or~"I,attcn,.

I. GrleVlInel. "PJ?!lIh ftle-to t~ (fit 111).
Re-ccm o-rtglnating In tl'lt' revtelf of

ODE RECORDS SCHEDULE 1

RUUTlil:l PERIOD

(To be olIutnod.)

Until otllOlete or
sllpcnC'ded.

UOtll S 10.... old or S
)'aars after c~p1etIon
of ••pectflc trltntll9
pt'OljIraa.

3 1*4".

Until S )'ears old or
.en suporsectcd or
obsoloto. ""Iet"er
Is socner.

Urat t1 supe rslded or
obsoltte.

J ye.rs 41fter cue is
clOled.

ITEM
~ OESCiIPllil:l!lf RECClll)S

b. Reactor Gperator and lenlGr opor.tor
dockot fl .... dot_nlln, tho cortUt.
cat ton of reactcr .rlton .nd sentcr
reactor operaton Inclwtct9 "'" or
renewl .ppltc.tIOttl. _Ical certl·
flcates. certtftcotlcms .nd c::cmbentS.
euatn.Ucns and reSUlts, rol.ted corre
spondence, Includtn9 dental Infomaticn.

0) Latlst appltutlcns and relAted

~:~;.:~:~eo~e~:~;~:~':lt
cedlcal ctrttftcate1 And dat••
and .11 oUtline" reports.

Il) Supe..._ Irrl tCit'on, and
rel.ted ccrrospondenco. certtf'.
Hcatlons. exa=lnations and
....'lIltlj "nl.l letten.

e. Reactor OpeNtor h&::J' nat ten f I\1$
consistlnljl of (Cpt.s of all 'aaatna
tlons ,hon by OIl( it I facillty for
the pvrpose of tssutng reactGr .nd
sentor reactor cperator '*rtlftcattens.

d. Reports of Nelders' tests. cGnststing
of ftll of reports of tests Gn weIde"
tn Kellin and other lutnless steel

:~~~;Yc:~~:':;:rc!ct~.d:;:hlne

:~c:~~ :~~:;l.:~ch .....11111

e. RecordS not eowert4 lbOwe 4M
....nu.ned outlldo Officlil
Personnel foldars except security
and Protect tve Servtces Records
co••red by Roconl. SChedulo 18.

ODE RECORDS SCHEDULE 1

RETtIlTlD:l PER 100

.. .rean liter eaplratton
Dr tlrgt rtJtton of
certification or
'"""nco of den"l
letter.

2 yea,.. or ~en
supersedld, ld'Itctewer
Is earlier.

10 y......

ITo be ll!lUlne<l)

R[lENTlOlI PIRIOO
lIEM
~ DHCiIPTlOlI Of RECOJlllS

v'evanct Ind appeals ral,ed by Igency
~lo)'ees. ucept ££0 conphints..
These use ftles tnclvde suteacnU of
"Urceues. rifPOrts of intan":'" .nd
hearings••aaalne,·, fuul1ngS Ind
reccll:r.'lIuld.t tal'll. a copy of thl!
crtgln,' doth'on. rehted corrn-
pondel'lCt and eahtbtU. and records.
rel.Ung to • rteonstl%trntcn request.

b. Adnrse Actton hies (~ eFA 1!l2). .. )'ean aflllt case .,
tne files ana related records created c'osed •

.. In rnle.lng In advene 4ctton
l1uctpl1rwr)' or ncndhctpUnary
recovll. SU'IoeMton, I~....e .i tPlout
P'1. rech:ctlun.tn--force) .gainst .1'1
~plo)'ee. Tho file Includes a copy
of the propOse-d odwcrn .et ton .t th
$u;,port Ing p.~ni ,Uteatnts of
_UMUU' CI:Iplo,ee", 'ifP1,. ti1urlng
not Ices_ ,e-parts and clechions_
fUY8rul of Ict ton. ond appeal
records_ UCLUOl~G hUers of
rtprband.

lTlM
~ OESOllPTlil:l Of RECCllilS

33. IU<PCllAllY RECORDS RELATlIlG TO PROMilTlOMS.

Aeoecrds relit t ng to the prcr4t1cn of an
1ndhtd~1 that doc~nt qJ.lIl IftCAtten

~~nde::::i.e:~ua~~~:a~~~:l ~:~~~~:=,.

R[lEIITIil:l PIRIOO

2 years.

n. E!(PLOYH QlJALlflCATlON Cll AU1IlOIlilAllON
kLtbliiM conshlln9 of ev,aenr;e doeu:mtnltng:
~Iorie·s qllallflcattons Gr .uthortutten
to perfOrCl c..rutn tash. t"9'Cje In ctrt.ln
GOtPlOJa'nt. or 0((UpoliUQ.1'I1. condllCt cort.tn
actlvUlt'; ,net to potU". US". dhtrlbute.
be responsible for. oper.te. or s'lln for~
s.uppltH. eqlltl:Dtftt. GlIterhl or property.
4nd to authOrl,. routine act1~s.

a. Records reqll'red to be aitnUl'ned in
Offlchl Portonnel fo'4ers.

fa11e. dtSpo1ttion
1nstructlcns applicable
to Offlcl.1 Personnel
folders, ttt'GI 1. this
SChedule.
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OOE RECORDS SCHEOUlE I 

ITEM 
~ DE SCRI PTlOlI or aECOllOS R[lUTlD:I PERIDO 

lO. TRAINING RECORDS. .. Tr.tning AidS_ 

(I) One cop), of etch Qanwl, "Ilcus. (To'" eIIUI.ed.) 
textbook, and other tr,lning aid 
de •• l0p0d by tho .geney. 

Il) Training .Ids frCJ3 atl'llr .pnclH Unttl otIlOlete or 
or prhate Inltltuttons. sUPJneded. 

b. ~neral FOe of AS!ncl-S2!!"Iorltd 
TrainlftQ. 

(II COlTtsponc1el't(o. Q!!:iOrand,. until S , ..... old or S 
lireeaents. authotizat ionl, )'aars attlr c~p1et 10n 
reports. requlrtQOnt revtewl. of •• peclflc traInIng 
phns, and ObJtcttns rehUng prograa. 
to the tsta:b1t~nt 4tId 
.rd Ion of trlinlng CCl.lrses 
.snd confertnees. 

Il) 8u"~rOl.Cnd a(ld .orkpa~". 1 years. 

Unttl S )'elrs old or c. (celane Tn!!.!ES. Correspondence, 
ClSlCr,ftiJ,. reporu, and Gthlr rKords .en suporHCtcd or 
rel.ttn9 to tho ••• tlablltty of obsoloto, ""le""lr 
tntnl", and e=plo,ee partlctpltton Is sacner. 
in tt.lnlng ~rOV4:l' Spct'lS4t'ed b1 
other GOWlm::ent .~netH or 
non-Go'Warq:ent Instttuttons, 

d. tourse Announte::.e-nt rOes. Reference Unt 0 superseded or 
ftle Of pt.4)hlets, notices, cata1ogs, obsolete. 
.nd other ACOrdS .mlch prowtde 
'nfomatton On courses or pr04lr~s 
offered by GCJYern::ont or 
ROf'IAGcvern::eRt Or9'ntlattons. 

31. GIl I UAAt( I OISCIPliWY I MIl ADVEAS( 
knOll FiLH. .. CrlC!Yllne •• ~E!lIh ftle-to t~ nit 111). 1 ye.n after case Is 

Re-CCI"'lH o.rtgtnating In t!'lt' reytelf of closed. 

POE RECORDS SCHEDULE I 

11[" 
~ PESCRIPTlOlI Of RECORDS A[lENTJOlI PUIOD 

n. 

v'evance .nd appeals ralnd by 4Igeney 
~loyees, ucept (£0 conplaints., 
These else fttes tnclvde suteacnts. of 
"Urceues. rifPOrts of tnte"":'" .nd 
hearings, eaaa'ne,', fuul1ngS ,nd 
l"'eCCll:r.'lend.t toni, a copy of thl! 
ertg'n,' doth'en, rehted corrn-
pondel'lCe and eahtbtts. and records 
re'4IUng to • rtConstl%trnton request. 

b. Adnrse Actton flles (~ eFA 1!12). .. leat'S aflllr case ., 
tne fites ana related records created clOSed • 

.. tn rnle.tng In adverse 4ctton 
l1'sclpl1l\1r7 or ncndhctpUnary 
rtCO"Y41, su'loeM lon, I~,ye .i tPlout 
p.y. rech:cttun.tn-force) .galnst .n 
~plo)'ee, Tho ftle Includel A copy 
of the p;rOPQSK oduru act ton _t th 
su~p)rt Ing P4lpet'S. U.teatnts of 
_ttMUU' e:lplo,ee's rllp1,.. tt1urlng 
not 'Cltl, rlpCIrts and ctechiOrl$_ 
nwersal of Ict ton. and appeal 
recol'dl. UCLUOl~G htters of 
rtprband. 

lKi'LOY[£ Q!JALIFICATlON OR AUTIlORllATlON 
kLtMM conshllng of evtdlnr;e doeu:mtnltng: 
~Iorie·s qll41 tflcations or .uthortlltten 
to perfora cert.tn tash. 1"9'c;e In ctrt4lln 
GOtPl ~nt or OCCUp.lltiQ.1'I1. condl.lCt cort •• n 
acttvlttes; 4Inct to possus~ US". dhtrtbute. 
be responstble for. oper.te. or "4l" for~ 
s.uppltH. eqlllt:ntnt, Gl4tertal or property. 
4nd to lIuthOrtn routine act1~s. 

a. Records reqlltred to be QlinUIned in 
OUtctal POrlon"e' fotiters, 

folic. disposition 
Instructlens appllc.ble 
to Offtcl •• Personnel 
folders, ttt'GI 1. this 
SChedule. 

DOE 1324.2 
5-28-80 

DOE RECOROS S~HtD1JLE I 

ITEM 
~ DUCRIPTlD:I !If RECORDS RETtIITIOlI PERIOD 

b. Reactor Gperator and leniGr opor.tor 
docket fl .... dOC_nUng tho certtfl. 
cat ton of "aetGr .rlton .nd SenlGr 
reactor operaton tnclwtct9 "'" or 
renew) .ppltC.tIOttS, _Ical cent· 
ftcates. certtftcottcms .nd c::cmbents. 
lun'n.Uen, and rolu'tst rol.ted corro-
spondence, Includtn9 denial tnfomaUcn. 

(I) latin appltutlcns and relAted .. .reu, Itter e .. plratlon 

~:~;.:~:~eo~e~!~;~:!t:lt 
or tlrg, nJtton of 
certlflcatton or 

cedlcal certtftcate1 And dat •• t"""nco of de-nit I 
Ind .11 eUtitlW" reports. letter. 

(l) Supe ... eded Ippllcatton. and 2 yel". or ~en 
related ~crro,pondenco. certtft. superseded. Id'Itebewer 
tieatlons, exa=tnaUons and is etrHlr. 
....sults; "nt.l letten_ 

c. Re.ctor OpeNtor h&::J1 nat ten f t \1$ 
caRshUR; of cO-ptes of all ,aaalna-

10 y ..... 

Ue .. 9h.n by 00£ Ol I focll tty for 
the pvrpcKe of 'ssulng reactGr and 
sentor reactor cper.tor C.rttftClttcnS. 

d. Reports of ...,lders· tests. (GRltsttng 
of ftll of reporU of tests gn weide" 

510· ... 

In Kellirc and other sutn'ell steel 

:!~~;yc:~~:s:; :rc!ct~, d:;:htne 

!~c:~~ :~~:!;I.:~Ch as ... 11110 .. RecordS not cowert4 &bOwe 1M I To ... O!IUlnod) 
... tnutned outsld. Offtchl 
Personnel roldars •• Clpt Security 
and Protect tve ServiCes Records 
co •• ~ by Reconl. SChedule 18. 

POE RECOaOS SCHEDUlE I 

lTlM 
!2".. OESCRIPTlD:I OF A£CIROS RETEIITIOlI PERIOD 

33. IEI<I'IRAAY RECORDS RElATJKG TO PRO!I)TJONS. 

RecOrdS relat t ng to the prcr4tton of an 
1ndhld~1 thlt dOC~rIt c;t.lIl tftutton 

~~nde::::i, e:~uae!!~:a~~~!1 ~:~~~!:='I. 

2 ,.ea~. 
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Dll[ R[ClillDS SCh£DUU 2

PAYllOI.LIIiG AA1) PAY ~INISTllATlOll R[C()lOS

Payrol1tng and pal Gdalnhtraatton recordS pert.'n to dhburscaonts to IIiIployvC'\
fer Pinon" '.Nlces. AIry record crl.led prior to 1.. 1·21 eult be offered to
ttle flath~ftil Archhes and Reccrds servlci before applying these dispostttcn
'n1tn.cttons.

P..pers required by the CC'Pplrol1er Glner,' to be matnhlned for stte audit
are s.epnu of tccClUntl.bl. offlCer"s ccceu:nts. In no ""ent QI)' dhPQul be
acdt of records pe-rt4tnlng to accounts. clalO1. or c%ec:I.IB:ls Inyolylng the
Go••rr<:tnt Of tho united StahS .nlth h••• not be.n .ettled •••dJusted by
ttle General AcccUIlttl'l9 Office unllu the agene:y CClt(lrned has WTltteft appro",'
of tho Co:;>troll.. _.1 ... required by 82 SlOt. 1301 (44 U.S.C. 33091. ""st
Feder.1 (hUh" P41 .C(O\o.1'Its Jr. preJNred and mtlntalnecl In .scCOrd4ntO .. tth
T1Ue 6...Pa1. l..ve. and AI1DWo1rlCtS. ,nd Inccrporned In the GAO "4~u,1 for
Gulo1<nce .f Fedo..l AlIlIneh••

In the ~rolltng pt'oceu dlfl"ent t,pOS of records .re actw:lUl.trd. In
N"1 CUIS tho rtCCrdS ..111 be 'n ~cMne-rebdlble fora. tS tho lHyrol ling
process has ,lClOJt l,l1lh.ruIl1 converted to electron'c ""t. process throu~
out t~ rcc1erll CoYe-~rrt. undor Uti. 6 of the GAO K&n-ol41. ttwne records
Ire non:l.tlly stte lu4tted on .a uep'a bu1s by GAO reprllent.th.s "'0 lUAatne
pr'Qlrt1, the earntngs rKord Clrd. p~rol1 Cr'lolln~ sl 'ps that 4rt prepared to
4ocl&;8nt changes tD norQ4l Pol1. C.rttftc4tton sheets colttl'ntng the s'lJ"ltur. of
the certtf)'.", offtcer. CI'lKl.UsU P't$4rC'd tn l1eu of th.e ClOre fon:aal plyrolh

:~~~~~~ho:st::s1~ti~:Ya:~ ~::::":~:U~~~t~r:~M:~.::u:~e~~:::11
tet 10n fof'lils doc\lQtrtt tnt (t\4~s tn PlY. In add' t ion. P-olI1 reg'stt" Ind other
"cooonttng deYtCtS tre altmatRed to cheCl. and b41hnce the accounts.

All payroll systeas ..equtre the Nlntlunc:e of I lea...e Urd. to ""tch
tntorwt10n 's pOsted 'rC12 QOrt deU"" records kept by ttor .and .attendance
clerts louted throupout the apncy. Two bostc foms or _utntons of theg
Ire uH'd by mst ,gentles: toll) SUnclard rotQ 1131. 'Chich shaws lene taken

:~tn.a~~~Y::::~aI~;~='::"~:·l:=et~~~"::sn:~~l:~be-:~=t~:~
In Agenctes tn -"tch the t tr::eteeplng fiPlCt ton Is dKentrl1t.z~. One Sttl'ld,ud
F'Or::l 1130 is Ntntatntd for nch C!2ployee I4ch P'1 pertod. and UIt: current le..e
stotus '''lUe h Iceu:::uhted frCA pay per'od to pay pc!rtod.

00, R[COROS SCH£DtJll 2
IT[Il
~ O£SCIIPI 10~ 01 RECOROS

a. Authoriz,tlons for S4.ln9' eol'lds or
tntned federal C~p.l1~ for
er::ployee tr4n-s'errl'd to another
hd• .-.!I olI9ttnc,.

b. All oUer ~cord's.

(lJ If record is ;;14Itntafntd on
e...nt"9 record card.

(2) Jf record 1$ I\ot Ntntalned
ellhtler••

~. 8O~D R[GISTllATlO~ flUS. Issu'ng .gont·s
copiu of bOnd rt'91Strat ton stubs.

6. 8OllO R[CIIPT AIllI lRAIlSMITlAL FIL£S.
ItKetpts far ana trlnschuJs of u.s.
s..tngs Bonds ond ch«h.

I. HOllO PURChASE FlUS. Fe""'1Id reports
with re"ted p.apel"'$ pertltntn9 to ~stts
Ind purchue-s of bonds.

8. l[AV[ APPLICATll>~ Fll£S. Applicatl.n
for lean SJ' il. or tq1Itnlettt. and
supparttnCjl Pipers rehttng to ~ue,U

'or and approval of taking lea_e.

•• If the tleeclI'd has been tnttt.ale4
by ttw e::plo)'f'e.

b. If tho Ut:«,rd has not been
Intthled bl the' t:=lpIOJe-e.

R[T[NTlO~ PIAIOD

Tr,nsfer bthor'"t10n-s
to e=f)lore-.·$ new
alitRe,.

Unt iI ,uperSf'df:d or
.fler tr.nsftr or
separat Ion of e:.ploYt'e.

3 yurs "'ter
\wpe-russtc:\ cr ) lears
4fter trans'er or
separation of ~plo)'te.

2 y.olIn.

J ccnth$ dter d.te o'
rKtipt.

Until tPle end Of the
4ppl tC.!Ibl. pay periOd.

UntO after GAO ,~it

or .men ). Jl!olIrS old •
.micheye.- 1s sooner.

r..
00[ 1[=5 SChEDul[ 2

Pl1rolltng ,roce" rtcard, tnclude ..UhhOld'n9 tu and 54_i"9' bond recOrdS.
reports Qlde to Treul,l.ry ~rtatRt units .n:S the Office of Personnel
Minage::wl'it on 'ncG:lC! tu ond rettre;::erct transact tons. For other reconts not
pert.tnbg to individuals, but rlther to the general adotnl'traticm 0' the
P41roll'n9 offtce Jnd the p,lJrolUng ' ...neticn. apply recerds rotetttian
standlrd.s 'n SChedul. 16. itl:Cl-S S and 8.

ITEM
~ D[SCRIPTION Of R[CORDS

2. (R[S£RY[D)

TIIIi AID ATT[I\OAAU Il[POilT FlUS. f.....
,11th OS SUIIId.ra fona 1130 or equhalent.

I. PI,Jr-oll P'reptrtt'on ,nd pt'ocentng
copies.

ITEM
~ DESCRIPTlOll OF R[C()lOS

9. trAYl RECCJlO FIlES. leu-eo record cards
Qllntltntld seplr.tely 'rG' p4y ,nd
.Irnlngs record'. trltludln9 SF 1110 tIlhtft
used as a lean recOrd.

•• Pol or fhClI ceptes.

b. Other coptes.

J years.

So. [AS I. lt~ 14.

Unt i I s",persede<l.

file on rl9ht ,tde of
0"tc141 personnol
fold~. See- ERS 1.
Iteo 1.

3 J'C!"'rs.

). aDnths ,fler the end
of the ~r1Od cowered.

lint 11 ...hted P'Y
reco-rdl are audtted by
GAO. or .....en 3 yurs
old • .nlchtYer 11
sooner.

Rn[NTlO~ PIAIOO

OO[ R[CORDS SCH£DUl[ 2

b. All other ccpl.s.

ill.CGIT AllTHOIlllATlIl1l RU[R[!IC[ fILlS.
CC;ptn of bUdget oSuthOrtutlon, tn
operattnt P4)'roll untts USed to control
prrsoMel ce1th" Ind personnel acttcns.

PAYROll FlL[S. """"'r.nd"" topt., of
payrol h. chect 1hts. Ind rehtf'd
certtftcatlon s~ts. ,~J\ lIS sr 1013•
SF U29A. or equlvolents.

•• Polil or fhcal copy.

b, DO[ <.py.

llOTlFlCATIOll Of PU$OWL ACTlIl1l Fll£S.
(Opt" of Sf SO or equivoient. not filed
In the Ofltcta) Personnel folder.

HAVE OATA FIl.ES. Records of h"w. ~to.
such n SF liSO. prep.arcd eJCcept IS not I'd
tn the Fedeorll Personnel M,tlUolIl. 293-A..3.

o. Ortglnll cop)' of Sf llSO.

13.

II.

12.

10.

3 I"". ar dter GAO
aloldtt. "'tc"her ts
sooner.

RIT(NTlO~ P[RlllO

Tr.nder to ttte Nltto",1
Porsonnel Records Center
(NPACl. St. l.uls,
"Incurl.
lal If flied in .ffl<hl
personn.1 f.ld•• (apr)
ar tn indivtduolIi PI,)'
folde.. 4dJ.Clnt to the
~F. Destroy with the
aPF. (S.. Roe.rds
SChedul. (RS) I, Il~ 1.1
(b) If not In er flied
odJaunt to the ~f.

destroy 56 ye-ars a'ter
tho o1<to of tho hst
entry en the card.

6 a)nth, Ifler the end
of the PiJ' period.

b. All other copies.

IllOIVIDUAI. AuTltOAl2£D ALLOTlliNTS flUS.
roms sY(h I.S Sttftd,,rd fora ii§z. or ot..,
records rellURg to IVthorlution. chaft9l'S
or coneen.tlon .f ind"idu.l P'Yroll
•1IotQlots f •• bend ~llCtl.n •• ch..tubla
contrtbl.lttcns. Sl'i'tngs bonds. u.ntcn tues.
cr othfoM..

1I'lllYIIlUAL ACCOlillIS FlUS. IIId"t...1
'I,nl rig ana u,... ice caras. such as
SUndird Fora 1127 or ~utw4Ient.

4.

1.

r 

r .. 
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PAYllOI.LIIiG AA1) PAY ~INISTaATIOlO REC()lDS 

Payrol1tng and pa, Gdalnhtraatton recordS pert.tn to dhburscaonts to IIilployvC'\ 
fer Plnon.1 '.Nlces. AIry record crl.led prior to 1 .. 1·21 CUlt be offered to 
ttle flattGftil A.rchhes and RKcrdS ServtCI before applying the,. dispostttcn 
In1tn.cttons. 

P .. pers required by the CC'Pptrol1er Glner,' to be matnhtned for stte audit 
are s.epnts of tccountl.bl. offtcer"s cc(CU:nts. In no ""ent at)' dhpoul be 
acdt of records pe-rt4tnlng to accounts. clatOl, or ctec:l.lB:is InyolYlng the 
Go .. rr<:tnt Of tho United Stahl .nleh h ••• not been .ettled o •• dJu.ted by 
ttle General AcccUlltil'lg Office unllu the agenc:)' CClt(lrned has WTltteft appro",' 
of the Co:;>troller _.1, os required b,82 SlOt. nOI (44 U.S.C. 3m) • .... t 
Feder.1 (hUh" P41 ,((O\o.1'Its Jr. pr"eJNred and mtlntalned In accord4ntO .. lth 
T1Ue 6 ... Pal. l .. ve, and AI1DWo1r1CH. ,nd Inccrporned In the GAO ".,~u,1 for 
Guidone. of FecIt .. 1 Agonel ... 

In the ~rolltng pt'OCt" dlfl"ent tyllOs of records .re actw:lUl.trd. In 
Nn.)' CalIS tho rtCCrdS .. 111 be In ~cMne-rebdlble fom. AS tho ""yro1 ling 
process has .1C1OJt \I1I".r1l111 converted to electroniC ""t. proceu thtOU~ 
out t~ rcd.erll CoYe-rn:.-rrt. under Uti. 6 of the GAO K&n-ol41. thine records 
Ire non:l.tlly Itte lu4tted on .a su:ple bu., by GAO reprllentAthes "'0 IUlaine 
prtQlrtl, the eatntngs rKord Clrd. p.t.Yrol1 Cr'lan~ sl 'ps that 4rt prepared to 
4ocu:ent changel h~ norQ41 Pol1. c.rttftc.at'on sheets cofttl'n'ng the st9l'ltur. of 
the C"'ttty'''' offtcer. Cl'lKtUsu P't$4red tn lieu of th.e ClOre fon:aal plyrolls 

:!c~~~~~h O!s t::s 1~ti~:1 a:~ !::::":~:U~~~t~r:~M:!p.!:u:~e :'~!::11 
tet 10n fof'lils doc\lQtrtt tnt (t\4~s tn PII' In add' t ien. P-olI7 regt sttl"1 Ind other 
tccooonttng deYtCIS .re Qltntatned to cheCk and blhnce the accounts. 

All payroll systeal .. equtre the Nlntiunc:e of I lea...e utd. to tdllch 
tnforwt1on .s POlted 'rC12 ClOre deU"" recOrdl kept by \tor .and .ttend.nce 
clerts lOCAted throupout the .pncy. Two b41tc foms or _utnlons of theg 
Ire uH'd by mst ,gentles: (a) SUnclard rOf'Q 1131. tehtch ShOW1 lene taken 

:~tn.a~!~)'::::~ a .~;~='::"!:·l:=e-(~~~"::sn:~~ l:~be "!!~=t!:~ 
'n Agencies In .tatch the t Ir::etetp'ng fiPlCt Ion Is dKentrl1i.z~. One SUnd,ud 
F'Or::l 1110 is Nlntatn(d for teCh C!2ployee each P'1 pertod. and ttw: current Ie-a.e 
stotUI '.,lUe it Iccu:::ullted frCA PlY period to pay pc!ttod. 

DO[ IE=S SChEDUlE 2 

Pl1rolltng ,roct" rtCOrdl ,nclude .. HhhOldtng t ... and sa_1"9' bond recOrdS. 
reports Q.ldif to Tru-sloI.ry ~rtatRt unltl ,n:S the Office of Personnel 
Minage::wl'it Oft 'ncG:lC! t41 ond retlre::eftt transactions. F'or other rKorGs not 
pert.tnlftg to 1ndtvidU4h. but rlther to the general adotnlstrattcm 0' the 
P41rolllng office Jnd the PI1rol1tng '"nettcn, apply records rotentton 
standlras 'n SChedul. 16. HeeI-s S and 8. 

ITEM 
~ PESCRIPTlPN OF RECORDS 

I. lI'IUYlllUAI. AtCOlilITS FlUS. Iftdhld ... l 
flrnl rig arid II" ice cardl, such as 
Stlndu'd FOrti 1127 or ~utwalent. 

2. (RESERYED) 

4. 

TlMf AID ATTEIIOAAU REPOiIT FILES. F ..... 
-sllth os sui'ld.ra fona 1130 or equhalent. 

•• PI,)'r-ol1 p'reparltion .nd pt'ocen1ng 
copies. 

b. All other copies. 

UUUYIDUAI. AUlltOAllED ALLDTMfNTS FILES. 
roms syc-h J.S StiftIi,,rd fora ll§z. or otl\4" 
recordl rellURg to Mhorlution, cbaft9l'S 
or uneell.tton of Indhldu.1 P'Yroll 
• 1l0t<>ootl for bend d<!ductlons, ch .. IUbl. 
contrtbl.lttcns. SlVlngs bonds. "nten tues. 
cr othfoM.. 

R[T(NTlO~ PERIOD 

Tr.nder to ttte Nltto",1 
Por10nnel Records Center 
(NPIIC), St. Louts, 
"hSOurl. 
(a) If flied in 0"1<101 
porsonnel folde. (OPr) 
or In indtvtdual PiI,)' 
foldt .. 4dJICtnt to the 
~f. Oeltrol with the 
DPF. (See Roeord. 
SOh"'ul. (RS) I, It~ I.) 
(b) If not In .r flied 
odJacent to the ~f. 
deltroy 56 ye-ars 4thr 
the dote of the last 
entry on the card. 

1 1111"1. or liter GAO 
aloldtt. "'tc"her Is 
sooner. 

6 a)nth$ Ifter the end 
of the PIJ' period. 

ITEH 
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OO[ RrCORDS SCHEDUll 2 
ITEII 
~ D[SCRIPIIO' 01 R[CORDS 

a. Authortz'ttons for 54wln9' aOrld, or 
tnlned federal C~p.l1~ for 
er::plo)'ee tr""sferrl'd to another 
Fede-r.!' agtttICy. 

b. All oUer ~co"d's. 

(1) If record is ;;14Itntafntd on 
elr". "9 record card. 

(2) Jf record is I\ot Ntntalned 
el sbtl,r,. 

~. 8O~D REGISlllATlO. FILES. Is.ulng ,gent" 
copiu of bOnd rt'91Strat Ion stubs. 

6. 801d) RECEIPT AND TRAt!SHITTAL FIL[S. 
ItKetpts for ana trl"scuuh of u.s. 
Stvtngs Bonds ond ch«h. 

I. eOId) PURCHASE FILES. Fo", •• ftd reporu 
with "hted p.pers pert.tntnil to dt'postts 
Ind purchase-s of bonds. 

8. LEAYE APPLICATlI>~ FILES. Applicatton 
for le-an $I 11. or tq1Itnlettt •• nd 
supporting PIpe" rehtfni to requests 
'or and approul of taking lea_e. 

•• If the tlCfClrd hIS been tnttt.aIN 
bl ttw e::pl0)'f'e-. 

b. If tho Uc:ctClrd has not been 
tnithled by the- t:=lpIOye-e. 

Dor RECORDS SCH[DULE 2 

RET(NTlO~ PERIOD 

r"nsfer btho"111tl0~ 
to e=t)loyee"$ new 
aliElftC)'. 

Unt i1 $uperse<!e"d Ot" 
Ift.r tt".nsftr or 
s~parat Ion of e:.ploy.e. 

3 yurs "'tetr 
,,,,perusstc!'\ cr 1 lears 
4fter tr.nsfer or 
separation of ~ployte. 

2 1tars. 

1 ccnth$ dte" dlte o' 
rKe-ipt. 

Unt'l tPle end of the 
4ppl tCo!Ible- PI)' periOd. 

UntO athr GAO .~it 
0,. .men 1 Jl!4r$ old • 
..,.Ichewer 1s $oentr. 

~ OESCRIPTlOlO DT R!C()lDS .!lOTlO' P£RIOD 

9. lrAWl R(CCJlO nus. leu-eo record cards 
Qllnuintld lep"'"tt'l), 't'"' p4y ol'd 
e.rnlngs record', tntludln9 SF 1110 tllhen 
used as 6 lean record. 

10. 

II. 

12. 

IJ. 

I. Po, or fhc.1 cept.s_ 

b. Other copte-s. 

HAVE OATA FIl.ES. Records of h"Wf ~to. 
such n Sf liSO. prep.arcd eJCcept IS noCed 
In the Fedeorl' Pers.onnel Minual. 293-A .. 3. 

o. Or1glnll cop), of Sf 11S0. 

b, DOE <.py. 

NDTlFlCATIOlO or PUSOWl ACTlO1O FILES. 
(Opt" of Sf SO or equivoient. not filed 
In the Offic'al Personnel folder. 

•• Pol)' or fiscal copy. 

b. All other cCplet~. 

iIOOGU AUTttORllATlGlI RH[~EIICE illES. 
cctPtH of bUdget oSuthOrtutions tn 
operatt"9 p.4)'roll units used to control 
ptnoMel ce1th" .nd l)enonnel &ettens. 

PAYROlL FlL[S, """"rand"" copl., of 
Plyrol h. chect 1 I1ts •• nd re1atf'd 
certtficatlon ~hHt1. ,~J\ u SF' 1013 • 
Sf U29A, or rquIY.lents. 

1 "UrI" 

3 aonths Iftcr the end 
of the ~r1Od covered. 

file on ,t9ht ,tde of 
o"tc1.,1 personnol 
fold~. See [RS 1. 
It eo 1. 

J years. 

Unt II .. hted P'Y 
reco.rdl lire audited by 
GAO. or ..... en 3 1urS 
old, .nlchtYer Is 
sootte'r. 

Soo [AS I, It", 14. 

Unt 11 s",persede<l. 
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11£11
!m:.... DESCRIPTlDN OF RECORDS REmmo. PERIOD
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DOE RECORDS SCKEDUlE 2

11£11
!m:.... DESCRIPTlo.~ OF RECORDS RETEIlT10. PERIOD

a. If e.rnlng t'ecord card it aatnutned.

b. If e.rnin9 ruBrd card IS not
saatntained.

14. PAYROll CO~'ROI. FIllS. P.yr.11 c••trol
r'C9"ten such 4S sF lt25A.

I~. PAYROll C!WiGE rilES. P.yr.ll ch'.90
slips. elCclulhe of those of the OPf,
• .ch .. SF 1126.

a. COp)' u\Od tn GAO Iydit.

b. Dhburttn9 off1Ur (09' uHd tn
prepartRg chech.

c. All other coptn.

16. FISCAl SCHEDUlES FIlES. _r.od""
coptes of Itscal schedule1 used in the
Pl,Jro11 proc~n.

a. Copy uSed tn GAO audit.

b. All .lhor c.pt•••

11. (RESERVED)

DOE RECORDS SCHEDUlE 2

3 years, or dtor GAO
audtt. whichever h
sooner.

Trolftsfer to h13RC.
St. Lcuts, HtsscYrt,
'*ten 3 )'oars old.
Destroy lItlcn 10 yurs

3 )'ears. or after GAO
audit. kttttltihler "
sooner.

3 ye.rs. or .tter GAO
oJudtt ..... Itlte-.er "
sooner.

Denroy aftor
p;rep.roJt ton of ttlKk.

1 CGnth 4fter tho' end
of tile pay pertOd.

3 years, or after ('.1.0
4l,ldtl. "Mehner ts
sooner.

1 G"4nth dter the ond
.f the poy pertOd.

2]. lEVY AAD G.\IlNISIlICEN' FIlES. Offtclll ~

NOtice of Ln, or G1irnhGnt (laS fGn:I
668.\ or equivalent). Cholftge ,1 tP• .en.
papers. correspol"ld.ence. releue Ind other
'oms, and other records reltUng to
(ch.,te all1"'t rettrecent f~M' or tttach
Qlnt of Sill". for Pl1Q!nt of but tncClQit
U,IOS or othor debts of Federal e£Ployes.

24. WAG! S\liYEf FILES. Woge ....., report.,na dlta, worting p4peN and rel,ttd
correspondence perUlning to ,rea ..gel
paid for eiCh ecplo)'oe c'an, background
PI~" ntclhhtng need, authorlzatton.

::~~~ta:.a:~f~n::t:~ o~u::=,.
SChedules, end requen for and autttort
Ittto-ft of specttlc r.lts (luclLtdh\9
authorized W41ge schedules AM wge
surwey recapttulat ten sheets).

] ye....

Until dter c"",lott ••
of secGftd lucc:eedtni
wage SUNIt)'_

11[11
~ DESCRIPTION OF RECORDS

18. !M...illll.
a. wtttt.holdiog Ua pceplton

certtftc4tes. Suth u IRS fom w.".
and stat1ar state tlli ele:;lpt ton foros.

b. Rehrns on t"C~ Ules SYCh IS IRS
fgm W-2.

e. Repor-u of .ithl'leld federal U.lel.
SlK" as IRS fore ....3••ilh related
pape". incllOdtng rt90rts re.ntrog to
il'tCo::ll! and soctal stcyrity taaes.

19. (RESERvtD)

ZOo (RESERYED)

21. REllREMlH' FIlES. IF"'.r,1 "'pl.y•••• )
(for CQrttractor pensian phn rKenSs Sltlt
RS 6-10.)

I. bporU 4nd Ali!91sten or other
control dOClol=lents, Ind othtr
recCf'ds "httng to "ti~nt,

such n Sf 2801 or ~utva'.nt.

b. Anhtlnce fUn. Correspondence.
oecor-cnai. Innuity tttt~tes. Ind
other rlfCOrd, ysed to usht rettr;1\9
er.JP1o)'ees or survhors elli'"
In,~raf'lCe or reUre;:ont bencftts.

C. ~t'cn fUlts. Sf 2'806 or
e~uhalent and ottl.er r"KcrCls u~
to dOCUQInt rettr~nt dedlolCt tons
of tndivtduI' cc:ploytes.

22. IHSUllANCE DEIlUCIlOh FIlES. R.ports.od
relatt=d papers. includtng copies of
"oueMrs Ind uhedules of potyatnts
perutnht9 to il'l$l,Orance ~lolCtlOl'l'.

R£lE~1l0' PEalOD

4 .run after fere "
s~Ptrsecled or obsolete.

4 yurs.

4 yurs.

3 yurs.

1 ycar.

See US 1. tteo 1.

"'
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DOE RECORDS SCKEOOlE 2 

1101 
!m:.... DESCRIPTION OF RECORDS REmmO" PERIOO 

4. If e.rntng t'ecord card it aatnutned. 1 years, or dtor GAO 
audit. whichever h 
sooner. 

\lEK 

b. If e.rntn9 rua.rd card IS not 
saatntalned. 

14. PAYROll CO~'ROl FIlES. Poyr." c.ntrol 
r'C9"ten such 4S SF lt25,A. 

I~. PAYROll ClWiGE FIlES. Poyr.,1 cho.go 
slips, elCciulhe of those of the OPf, 
.och •• SF 1\26. 

a. COp)' u\Od tn GAO .ueSit. 

b. Dhbur'Sln9 off1ur (091 uHd in 
prepartRg chech. 

c. All other coptn. 

16. F I seAl. SCHEOUlES FIlES. _rond"" 
coptes of ItKa' schedules "sed in thl 
Pl,Jro 11 proc~n. 

a. Copy uSed In GAO audit. 

b. All .thor c.pl.,. 

11. (RESERVED) 

DOE RECORDS SCKEOUlE 2 

~ OESCRIPTlO:C OF REtORDS 

18. !M...illll. 
a. Wtttt.holdiog Ua pccptton 

certtftc4tes. such u tRS fom w. ... 
and I tat 1 ar state tlli e'1(Qpt to.n foros. 

b. Returns on t"C~ Ulel such u IRS 
fgm W-2. 

e. Repor-u. of .tthl'leld federal tlles. 
SIK" as IRS fora .... 3 •• tth related 
pape". incllOdtng I"C9Orts re.ftlr.g to 
tl'tCo::II! and soctal stcurity taats. 

19. (RESERVED) 

ZOo (RESERYEO) 

21. R£lIREMI"' FIlES. (FNoral "'pl.y .... ) 
(for CQrttractor pensian phn rKenSs see 
RS 6-10.) 

•• bpo,.U 4nd Ali!91sten or other 
control dOCt.JlenU. Jnd othtr 
recCf'ds "httng to "ti~nt. 
such n Sf 2801 or ~u1val.nt. 

b. A"tn.nce fUn. Correspondence. 
oecor-cnai •• MUit, tttt~tes •• nd 
otttft,. ,.lfCorch used to usht rettrtft9 
eq,lo.)'ees or survho,.s eI." ... 
In,,,,.ance or retire;:ont bencftts. 

c. ~t'cn filltl. Sf 2'806 o.r 
e"uhalent ana ath.e,. rKc"Cls u~ 
to docu.Qtnt ret tr~nt dedlolCt tons 
of tndiv1du.l cc:ploytes. 

22. I"SUllANCE OEIlUCIIOM FIlES. Roporto.nd 
relatt=d paper,. inciudtn9 copies of 
"QueMr, .nC! S(hedules of potyDtnh 
pel"UintL't9 to tn,,"ranee 4t(tlolCtton1o. 

Trolftsfer ta hJ3RC. 
St. Leuts, "tsseur', 
'*ten 3 yoa,., old. 
Destroy IIhcn 10 years 

3 ),ear,. or after GAO 
audit. ktttttt&\ler 11 
looner. 

3 ye''''. or ifter GAO 
oJudlt ..... Iette-.er 11 
'SOoner. 

Oest roy liter 
p;rep4roJt len of (tied .• 

1 CQ.nth 4fter tho' end 
of tile p41 ~rlOd. 

3 years, or after ('.1.0 
4l.1dtt. "Mehner 's 
.. 0tI0f'. 

1 G"4nth tlte,. the end 
.f the pay ~rlOd. 

RUE'"0' p[alGO 

4 yun after fGrc t I 
supeo,.secled 0" obsolete. 

4 yea,.s. 

4 yU,.s. 

3 yurs .. 

1y",r. 

See US 1. ttro 1. 
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1101 
!m:.... DESCR!PTlo.~ OF RECORDS RETENTION PERIGO 

2]. lEVY Am G.IIIN'SKlCEN' FIlES. Offlclll ~ 
NOtice of Ln, or GlirnhGnt (laS fGn:I 
668.\ or equivalent). Cholftge .11P • .en. 
papers. correspol"ld.enca. releue and other 
foms, and other records reltUng to 
(ch.,te alltnlt rettrc:ent f~M' or nuch
alnt of Sill". for PI.JQ!:nt of but tncClQit 
U,IOS or othor debts of Federal e£ployes. 

24. WAGE S\liYU FILES. INge .... ., report. ,na diu, .orting P4peN and rel,ttd 
correspondence perUlning to ,rea .. gel 
paid for eiCh ecplo)'oe clau. background 
PI~" HUblhhtng need, authortzatton. 

:!~!::~t a:. a:~f:!:n::t:~ o~u::='. 
SChedules, end requeu for and auUtort· 
Ittto.ft of specttlc r.lts (luclLtdIC\g 
authorized W41ge scheeIules 4M wge 
surwey recapllu •• ' ten sheets). 

] ,e .... 

Unttl dter c"",'otl •• 
of secGftd luce:eedtnl) 
wage SUNIt)'_ 



~
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DOE RECORDS SCHEDULE 2

nOt
~ O£satIPTIOJt Of RECORDS

•• If elmlnt record cud Is ..Int.lned.

b. If e.mlng record urd Is not
..tnt,llIICI. •

14. PAYROLL COmO! fll£S. Pa.rroll control
ngisiin sUCh I' 51 IlZY.

15. PAYROLL CHAftG£ flUS. '1.11'011 ell••
sl1PI...lush. or lbos. of U. OPr.
suds IS Sf 1126.

•• CoN used In GAO ludlt.

b. Dhbullng officer copy L1sec1 In
Pl'lPlrtng cbeckl.

c. All other copl.l.

16. fiSCAl. SCHEDULES fIL[S. MeIIorand..
coptes or fiSC11 sdiildule. used In the
INlro11 procell.

•• Cop)' used In GAO .udlt

b. All other coptes.

17. (RESOlVED)

')

R£TENTION PERIOD

3 ,e.n. or Ifter GAO
ludlt. _lcblYtr h
lOOft.r.

Tr'Asfer to NJlRC.
St. Louis. "ilsour',
eIbeft 3 years old.
DIItro,r ... 10,••rs.

3 ye.rs, or .fter &AO
.udlt, a.bldln.r Is
100MI'.

3 yel". or .tt.r GAO
ludlt • .e'cbl'l" t.
sooner.

Destroy "tt.r
prtpIrlUon of cbect.

I _nth .fter the end
of ttl. PlY pertod.

3 ye.rs. or after the GAO
•udlt. tdltchever Is
sooner.

I _nth after the end
of the PlY perlOli.

.')
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00£ RECORDS SCH£OUt.E 2
.1"'1'1
N.-

ITat ·w
~N.!!:... DEStlIPTlOJI Of RECORDS RETUTIOI p£aIOD ~

•
lB. TAl FlUS. N

•• WithholdIng tI•••aptlon 4 nl... Ift.r fo,. II n
:s-c.rt Itlcatll. luch IS IRS fo.. 11-4. lupeneclld or DblOlltI. :.Q

ud sl.Uar .tltI tu .-ptton fo...
~

b. bhJrns Oft I~ tAus I4Kb II lIS 4,......
FON""

C. Reportl of withheld feeler.l tues. .'11"'..ud1 •• IRS Fo.......3. wlttl r.l.ted
papers. Including f'IOrts rellUng to
Inc.. lad IOCI.1 MCUrlt7 ......

11. (RESOV£D)

20. (R£SERftD)

21. RETIREMENT flUS. (Federal &tplO1"s.)
(For contrldir ,.ltOft pl.,a records
... IS 6-10.)

I. •,!ttlS :!:rlten or ottllr 1,..1'1•
con rol til Ud otller
records ...I.U", to rett ....nt.
such I' Sf 2807 or eqahalent.

b. Asstsun,. fll.l. Carrelpendente 1'.....
..r.nai l aMlIt~ .,tt..t.s, and
other recordl used to .sslst reUr-
Ing .,101e.. or survtvon clalas
lasurancl or retl,..nt blneflts•

c. Deduction FUes. Sf 2806 or send to Offtce of
equtvtlent .na other records uled 'enaMel "'ftI~nt
to dClWllent ret tr-ent deduct tons tn .ccordance .ttta
of tndevtdual .-plolees. fPM Suppl_nt 831-1.

SWd'llpter SU.

22. IHSUMANC£ DEOUCTlDJt FILES. Rctports and J 11.rl.
rel.ted papen. Indudlng copies of
vouchers and schedules of pl11IIn1$.
pertatntng to tnsurance deduct tons.

Vertical line denotes change.
""0):
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l.Q C"1"
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DOE RECORDS SCHEDULE 2 

nOt 
~ O£satIPTIOJt Of RECORDS 

•• If umtnt record cud Is .. tnt.lned. 

b. If e.mtng record urd Is not 
.. tntlllllCl. • 

14. PAYROLL COmO! fll£S. Pl,Yroll control 
ngtshn sUCh I. 51 IlZY. 

15. PAYROLL CHAftG£ flUS. ,.,roll ell •• 
sl1PI ... lush. o' £bos. of U. OPr. 
suds IS Sf 1126. 

•• CoN used In GAO ludlt. 

b. Dhbullng officer copy Llseci In 
Pl'lPlrtng cbeckl. 

c. All other copt.l. 

16. fiSCAl. SCHEDULES fIL[S. MeIIoran,h_ 
copte, o' flscil sChidul •• used In the 
INlro 11 procell. 

•• Cop), used In GAO .udlt 

b. All other copies. 

17. (RESOlVED) 

RUENTION PERIOD 

3 ,e.n. or Ifter GAO 
ludlt. _lcblYtr h 
lOOn.r. 

Tr'Alfer to NJlRC. 
St. Louis, "1Isour' • 
eIheft 3 yearl old. 
DIItro,r ... 10, •• tS. 

3 Y.'rs. or .fter GAO 
.udlt. a.btdln.r Is 
looner. 

3 yel". or .tt.r GAO 
audit • .etcbl'l" •• 
sooner. 

Destroy .tt.r 
prtpIr.Uon of cbect. 

1 _nth .fter the end 
of the PlY period. 

3 ye.rl. or after the liM 
• udit. tdltchevlr Is 
looner. 

1 _nth after the end 
of the PlY pertOli. 

00£ RECORDS SCH£OUt.E 2 

IT at 
.!!:.... DEStlIPTIOlI Of RECORDS 

lB. TAl FlUS. 

•• Withholding t •••• aptton 
c.rtlflcatel. luch IS IRS fo .. 11-4, 
ad ".Uar .tatl tu .-ptlon fo,.. 

b. Rahlrns Oft I~ tAus sucb .1 lIS 
t .... "'2 

c. bportl of .ithheld feeler.l tU.I. 
.udI II IRS Fo,. .... 3. wttb r.l.ted 
papers. tncludlng reortl rellUno to 
tnc .. lad IOCt.1 MCUrtt7 ...... 

11. (RESOVm) 

20. (R£SERftD) 

21. RETIREMENT flUS. IFederal &tplO1"") 
(For contr.dir ,.ltOft p'''' record, 
... IS 6-10.) 

I. .'Htts ahten or otMr 
con rot ~I. Ud otlle, 
record, relaUIII to reth-_nt. 
.uch II Sf 2807 or eqatnlent. 

b. Asslsunee fU ••• Carre.pendente 
..,raftdi. eMlit t7 .,tt .. ttS. and 
other recordl used to .sslst reU,· 
Ing .,IOJ'" or survivors clet .. 
tasurancl or retl,.."t buefttl • 

c. Deduction FUes. Sf 2806 or 
equtvtlent .na other records used 
to doc.ent r.t tr.-ent deduct tons 
of tndlvtdual .,.101 .... 

22. IHSUMANC£ DEOUCTlDJt FIL[S. Rctporu and 
rel.tid papers. InclUding copies of 
vouchers and sehedul.s of pl11IInU. 
perUtnlng to Insuranc. deduct tons. 

Vertical line denotes change. 

RETUTIOI p[(nOD 

4 nl... Ift.r fo,. t s 
lupenecltd or abaolltl. 

4,. ..... 

.,11,... 

3,..1'1. 

1,.lr. 

Send to Offtce of 
'ersoMel "' •• g-.nt 
tn .ccordance .tt .. 
fPM Suppl_nt 831-1. 
SWd'llpter SUa 
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DOE RECORDS SCHEDULE 2

ITEM
~ DESCRIPTION OF RECORDS

23. LEVY AND GARNISHMENT FILES. Official
Notice of Levy br 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 PERIOD

3 years.

Until after completion
of second succeeding
wage survey.
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DOE RECORDS SCHEDULE 2 

ITEM 
~ DESCRIPTION OF RECORDS 

23. LEVY AND GARNISHMENT FILES. Official 
Notice of Levy br Garnfshment (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. 

24 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 PERIOD 

3 years. 

Until after completion 
of second succeeding 
wage survey. 
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Attachment IV-1
Page 27

ODE RECORDS SCHEDULE J

IILM
~ DESCRIPTION DF RECORDS RETENTlDN PERIOD

J. (RESERVCD)

~. ~~~::\,~:~~~~~.~I~!:1~r.Cr:;;:~'·
.nd bcn,J and surfty records. including
corrnPGndence .n4 rel,ted ~perS

p.eort.tfttng to ....rd. d=:ltnhtratton.
retet pt. t nspect ton. 4nd pllytlent (other
thl1n those coV'ered in Ileas 1. 2. and 13).

DDE RECOllDS SCKEDuLE J

PRDCUREM[NT. SUPPLY. MIl GRA.~T RECDllDS

Procurecent .nd supply records dOCUQent: the acqutsttion o( goods and
nonpersonal Sltrvicllts. controlling the yolulOIJ of $.tock en hllnd, report~ng

procurfQtnt MltdS. and rel4ted supply Q41ttlrs .... tch are p,lrt of dati)' ""OC::ure-.
Oltnt cper.tlcns, TM butt proa:re:::ll"nt fUes re-fleet a ccnSldera:ble r'n~ of
Qroccd~. 'rca a 't~le ICoaIt Pl,IrCMU to ~pHuted price contr4Ctor or
slIbcOfttr.:ctor operotlons.

Copte-S of procur(CInt ~pe" frequentl, bKClCIe l"tt'gral parts of othrr ttl.,_
suelli II project ftle' of yarioul types cr geoner.' ,~ject fUn perutnlng to
p!"OVs cper.tton$i the" copt" are not cowered by this SChcd\,lle-.

Contract ftlol ~tnutl\ed In ttt" contracthtg offlce,,"s office Iilay b~ <ludited by
GAD.

In no ewe-fit ~ dlspoul be Q!dt of records pertaining to accounts, clal~s. or
d~nds Inyolvlng the' Go¥ern»nt of the untted States -.tIteh have not yet been
settled O-f" adJusted b.Y tM Gener.' Accounting Office without ..,.1tten ,pproul of
the Claptroller Go...ol, .. roqutred by 44 U.S.C. 1109.

iil:ecords doc~nt tl'l9 ~rocure:wnt and supp'y are I.rt;ely 5Undardind by
...,guhtlons of the C""Ptronor Go..rol olld the Acl:>lnl$trotor of Go....l
SaN'ees. The phystcal .rr4nge::tltnt of tPl. tranuUlon filn dtffe" In variouS
crgJntzatlcftS, ~.r. All oftlci.l ccntr«t ttlt' contain ~ aint~ Ccrt of
specifted croc-~tI'O Often tf\e", are other dOCu::llnU th.t va"y tn Jecordanee
with tM org.nllatton'S r'equtre<.onts.

the ley Ptacu:rao:ent fll~ h tM trAftSaction c.n ftle conUlntng t"- foft141
contract or Inlor't:lJl purtf\ue c:r4er or h'ne tnSCNCl!nts 4rw2 .11 related papers.
The docu:ltnts flawtng tnto tlte transacUon fHe dUfer in detail. but they Qll
incllolC1e. tn addltton to a purchlSe datumnt: specifications. bidS, sche<tules of
delhory. tnttt.tlng Aquhitlcn. invoices••ncl cor-respondence. CoPies of these
4ocll::Oftts .... used for .apcditl~ 4td other 4(bintstrathe pwrposes. The cop I.,
're NtnUtned tn Or"9Jnllaltcns perfortilifli inspection. shipping. eipodtttng. or
othe'r procure:::ent·related .scthit les ..

FOil related to the pracu~nt it'd IUPP" functl\ln hu:lude .oetl rltquhUicm
ard stoct in...Rtory fll ..' ••nd otf'ttor ainer sl6p;J1y pOpen.

ODC RECDllDS SCHEDUL£ J

a. Procurtcrnt or p,-,,"chne org.nt,.tj~n

coP.Y'O a~ ,..I'te<t p'Pfrs ..

(1) Tranuet tcns of more th.n
110.000 and .11 conuruct ton
ccntr4Cts ear;Hdlng 52.000
datl!d l.a.'f'qut'nt to 7-2~-14.

(2) Tranucttot\s of 110.000 or less
and construction contrtcts
under 12.000. d.ted subse
qu:ent to 1..ZS-14i ,nd
vanuet Ions of $2.~ or less
dated prior to 1-26·14 ..

(3) Tranuctlons 0' core ttl4n 12.S00
dated ,,"rtor to 1·26-14.

b. Obl1gitton copy.

c. athlr coptt' of reCGnJ, Cleu:rtb-ed
abc.. used b, CQ:lponent elecenu of
procuret:':ent offices for M:ltnh·
tr.t he putpCllfS.

6 'yurs ,nd 3 IT.Onthl
.fter final ~.ynent.

(i'hce In tn.let two hie
0t'I final payment.
tran"~r fiscal )'ur
blac\ to Feder" RecorCis
Cefttl'J" 'Iter 2 ,e.rs.

3 ye4rs 4fter (tn.l
payct!nt. (Close file
at the rnd of the fiscal
yel:". rtoUln J 'Il'.rs and
destroy. uc-ept th,t
ft1~s on which actions
are Penc:lln9 Shall be
broulftlt fO~rd to the
nt'at f1lcal yea"'s f.le-s
for deltrur;tton
thcrewi the J

6 ytars after 'Int'
payeent.

Untll fundS are
obH.o''''.
U'ntt 1 terml n4t ion or
CQ<lpl et ten of
I!dcin11tr.t tve ",ct ions.

Title PIP'" .,. s.-cI.1 p-f'O(ureaent rt<ords clOC-l,O!-rrtin9 the «qutlltlon of reosl
property (bl pUrChue. conde=natlon. dONtton•••Ch..,09&. or otherwlle). ltth
PIpe" 're not de$tM'1'd I f they~ be n,eded by the Gowermenl to defend the
tUle to: (a) Gow.rrrolent-cwnOd propert)'~ or (b) forgerl)' Gowerr'QInt·owned
property conveyed to 4the": (I) cond1t1aN1I,. (2) wtu ., f'eC45thre cbuSt. or
U) bl SPKI.l or 98......1 ",rrantee c1nlt .men the propert.Y -al .cqutrecl by the
eo..ncont by quttelotQ 00..,.
It aho ShOuld be ucert.tned tbtt an, tttle e.ldence to be destroyed relat.l
Gft')' to tM specific pra:pert)' sold by thit Gowem::ant'O In Nn'y insUntlt'S. hnd
"ql.I"'Oed by ttle GoTt-n'Ctf1t " dhpOsed of In different sUe parcels. ,net If the
Gowel"fl:lent retains title to any portion 01 • propert)'. thlt tttle ewldence to tt
CUlt be retafned.

Thts schedule tnc'.s records relating to 9f".nt proi!"QS'O They art tncludN "
In 4ClJl8let to procvreotnt .net S16~y rKOt'dS.

liEN
!!!!... DESCRIPTIDN Of R£CORDS

d. ~tIds and ... rrant tn 9u.r4ntf~tng

for sped f tcod periOdS of t ice
OItertah anCI ltqui&Qttlt furnhhed
or installed by wendors.

S. SUi'PL' ItMAG[M[U FILES. File> 01 report.
on IUp.p\y requ1~U 4nd prccureatnt
Ntters su~ltttd for supply managC'll'-'!nt
purpOSel. other thin thosa tnccrporated
tn use fU" or other ftles of •
gentral Nt"re. for prtorttlM. 41nd
allocatton rKon:tl. see ttee 19" tMI
schedule.

RETENIIDN PERIOD

Unttl t'a;t.ratton of
~ar.nt" period.

1101
~ DESCAIPIIOll DF RECORDS

I.

2.

U.~IO!lE PR~M[.T FILES. Procur_nt
ftles hsescrised In ilea 4. below)
doc"""ntlng tho tntthtto. olld cloYol_t
of tr.ftSactfcns that are ht;hl, ""Us.... l"

~~~{.S~~f~~f.~II~'"s~~~~:.:~11
lIIItth respect to ptter.l ai8r\C1 ~rocure
t:atnt or AlJor proc:uregent prograets'O

REAL PlHPERTT FILES. Tltl. pope"
aocISDnting tFilt i(:quisHlon of re.l
prcport1 (b.)' JNf"Chase. conde:o:natlcn.
clcNUon. bCh••• or otherwlleJ ..

a. PapOf"$ for propert.Y ,cqut red s lnee
1....21. otMr than
Ibltrotet or cltrttficat. of titll.

b. ~ltrj:(t or certlficatlt of title.

RETENTlC.~ P(RIOD

Pemlinont ..

10 .Years after
unccndttton41 sa'e or
reletSt by the! GoYern:ltnt
of condtt lens. restric-
t lens. tlOrtga9u or other
lie-ns.

' ..ansf.r to IJUrch,UI..
after unconcltlton.1 sale
or rel.ale by the
Gove~nt of condl·
ttO-n$. restrlCtiO"nl.
ClClrt9'it'S. or other
Itens.

6.

7.

•• Cople-s l"Kehed froo other ","Itl
fc:r 1ntern.1 or r~rttng purpaus.

b. Coplel tn otNr repOrting units.
41nd related wcrt~perl.

BID FILES.

a. SUCCf'SSful or unsuccellful bids.

PU31.!C PRINT(A FILCS. RKonlS ...httr.g
to requhh,oftS o-n the Printer. and ,II
sUPporttn9 p.pus.

a.. Prtntlng prOCl.lregent untt copy of
rcq"tsltl0n. In"oice. speciftUtion.
lind related papers.

b. Accounting copy of r~ullttlon.

1 year.

Apply prowhlo-ns of
nee c.

Unt 11 su~rseded or
(ohs.olete.

J JUrs litter ca:tp1etioft
Of' c4nc;ellattcn of
rt'quhitlon.

J ,ear, .fter period
covered b)' r~hted
"CClUnt'O
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DOE RECOIWS SCKEDULE J 

PROCUREMENT. SUPPLY. MIl GRA.~T RECORDS 

Procureceftt .nd supply records dOCUQent: the acquhttion o( goods and 
nonpersonal services. controlling the yolu!OIJ of $.tock en h~nd. report~ng 
procurfQtnt neltds. and rel4ted supply Q41ttlrs .... tch are p.lrt of dati)' pf'oeurf'oo 
0Itnt cprr.tlcns, TM butt proa.:re:::ll"nt fUes re-flect a ccnstdera:ble r'n~ of 
Qroccd~. 'rca a 'I~.e ICoaIt PI.IrCMU to ~pHuted price contr4Ctor or 
slIbcOfttr.:ctor operotlons. 

Copte-S of procur(Ctnt ~pe" frequent1, bKCICIe l"tt'gral parts of othrr ttl.,_ 
suell II proJKt ,n., of yarioul types cr geoner.' ,~ject fUn pe,.ut"lng to 
PI"OV= cper.tton$i the" copt" are not cowered by this SChcdl.lle-. 

Contract ftlol ~tnutl\ed In ttt" contracthtg offlce,,"s office Iilay b~ 4udited by 
GAO. 

In no ewe-nt ~ dlspout be Q!dt of records pertaining to accounts, clal~s. or 
d~nds Inyolvlng theo Go¥ern»nt of the untted Sutes ""'tet! have not yet been 
settled O-r" adJusted by tM Gener.' Accounting Off'ce w'thout _aten ,pproul of 
the Claptrollor Go .... I ... roqutred by 44 U.S.C. )109. 

iil:ecords doc~nt tftg ~rocUf'Er'ient and supp'y are '.rt;ely SUnd.rdind by 
...,g.httons of the C""Ptroller Goneral .nd the AcI:>tntstrator of Goneral 
SaN'ees. The physlca1 ,rr4nge::tltnt of tPl. tranuttlon flln dtffe" '1'1 'IIartouS 
crgJntzaUcftS. ~er. All ofttcl.l ccntr«t ttlts contain ~ ainl~ Ccre of 
specified croc-~ts. Often tf\enr are other dOCu::llnU th4t wa"y In J(cordanee 
with tM orv,nllatlon'S r"equlre<.onts. 

the ley pt(JCu:rao:ent fll~ h ttt. trAftSact'on c.n file containing t ... foft141 
contract or Infor't:IJl purcf\ue c:r4er or h'n. tnstNCents ,uwi 411 related papers. 
The docU:ltnts flawing Into tlte transaction file differ in detail. but they Qll 
tnclucle. In addition to a purchu& docu;:nont: specifications. bidS. sche<tulu of 
delhory. Inltl.tlng Aquhitlcn. Involc.s, 41nd cor-respondence. Copl.s of these 
4oc-=oftts .... used for •• pcdltl~ atd other 4(btnhtrathe pwrposes. The cop I., 
.re NlnUtned In Or'9Jnllattan, perfo.rtlltfli Inspectta.n. shipping. eapedttlng, or 
othe'r procure:::ent.rel.ted .sct hit les. 

FillS related to the pracu~nt it'd supp" functt\ln hu:lude 10ul rlfquhUicm 
atd stoct tn.e-Rtary flle-' •• net other ainer s16p;11y popet'S. 

DOE RECORDS SCHEOULE J 

TUle Pipe" .re s.-cI.1 p-f'O(ureaent rt(ords clOC-I,O!-rrttn9 the «'\luis.tlon of rHI 
property (b, purchue-. conde=notton, dONtfon, •• Ch..,09&, or otherwt,e). 11th 
PIpe" .re not dHtM'1td t f they ~ be n,eded by the Goworment to defend the 
tUI. to: (0) Gow.r,.nt-cwnOd pro.pert)'~ or (bJ forgerl, Gowerr'QInt-owned 
property conveyed to GeM": (1) condltioNtI,. (2) wi'" ., rec4p'hre CbuSt. or 
U) b, SpiKI.I or 98ntr.1 ",r"ntee c1HIt .men tM prOperty ..as .cqulrecl b, the 
eo..ncoot by quttcT.IQ deN. 

It also ShOuld bI UC.rtlined tMt an, tttle e.ldance to be 4estro,ed relat.s 
Gft')' to tM spec1fic pra:ptrt)' sold by the Gowem::ant. In Nny instinct'S. land 
4Cql.Itred by ttle GoTtn'Ctf1t " disposed Of In different sUe parcels. onet tf the 
Gowel"fl:lent retains tttle to ony portion of • propert)'. thlt title ewldence to tt 
CUlt be retafned. 

Thts SChedule inc'.s record, relating to 9I".nt ptOi!"QS. They Jr. includN " 
In 4<lJl8lct to procvreotnt .net SI6~y rKords. 

1101 
!!!,... DESCAIPTItIll OF RECORDS 

I. 

2. 

U.~10!/[ PA~ME.T FILES. Procur_.t 
Itles (ueiCribed In ilea 4. below) 
d<>c"""ntlng tho t.tttatton .nd cIOY.l_t 
of tr'ftSacticn, that are hI;hI, utlUs .... l. 

:!!~~{ •• ~~f!~f.~lt ~N .~~'!:!:.:! 11 
IIIItth r.spect to ptter4l1 ai8r\C)' ~rocure
t:atnt or AlJor proc:uregent progracts. 

REAL PROPERTY FILES. Tttl. papers 
aocISDnttng tFilt j(qutsHlon of re4l1 
prcport1 (b)' p!.Ir"Chase, cQtlde:o:njttcn. 
clcNUon. bC"'., or otherwise). 

•• Papors for property ecqul red s tnee 
1-1 .. 21. otNr than 
Ibltroct or c!trttficat. of titll. 

b. ~ltrj:Ct or certlftcate of titll. 

RETENI!()., PERIOD 

Peml;nont. 

10 years after 
unccndltlonal u'e or 
releaSt b, the GoYern:ltnt 
of condit Icns, rHtric-
t tCftS, tIOrtga9u or other 
He-ns. 

,ransf.r to IJUrch.s .. r 
aft.r vnconclttton •• sale 
or rel.as. by the 
Gove~nt of condl .. 
"O-ns. restr1CtlO"nl. 
ClClrt9iit'S. or other 
Itens. 

Ill. 
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DOE RECORDS SCH(OULE J 

IILM 
~ DESCRIPTION OF RECORDS RETENTION PERIOD 

). (RESERVED) 

~. ~~~::\t~:~~~~~.~I~!:l~r.cr:;;:~t. 
.nd bcn,J .rId surfty records. including 
corrnPO-ndence ,1'14 rel.ted ~pers 
p.!'rt.i"'ng to , ... rd, dOl'nhtr4ltlon, 
retei pl. .. ASpect ton •• nd p<lytle'nt (other 
thl1n those cD"ered In tten, I, 2. and 13). 

a. Procurtcrnt or p,-,,"chne org.nt,.t'~n 
copy •• ~ ... I'teod p4Pfrs. 

(1 J Tran"'et tcns of more thin 
110.000 4nd .11 conuruct ton 
ccntr4Cts ear;Hdi n9 $2.000 
dati!d s.a.sequen, to 7-2~.14. 

(2) TranuctiDt\S of SI0.000 or less 
and construct ton co.ntriCts 
under S2.000. d4lted s"tae
qu:ent to. I .. ZS-14i .nd 
tranuctlo.ns of $l.~ or leu 
d4ted prior to. 1-26-14. 

(3) Tranuctlons 0' core thon S2.S00 
dated ,,"rior to 1·26·14. 

b. Obligatton copy. 

c. ath.r copies of reco.r(J, ClelCr1b-ed 
abcn used b)' «(r.IPQrtent elecentl o.f 
procuret:".ent offtces for M:linh .. 
tr.t he putpClSfS. 

6 yurs ,nd 3 iT.OntM. 
4Ifter flftJ' ~.oynel"lt. 

(i'hce 'n tn.let ho hle 
0t'I Ifn4' p4y;:lent. 
transfer ftsC41 )'ur 
blac\ to Feder.1 litecerCis 
Cefttl'J" .fter 2 ,e,rs. 

3 year' .after f'n41 
payc\!nt. (Close file 
4t the md of the flSC4) 
yel:f', rtU,n l ,,,.rs and 
destroy. eIlc-ept th,t 
"1 es 0.1'1 whtch 4Ct ions 
are Pfnc:lin9 Shall be 
brOUlfht fO~rd to the 
ne.t fheal year's f"es 
for destruct10n 
thcrrwi th.) 

6 ytors .fter 'tn,) 
payeent. 

Untn fundS are 
obli.atO<!. 

until termln-nlon or 
CQ";lpl et ton of 
4dcin11tr4lt he act ions. 

!!!!... OESCR "TlON Of RECORDS RETENTION P(RIOD 

d. ~tlds and ... rr.nt In 9u.r4ntf~ing 
for sped f I cod periOds of t ice 
olterhh and ilqui&Qttlt furnished 
or 1nst411ed by wenders. 

S. SUi'PLY IlMAGEMENT FILES. FII •• of r.perts 
on suppl' requ1~U .nd prccureatnt 
Ntters su~ttttd for supply manaq('lJ'4nt 
purposel. other thin thosa tnccrpor.ted 

6. 

7. 

In cu. ttlH or other ftles of .0 
gener41 Nt"re. for pr10ritiH 4Ind 
41loc'tion recerds. see Iter.'! 19, tM, 
SChedule. 

•• Copte-s re-cehed froa other ",",ts 
fc:r 1ntern4l. or r~rting purpous. 

b. Copl.S tn ot .. r reporting units. 
,nd related wcrt~pers. 

•• SuecHSfu. o.r unsuccenful bids. 

P\J3LIC PRINTER FILES. RKonl ..... tt.g 
to requhhtoftS an the Prinur, and ,u 
supportln9 p'~n. 

•• Printing procuregent unit cop, of 
"'t"tsltlon. '""oice. specificatiOn. 
4nd related popers. 

b. Accounting cop, of r~ulsttlol"l. 

Unttl ...... r4tton of 
~4r.nt" period. 

1 ye.sr. 

Apply prowh1cns of 
nee c. 

Unt 11 $u~rseded or 
<''''$Ole'e. 

1 JUrs <ltte'" ca:tpletioft 
or c4nc;ellatlcn of 
rt'quhition. 

1 ,e4rs .fte,. period 
cawered b, r~hted 
"CClunt. 



Attachment IV-1
Page 28·(thru 38}

DOE 1324.2
5...28...80

IlllI RICORIlS SMOUlI J OOE REIORIlS SC!!UlUl.£ 3

mil
B!:... OES(!!IPTlo., or RltlIRlIS

b. All .t,,"r e.ple••

10. IN'itNTORy rILlS.

•• Inveot.". I htt.

RtTtNTlOll PtRIOO

see US 19. 110m]
.Nt 7.

b. Requlra:eot. tlOldI.. In eOMecUon J yo....

~~.:rt~I~~~I:.f~.:i~~:::I:1.e
.f e..rnpanel...... phMIIl9. pallel.

. proced.r•• , anel .ull\o.lutlo•• ""Ie"
I.. to be "Ulnad.

lTtll
B!:... OESlRIPTlo.. or REIlROS

b. Eorre,palld.nce tlll>Ject fll •• relotlog
to routtno .per.U.o••nd d.lly
acthlU.. I••1.hlrlU.. of tI\o
gr.nt pragr....

lB. F11tAl. pROOIltT rIUS. Publh~o<I ..part••

=':i":~'1I::1 ;a~~~:"~~'~f~t~
reccrds In teJ.tUll CI'" I:WIchtne-n.dI.ble
fORI.

19. rRlO!!lT!ts AIiD !lLOIATIOllS RECO!!lS.

•. Roc."" an tile ... of 00. 01••nd 3 )'t....
Autl\orlJtd EoOlrollo<l IIIterhl Orde.
IACllj r.tl.g ••thortty••xe,"slv. of
tGl'I'Upalld plaMlng. palley.
praced and ••tl\orlutl... "'Iell
art 10 be ..Ulnad.z yO... fren dot. of

Iht.

Z )'tars dte.
dhconttnlUnto of itea
or 2 ye....n.r .Ioct
bal.ftto 1s tr.nlflrrec.
to new Cint ar recorded
...s.r • new elanUI..•
tton, or 2 ,re.n .fter
"'Iulp::ent h ......vo<l
f .... OOE cantral.

Z )'ta...ft•• dot. of
su..ny act ton or date
~: r.::~~. ""Iel\...r

3 yurs Ute. period
covered ~Y rehled
.cco~t.

RETENIlOll PERIOO

1 )'t.r.

2 ye....fte. e""plotto.
cr cUlCeU.tlun of
req.hltlon.

6I»nl"••

e. Report.f ......y fll...neI .tl\.r
pope.. u.ed IS e.ldenc. f.r
odJllttt>eot .f I...oto.,. record.,
not atl:orwl .. eo..rod I. tile US'••

TllEPIlOX£ RECOROS. T.I.pl\o~ tut_nuana toll ,I ips ..

b. Innnlory c:.tds.

~:~:n-~R~I~~~~~f' t ....I....
""''' os d1lpHutlll9. 1I...s.,.. ~IIIdIIl9,
.1Id .tl\or unleu lexeludl ng rec.n\t
assa-c:tated w1th accountable offIClrs.·
.e..uoU ISCl\edule 61l.

INVINTlRy UlplSIYIOll riU. Requhltl.nt
lor suppl,n ..&I equtp:lllnt frGl cyrrent
lo..ot."..

•• St..t ..... eoPY.

9.

B.

II.

IlllE RECORDS SCHIDUU ]

ITEll
M!.-
12.

1].

DES(!!IPTlo:l Dr Rtl9!lOS

10000mTORS' PAYROLL flUS. I.ntr.et...•
payroll. Ie_truedon eantrocUI
.IIIlcIIUed 10 """rd.....Itl\ lIbar
Otp.rtI:lOnt ~.I.tlon•••ttl\ ..1110<1
eertIfle.tI•••••ott·Uelb.el .ffld..IU.
4ncI ot,,"...I.ted p.pe...

Tal EltllPTlo., flUS. T•• ex"'lltlan
eeftn ,uhs ana relatld p.pen.

RHENlIo:l PIAICO

J ye... dt.r dot. of
e"'llietio••f eontroct
_Ins contrltt perfor
...nce h .u~Ject of
cnforce:ent letIon on
.",,1\ dote.

J ye.,. .lter perled
ta>.rod by reI >ted
.ccount.

14.

15.

16.

17.

GIWiT APn llAlIo., rlltS. AppHelt t.....
ClOXlrlna•• correspOndtl'tC':e. and other
record. raliling to ttu> decht•• to
.eeept ar reJ.et 9r1ot .ppHe.tI.....

•• ReJecto<l ..pHutl.....

~. Aceepto<l 'rpHe.U.o••

CRNIT lASt FILES. Propauh or
'Ppltcattons. contrAct'S. proJtet reports.
studies, cerUfte.te" .gres:ents ..
as:cr.nU, ccrrespondet¢e. ,nd oltelf
record htlng to receipt..... Iew.
hard aluntcn. status. and D3ftttor1n<j
a.f grlnts;, .11gc.t ion at funds" .ReI
projecl ~!IItt.

CllA,,y 1000TROl fiLES. Inde.... toght....
lC9"St at other records relaUng to centro'.
ISslsnint nu=ers, or 1dtntif,.tng p.rojec.U.
mUcnlcms, and v,nU.
GlLIIlT (ORR£SP014lEIOIt ~ SlJaJ£(T flUS.

•• Eorr..pand.....lll>Ject fll .. Includl09
DrCOt.f'dI, studies. reports, forDS
.nd ot,,"r record. rel.tlng to 1!Ie
leg.1 ••Ublh_t of I~e gr.nt
progr",. H. pallet•••nd bUle
pl"'ocedvrn, Ind ttle aan.g(Qent Ind
.....llI&ttcn of wants.

!t "'n .ft'r" reJecUon.

Sa. It... IS of t~h
..I\ed.I••

Appl, praYhlo.. of
Ite:> 4.

UntII .uporsocled or
obso'ete..

5... Rec.rd SChedul. 16.
lIe:> 5.

.~

)
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I TEll 

onE RECORDS Sgu:OUlE J 

mil 
B!:... OESC!!IPTlo., or RltIIRIIS 

B. 

9. 

~:~:n-~R~I~~~~~f' t .... I .... 
.... " os d1Ipllutlll9. 1I...s.,.. ~11Id11l9. 
alld .tl\or .. nlees I .. eludl ng recOrd$ 
assa-ctated wU.h accountable offIClrs.· 
.c .. u.u ISchedule 6)). 

INVINTlRr UCPISITIClI riU. aequhltl.nt 
for suppl1n .. &I equip:!llnt frGl cyrrent 
1 .... tO".. 

•. Stoct ..... eapy. 

b. All .tl\or c.ple •• 

10. IN'itNTORr rILlS. 

II. 

a. I .. o.to". I htt. 

b. InnnlorJ c:.tds. 

c. Report of ,,,,,,ey fll .. InI othor 
Pipers u,ed IS o.lde.ee for 
odJutU>e.t .f 1 .. 0.10.,. record,. 
not Gtl:orwl ... o .. red I. tho US·t. 

TllEPItOX£ RICORDS. Tol.pho~ tut_nu ana toll ,I ips., 

onE RECORDS SCHlDUl[ ] 

RETENTlClI PERIOO 

l,..ar. 

Z ,.ars .fte •• ..,plotlo. 
cr U.nc_U,Uln of 
req.lsltion. 

6 ..,nlh •• 

z yO .. , fren dalO of 
Ihl. 

2 ,..lrS afte. 
dhconttnlUnto of itea 
or 2 ,..rs .nor .Ioct 
bal.ftto Is tranlflrrec. 
to new c.rd Ir recorded 
...s.r • new cl.nlflca· 
tton, or 2 .re.n Ifter 
<qulp::e.t Is ....... O<! 
f .... DOl cantrol. 

2 ,...rs .fto. dat. of 
surny act ton or date 
~: r.:!~~. ""Ieh ... r 

3 YII.s Afte. period 
co.ored ~y rehted 
.cco~t. 

J!!!,.. DISC!!IPTlO!I DF RlC!)!!OS AHERnO!l PIRIOO 

12. 

13. 

14. 

15. 

16. 

17. 

COlITmTORS' PAYROLL FlUS. Canlr.ctors· 
poyrall. (construCtion .antrlCUI 
,\IIICIIUed I. """rd .... wll" lib .. 
Qep.ru.tnt ~.I.tlon •• wit" rehtO<! 
eort Ifl •• U •••••• II·klckb.ck .Hld .. IU. 
4ncI otl\o. related p.pers. 

TAl UOOPTlo., FIllS. T •• ""'I>lIan 
eeftn ,uie, ana relatld p.pen. 

GIWiT APn ICAno., rilES. Appllc4t 100'. 
cecar,UIldI. correspOndtl'tC':e. and other 
record, rolatlng to tlla dechl •• to 
oeclPt or reJoct gra.t .ppll •• tI .... 

•• RejtelO<! IPplluUoo,. 

~. AcceptO<! appllcatlo ••• 

CRNIT CAS[ FIllS. Propou" or 
'Ppltcattons. contrAct'S. proJtCt reports. 
studies, cerUfte.te" Igres:ents .. 
as:cr.nU, ccrrespondet¢e. ,nd oltelr 
record, rehtlng to rocelpt ..... 1 ... 
award. ftlluntcn. IUtUI, and D3t1t'C.01'In<j 
a.f 91'ItI\I& .11gc.'C.lon af funds, Ind 
projecl bud\lll$. 

CaA.,y COliTROL flUS. Indo .... reglst .... 
lcg-s., ar othe1' records rel.Ung to centrol, 
Isslsnlnl nu=ers, or IdtnUf,.tng p.rojec-lS, 
mUcnlcms, Ind VIRts .. 

GILIIIT tORRE_EIOC{ ~ SlJaJECT fillS. 

•• COr .. 'pond .... s.:.ject fn.s Includl.g 
DrC01'an&ta, studtH, reports, fon:H. 
.nd otl\or record, rel.tlng to 1!Ie 
leg.1 "tabll'-t of I~' gr.nt 
progrID. It. pollcl., .nd bUIC 
pl"'ocedvrn, .nd ttle aan"ge:leRt and 
..... llI&t1cn of wants .. 

J ,..ars .nor dllO of 
c"'l>l.tlo •• f .onl.lCt 
_less contrltt perfor
...nc. Is suDjec, of 
cnforce:ent .ct ion on 
".:" date. 

3 ,.. .... lter period ....rod bl .. hIed 
.ccount .. 

!t ,e'n Ifte,. rejection .. 

Sao It ... IS of this 
""ed.I •• 

Appl1 provisions of 
It"" 4. 

Unt 11 '.;eneded or 
obsa'ett .. 

S .. Rec.rd SchO<!ul. 16. 
It"" S. 

ITtIl 

DOE 1324.2 
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DOE RICORDS SC!!UlU!.E 3 

B!:... OESClIIPTlo.. or RtClROS 

b. COrro,polldo ... s.:.Ject fn., .. hUng 
to routl •• operatl •• s .nd d.lly 
act hltl .. I. &da1.hlr&tI.. of tI\t 
vant progr .... 

lB. FINAl. pROOIItT rIllS. Publh~o<! report •• 

::!i..!~'1I::1 ;a.!~~:"~~I~f~t~ 
reccrds In teJ.tu.e1 CI'" I:WIchtne-nadl.ble 
fORI. 

19. PRlOI!lTIts AIiD !llOCATIOliS RECO!l!S. 

RlTENTlClI PERlOO 

St. ns 19. Ihm 3 
,Nt 7. 

•• Roco"" an tlla ... of DO. Dl •• nd 3 ,...rs. 
""thorlud COntrollO<! ",terhl Orde. 
lACK) rating •• thorlty. excluslv. of 
col'I"eSpolld .... o. pl.MIII9. policy. 
pracedur ... and •• thorlu\l_ "'Iell 
.re to be reUlnO<!. 

b. Requl..."..t, studl •• In COMtetion l yo.r,. 

C!~.:rt!!I~~~':.f!':i!~ :::1:1 •• 
.f .cr_ponl .... a. phMlng. policy. 

. procedure,. onl .ulho.lutlo., ""I.h 
.re to be retalnO<!. 

.~ 

} 
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Three toms are p'81Crlbed for use In sel Ung surplus parsonal property under
GSA '.9U"tl0":

I)llE RECORDS SCHEOUU 4

PROPERTY SALE AHO DISPOSAL RECORDS

ThltH' ACOrdS pertain to ttte sales of re.l and PtM.oMl property. Includtl'l9
property hrplu-s to the roftds of 1M GoYtf"l"Afnt.

In no n,nt QI)' dtspou. be Cl,Sde of records pertaining to accounts. c101lilS, or
deaands In'folving the Govttn::l!n.t of ttt' United suus tltItCh NVe not been
settled or tdjusttd by t .. GQneral Accounting Office. wtthout wrttte-n approw.'
of tile C_troll.r Gc......l. 1$ roc;ulrod bl 44 U.S.C. 3309.

a. St.ndtrd rom 114, S.l, of Gonm::ent Property. In.it4t1on. and Bid. and
Acceptance. Rehted papers no usuall}' Ntntatned In cne fUhlon, and
consist of corrlSponr1tnce. bldl. and OlMr not 1c.... of ule. invoices,
,nd saln slipS.

b. Stanclnd rOrD'S 120. A~rt of beess PoNO-"",1 Property. and 121,
Qu.rter.)' A..po~ of UUl1,zatton 4nd Dtspoul of been <lind Surplus
Perlonal Property. fOf"'Q 120 reports personal prop(!rty elcou to DOE
needs to tht reg10MI General Se-rvtces ACrlnhtr.tlon offlc•• .tIlch
Inlthtn scrun1r.g actten. The q;.I.rterl1 reports are S~Itted to the

:~~~e:f"::~~~'~1~~:r~t:~~l~~::nt:~o~::~:::e~rvlce. Genf:r41

REHNTlO~ PERIOD

Q)rt9agre. (Also See
[RS 22. Design .nd
Conttruet ton Necords.)

6 ,vars Aft,r tr4nsfer
11 ._I.tOll.

6 )'ens after recelp.t
of Un.1 payc;el'll.

plot phI'S. archltect'l sketches.
working dhgr.s:ts. preltoinary dr<llwin91,
blueprints. Nster tr4Clngs, utility
outlet phns, equlpt:Qnt IOCltton pl.nl,
spe'Ctflcattonl, constl'\lCtton prOireU
photoV'phs. Inspectton reports. butldtr\g
and equtp::lQnt a'Rlgecont and r.loIlntenance
records. allowtnce lhU. 45 lIIIOll ..
du;tltc.te C09IM of tttle paper.. , Il'rcrwlded
(.) th4t t~. 1'K00000s can be sl'irl'96ted
without ham to other docu:;:lltnU of erldu:rlng
value, (b) th.t no relpons1btUt)' .attachel
to the Goverrqont beuuse of dh.gree=unt
betden the trtMferred dcc:t.uwnU and the
physlell condlUon of the property at the
tl~ of conveyance, .nd (e) thtt if th,
property 1s released for historical use or
purpose the user av"s to retatn thee:! .rId
return thea to the fKeral GO'let"tQnt
IIJ*Itatel7 upe" the dtuonttrtU.nce of Itl
use for htstortcal plJrpole$.

tWUiJ'.~U&!fJ·mmgts. R.......
prOd", tng eontrctU wi th foretvn .nd
domest te CUstCIT.ers. t nc 1udt ng doeuaenU·
ttG" of the nt90t ilttons, .cbtnlllratlan.
paycetlt, and delhe,., tor goodS tnd
leNten for (lJ tPle "Ie of nvclear
produtts. Includtn9 souru. byprOdllC:t,
spIlel.1 nuclear cater••h. and hll"1
-ater, (2J toll enrlct=ttlt Ientus, .nd
(3) ct\eatcal ~oceutft9 ot trrldhted
1...1.

RECD>DS OF THE TRANSFER OF NUCLEAR
MfutlAls fOR AUiARA. -f,,",fer of
Mlterial' recoids docu:enting the -wtthout
Charlit'- trllnlfer of nuclear =oterl.1 tn
qu4ntlttes sulUble for research purpOSes
only.

DOE RECD>OS SCHEOUU •

9.

8.

11 EM
~ DHtA IPTlor, OF RECORDS

10 fun after uncondl·
tton.1 sale or release
bl tile Gov.......nt 01
cOndlttons, r.nrtc·
ltons. IilOrtCJ4iCJ8S. or
other liens

Pcm.anel1t.

R[lUTlO~ PERIOD

SURPLUS PROPERTY PRECEDEHTlAl CASE rILES.
tise fil" on "lIltS Of I~rp\us Pfn.O-Nl
pr~rtl In 4f1.r'l>e<l '0 It... 6 below)
4ocu::enttng the tattl.Uon 4nd dnelop:iltnt
of transactlo"s that '1'0 hlghl, unusual,
highly Ilvnlf1unt• .,'" subst.ntl.l1,
de'filte fro:J tShblhhcd prtcedfftts
with respect to 9tf\H'.1 .gent, dlspoul
or QlJOI"' dhpoul PI"Oi1"~.

PROPERTY DISPOSAL CASE rILES. COl. fll.s
Oft dupos.i of $-,",plus r••l and relatltd
pel"'l.Ol\tI p:rG~rty.

2.

1.

ITEM
!2:... DESCRIPTlO:O or RECORDS

r'

r
DOE RECORDS SOU:OUU 4 DO( RECORDS SCHEDULE 4

ITEM
M:... DESCRIPTIO.' OF RECORDS

!TEK
~ OESeR IPTlD~ OF RECORDS

3. [lCESS REAl PROPERTY REPORTS.

RElENTlo., PERIOD

10 1C!"S oft.r ..nceNt.
tton.1 sall! Gr relent
b1 tho Govorn.:DOl1t of
condlttClf's. rtstrtct1ons.
cort94~s, or other
Hens.

10. IiUClEAR MAI[RIALS UASIHG RECORDS. L.o..
.veements doclr.'ll!nttng tFie leasing of
t'l,A.cll!ar ;:'1Iter'<51s .nd he.vy w,t,r to
foreign and cta::::aestie custOQrs.

R[TUTlO~ PER IOD

6 )'e.rs after tertii nat ton
of the leau.

4. (RESERVED)

S. [lCESS PERso:w. PROPERTY REPOllTS.

6. SURPLUS PROPERTY CASE FIUS. COl. flle.
on ules Of IUrplus peno",1 p.rcpert1.
cCl:Sp:rtstng IfNttatlons, b1ds, oeceptances,
Hits of etterllll, ... Ide-nce of I.Iles,
.ncI re1ated CClTO'sp:a""nce (other than
thole eO'i'ered 1n 1tMS 1 Ind 2J.

•• Translct 10:1'1$ swsequent to l·Z!;.U
of CI:l,. tun 110,000, and
transact tens prtor to 1·26·14
of G:OP"O th.n 12,500.

1.

b. Tr.nsactlons sWllql.lent to 1·2!t·14
of $10.000 Cf I.", and
trans«t tons F10r to 7-26-74
of S2 ,sao or 'en.

REAl. PROPERTY FILES. Records _.s...,
(J:f' connntiftt fer the use of re.1 propert)'
sold. dCfttttd, or tr4d.cl to non-Federal
OlCl'IeNhtp, tncludtng. tf perttl\C"t as
cteten:::ltned by 0«. stte gapS .nd s""I1S,

6 yeon after final
PlJt'Ont. (Phce In
tn.cthe f11e on ftnol
payaont and t ...nsflr to
fed....1 Records Ctflt..- 2
)'t'.n thereafter. J

3 yo,rs after ftna1
"'J"II0t. IClose 111.
.t tM eM of elth
fhcol ,ear, reutn )
ye,n .rId denroy.
eJ.Cept that ftles on
-.bteh &ettens are
~""I "9 will be b'"""iht
to the neat flsca'
J"!.r'I files for
dllpOul tho,..lth.)

, ...nsf., to new (uUodl.n
upon cOIIlpletton of "Ie,
trKe. or don.atton
proc«dtngs, or 4ccep.
tlnee of GUrchue QOne,

r' 

r 
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ITEM 

OUE RECORDS StHEDUU 4 

PRD?ERTY SALE AHO DISPOSAL RECORDS 

ThltH' ACOrdS pertain to ttte sales of re.' and ptM.OM. property. Includtn9 
property hrplu-s to the ro.Hds of tM GoYtf"I"Afnt. 

In no n,nt QI)' dtspoul be CIoSde of records perUining to accounts. C1011ilS, or 
deaands In'folving the Govttn::l!f1.t of th' United suus tlfttch twve not been 
settled or tdjusttd by t .. GQner.l Accounting Office. wtthout wrttte-n approw.' 
of U,. C_troll.' Gcner.l ... tOG.lred bl 44 U.S.C. 3309. 

Three toms are p'81Cr1bed for use In sel Ung surplus parsonal property under 
GSA '.9U1otIO .. : 

ITtM 

a. St.ndtrd rom 114, S.l, of Go'ltm::ent Property. In.it4t1on. and Bid. and 
Acceptanc,. Rehted papers no usuall}' Ntntatned In cne fuhlon, and 
constst of corrlSponr1tnce. bldl. and OlMr not 1 c .... of ule. InYoices, 
,nd sa'n slips, 

tI. SUnclnd rOrD'S 120. A~rt of beess PONO-"",1 Propert1_ and 121, 
Qu.rter.)' A .. po~ of Utt11,zatta-n 4nd Dtspoul of been .uld Surplus 
Perlonal Property. fOf"'Q 120 reports personal propC!rty elcon to DOE 
needs to tht reg10MI General Se-rvtCI!"S ACrlnhtr.tton offtc., .tIlch 
InlthUs scrun1r.g actten. The q;.I.rterl1 reports are s~'tted to the 

:~~~e:f "::~~~'~1~~:r~t :~! l~!::n I :~o~!!~:::e~rv'ce, Genf:r41 

!2:.... DESCRIPTIo:. or RECORDS R£TUTlO~ P[Rloo 

I. 

2. 

SlJRPLUS PRO?ERTY PREC(DEHTlAl CAS( rILES. 
tise fil" on "to Of I~rp\us perU-Nt 
pr~rtl In 4f1<,'1>e<I 10 It ... 6 below, 
4ocu::enttng the taUIltlon 4nd dnelop:;ltnt 
of transactions tbat '1'0 htghl, unusual. 
highly Ilgnlflunt •• n4 subst.ott.lly 
de'filte fro:J fSttbllshcd precedtftts 
with re-spec-t to 9tftH'al .gent, dlspoul 
or QlJOI'" disposal PI"Oi1"~. 

::'f:!!s~:S:~~"'"~t!~ ~!~~S;nd C4":~a~~es 
pel"'s,on.al prG~rty. 

00£ RECORDS SO<IOUL[ 4 

Pcm.anent. 

10 fun after uncandt· 
tlon.' sale or release 
bl the Gov ........ t of 
condttlons. restrlC
t10ns. IOIOrtCJ4lCJ8t, or 
other liens 

~ OESeR IPTlO~ or RECORDS RETENTlo., PERIOD 

1. [I(E5S REAl PROPERTY RlPORTS. 

4. IRESlRVED, 

S. [lClSS puso:w. PROPERTY R(Pl)lHS. 

6. SURPLUS PROPERTY CASE FILES. CU. files 
on sales Of IUrplus penonal p.rcpert.)', 
ccs:sp:rtstng IfNitatlOftS, bids, oeceptances, 
lUts of NtertaU • ..,IHnce of sales, 
,ncI related cClTQ'sp:u-"nce (other than 
tholl eO'l'ered tn ttMS 1 Ind 2,. 

•• Tr&nSlct 101'1$ swsequent to I·Z!;-U 
of \XI,. tun 110,000, and 
transact lens prior to 1-26-14 
of G:OP"O th,n 12.500. 

b. Tr.nsacttons Sl,dalqyent to 1-2!t-14 
of $10,000 Cf l.ss, and 
trans«t tons Fior to 7-26-14 
of 12,sao or '.1$. 

1. REAL PROPER" FILES. Records _.s .. " 
cr connn,iftt fer the use of .... 1 propert)' 
said, dCftated. or trad.cl to non-Federal 
OIICfteNhip. Includtng. if pentl'LCnt as 
cleten:::ltned by 0«. stte gapS ,nd '''"I1S, 

10 yc!"S oft.r .. nceNI. 
tton.1 $lila Gr relent 
b.)' tho Govorn:DOnt of 
condtttons. rturtct1aM. 
cortga~s, or other 
Hens. 

6 780" after (tnal 
p.I,JQlnt. (Phce tn 
In.cthe ftle on ftnol 
payaont and t"nster ta 
federal Records Ctf'lter 2 
.)'I.n thereafter.) 

3 yoars after final 
l>4"",ot. IClo", ftl. 
.t tM eM of elch 
fhcal ,ear, ret.tn 1 
yelrs .nd den roy. 
eJ.Cept that files on 
-.bleh Ktten, are 
~n41 "9 will be btOlli'lt 
to the neat fhca' 
J"!"', flies far 
dtspoul thor...,tth.) 

Transhr to I'IIIW custodtan 
upon cOIIIpletton of s,le, 
trKo, or don.atton 
procHdtngs, or Accep. 
t.nce of Gurchue QOf\e1 

ITE" 

111M 

Attachment IV-1 
Page 39 (thru 50) 

COE RECO>O~ SCHIDUtI 4 

~ DHtA IPTlor, OF RECORDS RElIHTlO~ PERIOD 

8. 

9. 

plot phns. "rehtteet's sketches, 
.orting dtagr.s:ts. preltoin"ry drollwtn9s, 
blueprints, Nster tr«tngs, utility 
outlet phns, equlpt:Qnt loutton pl.ns, 
spe'Ctflcattons, constl'\lCtlon prOiress 
photoV'phs, Inspection reports. butJdtr\g 
and equlp::IQnt aa,.,gecont and r.IoItntenance 
l"'eCords •• llowance IhU, 4S lIII011 IS 
du;tltc.te c09tH of title papers, C'rcrwlded 
ta) th4t t~e records can be sl'9-rl'96ted 
"tthcut ham to other docu::lltnU of erldu:rlng 
value, (b) th,t no responslbtlU.)' 4tuches 
to the Goverrqont beuuse of dl U9r-ee=unt 
betden the transferred dcc:t.uwnts and the 
physical condtUon of the property at the 
tl~ of conveyance, .nd (e) tt..t if th' 
prOPQr"t1 Is rele4Sed for historical use or 
purpose the user av", to retatn theel .rId 
return thea to the fe4eral GOyet'1'Qnt 
tll*ltately upon the dtsconttnuance of tts 
use for htstorical ptJrposes. 

tWUiJ'.~U&!fJ·mmgt5. R ... _. 
prOd", in9 eontrcc-ts wi th foretin .nd 
domest te CUstCIT.ers, Inc 1 udl ng doeuaenta
tlon of the nt90t tattons, acblntllratlan. 
payeent, and .lhe" tar goods and 
seNten for U) tPle sale of nvclear 
produtts. tncludln9 sourn. byprOdllC:t, 
spllcl,' nuclear catert.h. and hea".)' 
.ater. (2) toll enrtct=etlt IenlCls •• nd 
(3) ct\eatcal ~OCeulft9 ot Irrldhted 
f .. l. 

RECO>DS Dr THE TRANSFER or ICUCLEAR 
"'fulks fOR AUiARA. -f,,",ftr of 
Mlterlal' recoids docu:enting: the -.,tthout 
Char .... - trt1ft,fer of nuclear ~torl.1 In 
ql.I.nttttes suitable for research purposes 
enly. 

DO( RECORDS SCHEDULE 4 

alrtg4gre. (Also See 
£RS 22, DeSign .nd 
Construct tan WIXOrdS.) 

6 lens after receipt 
of "n.1 payc;el'lt. 

6 ,vars 4fttr tr4nsfer 
Is <_l.tod. 

M:... DESCRIPTIO.' or RECORDS RPUTIO' PER 100 

10. rruCbEAR HAlERtAL5 LEASING RECORDS. L .... 
.veements doclr.'ll!nttn9 tFie leulng of 
R.A.char ~t.rl051s .rId MIWY .,at,r to 
foreign and cta:::aestte custocerl. 

6 ),ears after teralnollt Ion 
of the lean. 
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[)O£ R£CCRDS SCH£DUl£ S

8lJl);£Jo1J~IL~NnlUIa~lo.,.

Budg&t and apportton::Jent records Inelude the:! various ftles aCCl"lCll.lhled tn
the covne of forculattng the bYd~t for ,uta'Sltcn to the Office of Kan4~nt
and 8.udgtt 4ftd to ttle C~Si In defMStnSl r'eqUflU for f~, before both

~t~~.~ :~:r4-=~~oO:u:;t~:~:r::t:p~~;'.:; ::~f~t\:ft~~~heT::
ndS

fuodo lhbl. by tho Offlee of lIIolge<lOot eoa 8od90t (0XIl). DO£ "'ot

::t~~,l';:V~L~J'~::u~:a,~re~~~~:::r~~ ::~~ :~e;:=I~~etn ~:~.r
ezpeMtlure acccv.'tt~9 reconh (schedlill. 1) and deUtled tnfQJ'CliItlcn r311ttw. to
upendltu:res is contatMd 1ft the .ttcaunUble offleors· account (schedule 6).

lhh schedule appltn to r«Ords of budgctt p:reparlUton. Frescntlttcn. and
apport toraent .acept that records creatH prior to 1-1-21 Qlst be offered to the
illation,' Archhn and Reccn:ls Se>rwte:e before applying the dhposttton
instruct tons.

Budget records ,ro created at vulGUS Gr9antlat10~1 lQveli. BudfilOt propouls
reflect the Input of operating levels, AI well as tttl cocrdtMting werk. done by
fOI'QlII, organized ~get offtcn. The reco:rds co.nl ht of detol1ed IlCOrtpolpen
,rd bu49J:UlrJ St4t~nts weloped by operating untU. the 00,.. slgntflC4nt
b-mge" ,Uteoe-nts and related pIpet'S re-pr"lHlttng cO-nlOlldlttd Subal"tons

~~r~I~1:~~~~:g:e;::':at~n:o~~~b~:~~s~~r:~t:~~tcer, and the recorM

The ~Ott FnenUtton s",tea Is 'UMardtzttd b, the 00..... tch preseri"'
fOl'Qolt ,Inet prOCK""OS for all feder.!!. 1geneles_ Itownr. the Interm' reports
and Plpe-t" td'llch sypport the budget and .It. used In tts prepuIUon "a" 'rca
,gene, to agenty. The budgot ,utohslon, a record cop)' 0' td\ICh Is deslinlted
by 00[, ts a duplicate of the lit of papors subclltted to the C»1a. These Include
suo:s:wry statet:ents c! appropriations and .apendlturts. states::ents of unttlct
4uthortutlons. stolleatnts of receipts, n.r,atl". ll.CDlry stateaents ..Ich hlvh
H;tlt the ~lnclPiI featu:res of the reqt.&.st. and la:oedl.tel.r relollcct supporting
C:GCu:lItnts. The nlt'll". p,.stnts the pollcl.s 411',(1 prOV4O=lS ""ch the bud9lJl
reqUQlt 1M suppla:::enU. requosts support. In Iddttlon to tlte sl,A:\Irln. the
s..tetsrton Includes Kltedu11S of cbltgolltons and SUte:cenU pertaining to 81Ch
t1P1 of 4pproprlatlon .t'd fvnd undtr lIdtlch DOE oPtrates. Ftnlll)', 0Ka requires
~dlttONI Sl,:ppcrt lAg diU perutnlng to objects of eo.pendtture. partic,,"r
~~. and 'li'""oS based on the cost of ....rlCl.lS t,P1t' of sonlce gpcrltlGM.
s.n:h as pet'Sonnel and pa.rro.lIng 4et twit tts.

DOE R£COROS SCH£DULE S

IlCM
!!h... O£SCA IPIIO~ Of R[Cll'lDS R[T£NIIO' P£RIOO

I. BUOG£T rll£S ace_l.ted by Hoadquart....
ana fiaid or~ntJ4t1Gns In the CGurse of
budgotar.r 4cthlttes. Including contractor.
field OrglnlZ4t1cns. ond inurn..1 bud~t

sutetn'ons coyering cOl\strueUcn,
gperltton,. equtpatnt, and otflt, cost
e-stUll.te"1. InstrYetlens Cl\ ~ud9tt

prepult ~on. wonpapen. to~the.. with
rellttd doc~nts. ol\d correspondence.

I. ew~t files. Office of the
ContMller.

(I) File copy of tnstruct tons on Pcraancnt.
budget preparat Ion.

lZI Bvdgtt nt loates. ""r.the Penul'lenl.
statte:".ltnu. rellted IChedules.
and dati submitted to (JC8 and
the Con9reu. Including 4:'1ltnd-
Ql!nts and supplement.h.
nunt Ing 1"1d dlue-nt tng
c~nu ry by c.aJor 00£
dhhlctt$. ana role..nt
dccut:'l'l'ntot ten.

(3) All other Office 01 the 6 years after .:lo,e
Controller bud~t flln. of ftlCal yet-r cow,red

bl bloldiet.

b. All other bud90t fl1eo. 6 )'II!I" after clole
of fheal year co¥e~
by bud'lOt.

1. f111AAC1Al. PlAli flUS e... iOl'09 01 J fllul ,eat'S Ifter
authOrhadon frOc:l tM Controller to clos. of 'hul IOU
field Irld Hudqwrter, organization, cowered by phn.
and nlttonal 1ahoratortes JOtting
forth b)' p1"~r~s the ~nt of funds
,,,,Ul.ble for tf\( fiscal ,.ur. together
wi th p.pe" .CClOCU: "ted ; n ccnn«t ton
.it.. ~'OpOled revlstor.s and with otd-
Y04r rlWi~. thelu,ive cf DOE. file,.
Office of the Controller ftlts.)

Attachment IV-1
Page 51 (thru 62)
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IlEM 
!!h... 
I. 

1. 

[)O£ R£CCRDS SCH£DULE 5 

~Jo1J~IL~NnlUIa~lo.,. 

Budg&t and apportton:::.ent records Inelude the:! various ftles aCCI.ICll.lhled tn 
the covne of forculattng the bYd~t for sub:llss1cn to Ute Office of Kan4~nt 
and 8.udgtt 4ftd to ttle C~Si In defMStnSl r"eqUflts for f~' before both 

~t~~.~ :!::r 4 -=~~o O:U:;I~:~:r::t:p~!;'.:; ::~f~t\:f t~!e!he T::ndS 
fundo .re ...... o •• II.ble by tho Office of Kinoge<lOnt and Bud90t (OXB). DO£ ",.t 

::t~~, l';:V~L:!!!J' ~::u!::a,~re~~~~ :::r..!~ ::!~ :~ e;:=I!~etn ~:!.r 
ezpeftlJtture acccv.'tt~9 records (schedlill. 1) and det.tled tnfQJ'CIiIUcn r3httw. to 
upendllures is contalRed 1ft the .ttcaunUb1e offleors· account (schedule 6). 

lhh schedule apPltH to f'«Ords of budgett p:reparnton. Frescntlttcn. and 
apport toraent .acept that records creatH prior to 1-1-21 Qlst be offered to the 
lllatton.' Archhn and Reccn:ls Se>rwte:e before applying the dhposttton 
instruct tons. 

Budget records .ro crelted at vario.us o.r9anhat10n.1 lQveli. Budfjlat propouls 
reflect the input of operating levels, n well n tttl cocrdtMtlng werk. done by 
fOI'QlII, organized ~get offtCH. The recGl'ds co.n1 tit of detol1ed wrtpolpen 
,rd bu49lU1rJ st4t~nts welo.ped by operattng units, the oore slgntftC4tlt 
b-mge" lUteoe-ntS and related polpet'S re-prHlHlttng cO-nlOltdolttd Subat$$tons 

~~r~l~t :~~! ~:g:e;::':at~n:o~~~ b~:~~ s~~r:~ t:~~tcer, and the recarM 

The ~Ott FHenUtlo.n s,rItea Is lUndardtlttd b, the 00, .... tch prescrib&S 
fo.l'QoIt .. net prOCK""OS fer all feder.!!. agenctH. Itownr, the tnterm' reports 
and Polpe-t" td'Itch sypport the budget and art used In Its prepuattGn wa" 'fOCI 
'gene, to agenc,. The budgot sutot1Slan, a record cop), 0' td\lch Is destlnated 
by 00[, Is a duplicate of the Sit of papon subclttted to the C»1a. These Include 
suo:s:wry statet:ents c! approprlattons and •• pendtturts, SUtes::enU of contract 
4uthortuttons, Itateatnts of receipts, narratt". lloCDlr-y sUteaents .. tch htvh
H;1\t the ~tnctPlI fe4tu:res of the reqt.&.st, and ta:oedl.telJ relatcct supporting 
C:GCu:lltnts. The nurolth. pr.stnts the potlct.s 411',(1 prOV4O=lS "',ch the budcpt 
reqUQlt aM supplo:::ent&1 requosls support. In Iddttton to the Sl,III:\IrlH. the 
s..tetsrton Indudos schedulls o.f cbltgltions and SUtacenU pertaining to each 
t1P1 of 4pproprlatton .t'd 'vnd undC!1' .ntch OOE oPtratts. Ftnolll" 0Ka requires 
~dtttON' Sl,:ppcrtfng diU perutntng to objects of e.pendtture, partic"hr 
~~. and '1i""oS based on the cost of .... r.cus tyPlt'S of unlce opcrolUcms, 
s.n:h as pet'Sonnel and paJro.1tng .set twit Its. 

DOE RECORDS SCHEDULE 5 

O£SCA IPIJG~ Of RECORDS R[T£NIJO. PERIOD 

BUllG£T fiLES iCc_lated by H .. dquorto ... 
ana flaid or~ntJ4ttGns In the CGur" of 
budgotarJ 4cthttles, Including contractor, 
field OrgolntZ4Ucn'S. ond tnurn.l bud~t 
sutetnlons coyering cOr\strueUcn, 
operutons. equ'patnt, and otfltr cost 
HtU!l.tl!'S. 1nstrlolCtlcns Cr\ ~ud9tt 
preparolt !on. wonpapen. to~ther with 
rehttd doc~nu. and correspondence. 

a. ew~t files, Office of the 
ContMl1er. 

(I) FUe cop), of instruct tons on Pcraancnt. 
budget preparat Ion. 

IZ) Bvdgtt Ht loatH. narr.t he Penul'lent. 
statec:"Jtnu. rehted uhedules. 
and daU submitted to (JC8 and 
the Con9reu, Including a:'llend-
Ql!nts and supplement.h. 
nunt Ing 1"1d dlnent Ing 
c~nu ry bJ c.aJor' 00£ 
dhtslctt$. ana role .. "t 
dccut:'l'\'ntat ten. 

(3) All other Office 01 the 6 years after .:lose 
Controller bud~t flln. of ftICa1 yet-r cow,red 

bl bloldiet. 

b. All other bo490t fl1 el. 6 1eolrs after elos", 
of fheal year co¥e~ 
by bud'lOt. 

flllAACIAI. P\.AIi flUS con.illln9 01 l fhul ,eat'S Ifter 
authOrization frOc:'l ttl& Controller to clos. of fhColI 101t 
field oIr1d Hudqwrter''S organization'S co .... ered by plan. 
and Rttlonal laharatarles $Otting 
forth b)' p1"~r~, the ~nt of fu.nds 
.watll.bl. fo,. tf\( fhcal !"'ur, tcgethe,. 
wi th p.pe" .CCIOCU: "ted 1 n ccntt«t tOI'l 
.ith ~roposed revistor.s and with otd-
)'04r rIWI~. thclulive cf DOE. fUes, 
Offtce of the Controller ftl".) 

Attachment IV-l 
Page 51 (thru 62) 
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DllE RECOilDS SCHEDULE 6

ACCDUNTAllLE DrFlCERS' ACCDUNTS RECORDS

This Khed,,1e covers accountable offtcers' returns and related rcecrdS.
including records under the cogni.zance of the Genen) Accounting Office ..
this sche<£ule does not apply to records created prtor to 1-1-21. Suchrecctds
Qlst be offered to the Hattonal Art:hhes and Records Service before applying the
disposition instructions in thh $Cheelu1e.

Ac:c:euntable officers' accounts include recerd copies of all records concerned
wtth accounttftg for••waUabtltt.)'. lJnd stotus of public f~nds. There are
several types of "acco~table offtcen,- such as: tal the collecttn9 offtcer.
tlbo receives contes owed to the Federal Goyerment and ensures that it is
credited to the proper account. tb) the dhburstng offtcer. who is responsible
for p:r0'l14t"9 docu=enUlton to the General Accounting Office since he acc:oa
pUshes the actual P!1~nt of publ1c mntes to pro"",. Federal crecttters. 4nd (c)
the ce1'ttfytng offtcer. lIlftose -stgnoture on 4 SUHr.IOry attests to the authentictty
of wcuche" listed on the -schedule.

Disbursec;:ent-s for ~n chUhn Go-vern::'lent agencies are Nde by the Chtef
Dtsburstng Offtcer of the Treasury, ""0 heads the Division of Disbursement
Of the Bureau of Goverrgent financial Operattons wtthin the Treasury DepartGltRt.
Since July 1949, dtsburstell!nts have been Nde for ClOSt .genetes on the b.sls of
certified scbedules, with tlte deUt1ed VOUChers transferred to tho Genero'
Accou:nttn9 Offtee fro;:! the a9tncy or held in agency space tf stte audtt was
tnvolved. Thts procedure _.1$ extended and conftrr::ed by Genar.l Accounttng
Office Gener.l Regulattons No. U5. IssLled 1-29-52, whtch prt:ICIIlgated a Shndard
fo", vovcller .nd .c~edule of pil1"OnU (SU.... rd ro",. 1166 .... 1161) for ••e b1
.11 .gencle. effective 1-29.&2..... fo"",111 eH"ln.ted the tr.n.fer of vouc~er.
of the Chief Disburstng OffIcer.

This schKule has been reYhed to tnclude records held for onsitll audtt by
the General Accounting Offtce. as described in ltea 14 below. Under enstte
audtt. vouchers, contra.ets, SChedules. state:ents of tronS4cttons and aCCOunt4
bt1ttJ'. and other related SLlpporttng doc:ucents arc retained tn DOE space for
Gener.l Accounting Off tee .udltors. seetton & of the Post Office Dep•.-rtt
rt...,cl.1 Control Act of 19S0 .nd seetton 111(b) of tho Budget .nd Accounttng
Procedures Act of 1950 (ldtltn~er the Caaptroller General deteratnes that audit
Shall be CGnducted at the site) requtre .gerac1e-s to retatn these records. "ich
• re uneter General Accounting Offtce cosntzanee. The General Ac:ccunttn9 Office
has gtnn general authortty to the agencies. tf the recotds 41"'e 1"10 lange,.
required for acb1ntstrattve purposes, to transfer all audtted reeords and "ny
unaudited reco-rds QCrt tban 1 fun fhcal year old to federal R~ordS Centers.
To transfer unl"dtted acccuntable officers· accounts lltss than 1 year old.
pergtsstcn IilUst be obtained froro the Director. Offtee of Ad::linhtraUve
Services, GAO.

ITEM
~ DESCRIPTION Dr RECORDS RETENTION PERIOD

Sf 1036. Stater.:ent of Certtftcate and.....rd
SF 1047. Publ ic Voucher for Refunds
Sf 1069. Voucher for Allowance at

Foreign Posts of Duty
Sf lOBO, Voucher for Transfer Between

App:roprt at ions and/or funds
Sf 1081. Voucher and Schedull! of

Wlthdr...l ..... Credtts
SF 1096. Schedule of Voucher DtldLlctlons
Sf 1097, Voucher and Schedule to effect

COrrect Ion of Errors
SF 10ga. SChedull! of Cancelled ChKks
SF 1113, Public VCNc:her for

Transportation Charges
SF III•• Bt11 of Collect ton
SHU4A, OffIcial Rec.lpt
SfU148. Collection Voucher
SF 1129. Retr:iburSet::ent Vov.cher
sr 1143. Adv.rtlsing Drd.r
Sf 1145. Voucher for PAygent Under

Feder4l Tort Chics Act
SF 1154. Public VOl6cher for unp~td

Cornpenut Ion DUl! a Deceased
CivUlan EMPloyee

SF 1156. Public VOl6c:her for fee'S and
Ktlealjle of Witness

SF 1166. Voucher and SChedule of
Payc:'lenU

Sf 1I8S. Schedule of undelhe,.able
Checks for Credit to
Govern;;:,ent Age~ies

Sf 1218. Shtec::cnt of Accounhbi 1ity
(Foreign Service ~countJ

Sf 1219. Stater.'lent of Accountab1Ht1
Sf 122'0. State;o-.ent of Transact Ions

According to Approprl.t ton•
Funds, and Receipt Accounts

Sf 1221. State:::ent of Tr03nuct tons
According to Approprtation,
Funds, and Receipt Accounts
(foretQ" Servtce Account)

5 lears..

3 ye03r$ lifter the close
of the Fiscal Year.

10 years.

1 ye4" after except 10n
has been repcrted 4$
cleared by GAO.

RETENTION PERIOD

(b) Work p.pe....

b. Audit fOes generated in the
pl!rfon'il4nce of OOE and cost-type
contractor operations. includtng
pert tnent reports and revisions
thereof. concurrences. Co::ltlenlS,
reports relative to act ton Gn
rKcr.cendat tons. pert Inent
correspondence, and related work
papers.

(1) rUe. relating to DOE-.ide .udit.
ccrnlucted b1 DOE He.dqu.rt.rs
audit staff and the General
Account t ng Office.

(2) FUes rehttng to 03udlts of
tndhldua1 DOE organizatlons and
controctors, conducted by DOl
field organizattons or the
lteadqju.trters audt t staff.

I.) Report fUes .nd ....t.d
correspondence.

DOE RECORDS SCHEDULE I>

b. I'!er.lOr.tnduWl or Extra Coptes of
03ccO\ln~a6ie orr icers ' returns
inchlding statef3C!nts of tr"nuctions
and Kc:ountabt1ity. all supporting
wouchers. SChedules. and related
papers not cowered elsMere tn this
SChedule, ond excludt"9 fretiht
rec:ords covered by Schedul c 9 lind
payroll recoros covered by Schedule 2.

2. AUDIT HLES.

a. Gener031 Accounting Offtce not tces
of exceptions, sl.ICh as Standard fom
1100. formal or tnfol"l':lal. and related
correspondence.

ITEM
!!!b.- OESCRIPiIDN Dr RECORDS

(l) Records created
p.rtor to Fhcal
Y••r 1916 11-1-1&):
10 years. 3 conths
after the close of
the Fiscal Year.

(Z l Record. c...ted
dter Ftsc,l Year
1915 (6-Jj)-IS):
6 years. 3 t:IOnths
after the close of
the fhcal Year.

RETENTION PERIOD

&. ~n,~~~i a:c~:u~:; ;:fXt:rn:c~n~~~le
for sttt 'udit fer GAO audttors.
ConShttR9 of statea:nts af trans"
actions, SUtegents of accountabt1tty,
co11ectton schedules. collection
Youchers. dtsbLlrsozent schedules.
disbursfQJnt wouchers, certatn
supporting vouchers Or scttedules.
and all otlter schedules and vouchers-·
or doeUQtnts used as schedules or
wouchers....exclushe of fretght records
and p!1rol1 records, These records
dQ(l,li:lltnt only the bastc ftnt1lnthl
tranuctton. IOlORey rKeived and l:";C1'Ie1
paid out or deposttrd, tn the course
of oper"tton of DOE. AU copies

:~l:~t~:~ ~:;~:f~~a~Wi~~:~tgtnal
or ribbon cop)'. an all additton03t or
supPOrting dOC-&mentatton not h'\Wolved
in the integrated accounting systeg
are cowered by sub1teQ 1b and other
succeecUng ttecl In this sctledule.

Site alldtt rKotcls tnclude. but are
net Itl1tted to. the Standard F'oms
Itsted below. Also tncluded are
equivalent ageftC.)' foms llIhtcb docUh:'nt
the bastc ftnancial transaction 41$
described .bove.

Sf 224, State=ent of Transactions
SF 1034, Public Vovclter for Purchases

and senten Other than
Personal

I. ACCDUNTAllLE DrFlCERS' FIleS.

RKOI"dS roeldtng to the Ivath:btltty. collection. and custod,)' of funds tnclude:
(1) tho approprl.tton w.rr.nts, (2) other docu""nu ""lch depo.it fund. tnto the
lrNSUTYi and (3) doc~nts wtatch pro.wlde accountable offtcers .tth st4tus
reports on funds tn their custod1. such as the proofs of de-pository account 4nd
stateeents of f ..nels to thetr credit.. D~ copies of these deposit and -status
dccu::lents are sa tnt IGIoItely related to the accounts of these officers that they
are Included tn this S(hedul ••

ITEM
~ UESCRIPTlON Dr RECORDS

DOE 1324.2 

5-28-80 
OOE RECORDS SCHEDULE 6 

ACCDUNTA8LE orFiCERS' ACCDUNTS RECORDS 

This Khedule covers accountable offtcers' returns and related rcecrdS. 
including records under the cogni.zance of the Genen' Accounting Office .. 
this schec£ule does not apply to records created prtor to 1-1-21. Such records 
Qlst be offered to the Hattonal Art:hhes and Records Service before applying the 
disposition instructions in thh $Chedu1e. 

Ac:c:cuntable officers' accounts include recerd copies of all records concerned 
with accounthlg for •• waUabtltt",. lJnd stotus of public f~nds. There are 
several types of "acco""table offtcen,· such as: tal the collectin9 offtcer, 
tIbo recetves contes owed to the Federal Goyerment and ensures that 1t is 
credited to the proper account. tb) the dhburs1ng offtce,.. who is responstble 
for p:r0'l14t"9 docu=enUtion to the General Accounting Offtce stnce he acc:oa
pUshes the actual p!1~nt of pubUc mntes to pro"",. Federal crecttters. 4nd tc) 
the ce1'ttfytng offtcer. lIIftose -signoture on 4 SUHr.'IOry attests to the authentictty 
of fcuche" listed on the -SChedule. 

Dtsburseco:ent-s for ~n chilian Go.vern::"lent agencies are Nde by the Chtef 
Dtsburstng Officer of the Treasury. ""0 heads the Dtvisien of Disbursement 
Of the Bureau of Goverrgent financial Operations wtthin the Treasury DepartGltRt. 
Since July 1949, dtsburstcll!nts have been Nde for ClOSt agenetes on the basts of 
certified scbedules, with tlte deUtled vouchers transferred to tho Genero' 
Accou:ntin9 Office fro;:! the a9fncy or held in agency space tf stte audtt was 
tnvolved. Thts procedure • .IIS extended and conftrr::ed by Genar.l Accounttng 
Office Gener.l Regulattons No. U5. Issued 1-29-52. whtch prflClllgated 4 Shndard 
fo", vovcller .nd sc~edul. of piI1""nU (SU .... rd ro"", 1166 .... 1161) for u,. by 
all agencies effective 1·29.S2 ..... fo"",lly .H"lnated the transfer of voucbers 
of the Chief Disbursing Officer. 

This schKule has been reyised to tnclude records held for onsttll audtt by 
the General Accounting Off tee, as described in ltea 14 below. Under enstte 
audit. vouchers. contra.ets. SChedules, state:ents of tronS4cttons and aCCOunt4-
btlttJ', .end other related supporting doc:ucents arc retained In DOE space for 
General AccounUng Office .udltors. section S of the Post Office Ocp • .-rtt 
FI...,cl.1 Control Act of 1950 .nd section 111(b) of the Budget .nd Accounting 
Procedures Act of 1950 (ldtltn~er the Caaptroller General deteratnes that audit 
Shall be CGnducted at the site) require .gerac1e-s to retatn these records, .. ich 
• re uneter General Accounting Office cosntzanee. The General Ac:ccunttnljl Office 
has gtnn general authortty to the agencies, if the recotds 41"'e 1"10 lange,. 
required for acb1ntstrattve purposes. to transftr all audtted reeords and .,ny 
unaudtted recO-nts C:C1'O tban 1 fun fhcal year old to federal R~erdS Centers. 
To transfer unl"dtted acccuntable officers· accounts lltss than 1 year old, 
pergtsstcn IiNst be obtained froro the Director. Office of Ad::IinhtraUve 
Services, GAO. 

RKOrdS retding to the 4vath:btltty. collectien. and custod,)' of funds Include: 
(II tho appropriation •• rr.nts, (21 other docu""nU ""Ich deposit funds Into the 
lrNSUTYi and (3) doc~nts wtatch prGwlde accountable offtcers .tth st4tus 
reports on fundS In their custod1. such as the proofs of de-pository account 4nd 
stateeents of f .. nels to thetr credit.. D~ copies of these deposit and -status 
dccu::lents are sa tnt iGloitely related to the accounts of these officers that they 
Ire Included In this $Chedule. 

ITEM 
~ UESCRIPTlON or RECORDS 

I. ACCDUNTA8LE OFFICERS' FIlES. 

&. ~n,!~~ i a:c~!u~:; ;:fXt:r n:c~n~~~le 
for stte 'udit fer GAO auditors, 
ConShttR9 of statea:nts af trans .. 
actions. SUtegents of accountabiltty. 
collection schedules. collection 
vouchers, dtsbursozent schedules, 
disbursfQJnt fouchers, certain 
supporting vouchers Or scttedules, 
and all other SChedules and vouchers-· 
or doC:UQtnts used as schedules or 
fouchers .... exclus he of fretght records 
and P!1roll records. These records 
dO(I,Ii:lltnt only the bastc f1n.enchl 
tranuction. IOlORey rKehed and r:;cne1 
paid out or deposttrd. In the course 
of oper"tton of DOE. AU copies 

:~l:~t~:~ ~:;~:f~~a~Wi~! :~tgtnal 
or ribbon cop)" an all additton"l or 
supporting dOC-&mentation not h'\Wolved 
in the integrated accounting systeg 
are cOfered by sub1teQ 1b and other 
lucceecUng 1tecl In thh sct\edule. 

Site a,",1t rKotcls Include. but are 
net Itl1tted to, the Standard Foms 
listed below. Aho Included .re 
equivalent ageftC.)' foms lIIhlcb docUh:'nt 
the bastc ftnanctal transaction 41$ 
described above. 

Sf 224, State=ent of Transactions 
SF 1034. Publ1c Vovclter for Purchases 

and Senlcn Other than 
Person.l 

RETENTION PERIOD 

(l) Recerds created 
p.rtor to Fhcal 
Y •• r 1916 (1·1·1S): 
10 ye.rs, 3 conths 
after the close of 
the Fhcal Year. 

(2) Roc:ord, cre.ted 
dter Flsc,l Year 
1915 (6·:ro·1S): 
6 years, 3 r:aonths 
after the close of 
the fhcal Year. 

ITEM 

ITEM 
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~ OESCRIPTION or RECORDS RETENTION PERIOD 

Sf 1036, Stater.:ent of Certtficate and .....rd 
SF 1047, Publ ic Voucher for Refunds 
Sf 1069, Voucher for Allowance at 

Foreign Posts of Duty 
Sf lOBO, Voucher for Transfer Between 

App:ropri at ions and/or funds 
Sf 1081. Voucher and Schedull! of 

Wlthdr .... l ..... Credits 
SF 1096, Schedule of Voucher Dtlductions 
Sf 1097. Voucher and Schedule to effect 

COrrect Ion of Errors 
SF 10ga, SChedul1! of Cancelled ChKks 
SF 1113. Public VCNcher for 

Transportation Charges 
SF 1114. Bill of Colloc:tlon 
Srl114A. Offtclal Roc:.lpt 
SfU148. Collection Voucher 
SF 1129. Retr.tJurSethlent Vovcher 
sr 1143. Advertising Order 
Sf 1145, Voucher for PAygent Under 

Feder4l Tort Claics Act 
SF 1154, Public VOI6cher for unp~id 

Cornpenut ton DUI! a Deceased 
Ctvtlian EMployee 

SF 11!)6. Public VOI6cher for fee-s and 
Kl1ea-ae of Witness 

Sf 1166. Voucher and SChedule of 
Payc:'lenU 

Sf 1185, Schedule of Undelhe,.able 
Checks for Credit to 
Govern;;:,ent Age~ies 

Sf 1218, Statec::cnt of Accountobi 1 ity 
(Foreign Service ~count' 

Sf 1219, Stater.'lent of Accountab1Ht1 
Sf 122'0, State;o-.ent of Transact Ions 

According to Approprl.t Ion • 
Funds, and Recetpt Accounts 

Sf 1221, State:::ent of Tr"nuct iens 
AcccnUng to Appropriation. 
funds. and Receipt Accounts 
(foreiQn Servtce Account) 

DOE RECORDS SCHEDULE I> 

!!l!,.. OESeRlPilON OF RECORDS RETENTION PERIOD 

b.. t!er.Ior.nduWl or (xtra Copies of 
"ccO\ln~a6ie orr icers ' returns 
inchlding stater3C!nU of tr4nucttons 
and Kc:ountabtlity. all supporting 
fouchers, SChedu1es, and related 
papers not cowered elsMere tn thts 
SChedule. ond excludtF19 freiiht 
records covered by Schedul c 9 and 
payrol1 recot"ds covered by Schedule 2 .. 

2. AUDIT ritES. 

a. Generol Accounting Offtce not tees 
of exceptions, Sl.ICh as Standard fom 
1100. formal or infon:lal, and related 
correspondence. 

b. Audit ftles generated in the 
pl!rfoni14nce of OOE and cost-type 
contractor operations, including 
pert tnent reports and revisions 
thereof, concurrences, Co:ltlents. 
reports relative to act ton Gn 
rKcr.cendat tons. pert Inent 
CQrrespondence, and related work 
papers. 

(I) rlle$ relating to DOE-olde audits 
conducted by DOE He.dquarte .. 
audit staff and the General 
Account I n9 Office. 

(2) FUes rehtlng to "udlts of 
indhldual DOE organizations and 
controctors. conducted by DOl 
field organtzations or the 
lteadqju.trters audi t staff. 

(al Report ftles .nd related 
correspondence. 

(b) Work pape ... 

3 ye"r$ ofter the (lose 
of the Fiscal Year. 

1 ye4" after except ton 
has been ,.epcrtcd 4$ 
cleared by GAO .. 

10 years. 

5 lears.. 
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OOE RECORDS SCHEOUlE 6
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DOE RECORDS SCHEDUlE 6

J.

ITEM
!!!!... OESCRIPIION OF RECOROS

e. Monthly ~r4ndlQ reports SUNIiI&r1ling
.<tlYttles between GAO.nd DOE
pertaining to audits and tnqutrtu-s.
t090ther wi th rel.ted correspondence
reflectIng spe<lfl< rC<luesu for
'nfol"Aiticn and recot'ds by GAD .nd
<",pllon« by DOE.

CERTIfiCATES OF SETTlEMfNT FIlES. Copies
0' cet"l II tClites of RttJe;:;:ent of accounts
of ac:ccuntable office". statt':letttS of
differences, and related records.

4. certificates covering elosed account
settleaents, supple:J:il!ntal lett!e:;ents.
and fln.l balance setUer;enU.

b.. certificates covering periodic
..ttl_ols.

4. GENERAL F1JJal FilES. Records relatIng
to a....lI.&tBt,. collKttcn. custody, and
deposit of funds Including appropriation
warrants and certificates of deposit (SF
201, 201, ancl 219), other thon thou
rcco:rds cCNered by tteQ 1 of thh
schedule.

S. (RESERVED)

6. PERSDNNU SURETY BO~1l filES.

4. Ottie'al Coptes of the bend 4nd
attached powrs of attorney.

III Bonds purchased prior to
I-I-56.

(Zl Bonds purchased after
IZ-JI-5S.

OOE RECORDS SCHEOOlE 6

RETENTION PERIDO

J years. or after ~O
audit. whtc:hever is
sccner.

2 )'&drs after d4lte of
settlf'ilEtnt.

unti1 swseq~ent

c:ert ificate of
settles:lCnt ts received.

3 years.

15 years after bond
bec:Q::leS tna~ttve.

15 years after the
end of the bond
premtu.":l period.

ITEM
!!Q."". DESCRIPTIo.~ OF RECORDS

and cQQpuuttcns. Included 1$ infOl'Q!tion
shaw1 ng preJ:I1~ adJustaents. cgyerage.
fundtng. bt1ling. and losses tncllrred.

a. Cases assigned to or adi:l1ntstered by
OOE upon contract cCRplet1o.n or
tergtnat10n.

b. Cases for whteh DOE hiS no ob1t9ltton
or 1t4btltty After contrljct cl;lOlpletton
or terotnn10n.

RETTNTION PERIOD

80 )'e4rs after
contract cClHpletton
or temtnatton.

6 yea" after
ccntract cCGplet ton
or tem1 natton.

ITEM
!!!!... DESCRIPTION OF RECORDS

b. Other Band fUes tncludtng other
copies o' 60nas and r&h:ted papers.

7. GASDlI~E SAlES TICKETS. Hard <eples
o' sales tickets fljed tn support of
patd tnvotc!!"s fer crecUt cal"d purchases
of gasolt ne.

8. TElEPHONE TOll TICKETS. Origlnal and
ccptes of t01l tickets fned In support
of telep.hone toll CAll pay~nts.

g. TTlEGRAKS. Drlgin.ls .nd <eples of
telegr.... filed In support of
telegr.ph btlls.

10. PENSION PLAH cue ft les conststin9 of
cost-type centrador penston plans.
codt ftcat tons and a~Rd=ents i
c.orrespondence. reperts. studi". and
analyses. negottljttens; DOE re-qu1rffents
for accep.tance and nxltf1cation;
funding and cost data; industry penston
plan CCXHPlIrabt 11ty studtes.

a. Cases for whtch DOE hu cOII.tRutng
obligations 0:1" Habt1ity fof" pensten
phn chi"" ar oJdJunGll!nU after
contratt cQC':lpletton er tem1natto.n.

b. Cases for whtch DO£ has no obltgations
for HabUity after contract comple
ticn cr temtMttcn.

11. CASUALTY INSURANCE (In<ludlng Work",n's
COi.penut10n) plan cue files: Case f11es
on casualty tnsuraftce coverage plans for
DO£ cost·type contractors. tncludtng
poltcte,. endo"tQtnu. reports. correspon
d2nce. studies. analys"s. actuarial daU.

RETTNTIDN PERIDO

Unt t1 bond bec_S
inact he or after tlte
end of ttle bond prentu~

pertod• ..ntche-ver ts
sooner.

3 )'t!~rs. or 4fter GAO
audit • .michtver is
sooner.

3 years. cr after GAO
4Udt t. ""1 chever 1$
sooner.

3 years. or after r~o

audtt. ,.tdtever ts
sooner.

80 years after
ccntract cDr.lplet tcn
or temtnaticn.

10 ~lIIrs After
ccntraet e(l:lplet ien
cr temtnatton.
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ITEM 

DOE RECORDS SCHEOUlE 6 

ITEM 
!i!!.... OESCRIPIION OF RECORDS 

l. 

e. Monthly ~r4ndlQ reports SUNIiI&r1ling 
actlvttl.s bet ... n GAO and ODE 
pertalntng to audits and tnqutrtu-s. 
together wi th related (orresponde ... 
reflectIng specific r"'luesu for 
'nforAiticn and recot'ds by GAD .nd 
c"'pllonc. by ODE. 

CERllfiCATES OF SETTLEMENT FIlES. Copies 
or cet"l II t Clites of RttJe;:;:ent of accounts 
of ac:ccuntable office". statto:letttS of 
differences, and related records. 

4. Certificates covering elosed account 
settleatnts, supple:J:i1!"ntal lett!e:ents. 
and f1n.l balance settler;ents. 

b.. Certificates covertng periodic 
settl_nts. 

4. GENERAL FUJal FILES. Record, relating 
to 4 .... lI,&tBt,. collKttcn, custody, and 
dopo.lt of funds Inc:ludlng approprhtlon 
warrants and certiftcates of deposit (SF 
201, 201, ancl 219), other thon thou 
rKcrds cCNered by 'teQ 1 of thh 
SChedule. 

5. (RESERVED) 

6. PERSD~NEL SURETY BO~1) FIlES. 

4. Offietal Coptes of the bend 4nd 
attached powrs of attorney_ 

(I) Bonds purchased prior to 
1-1-56. 

(Z) Bonds purchased .fter 
IZ-ll-55. 

DOE RECORDS SCHEDULE 6 

RETENTION PERIOD 

l years. or after ~O 
audit. whichever is 
sconer. 

2 )'&drs after date of 
settlf'ilEtnt. 

until swseq~ent 
cert if1cate of 
settles:ICnt Is received. 

3 years. 

15 years after bond 
bec:Q::IeS INcthe. 

15 years after the 
end of the bond 
premtu.":I period. 

!i!!.... DESCRIPTION OF RECORDS RETENTION PERIOD 

b. Other Band fUe-s including other 
copies 0' Dond, and r&h:ted papers. 

7. GASOll~E SALES TICKETS. Hard copies 
of sales tickets fljed tn support of 
paid ,nvotce-s fer credtt card purchaus 
of ga.olt ne. 

8. TELEPHONE TOLL TICKETS. Original and 
ceptts of t01l tickets fned tn support 
of telephone toll CAll p.,y~nts. 

9. TELEGRAMS. Origln.ls .nd copl •• of 
t.logra", fil.d In support of 
telegraph btlls. 

10. PENSION PLAH case It les conststin9 of 
cost-type contractor pension plans. 
cod 1 ftcat tons and a~Rd::Itnts i 
c.orrespondence, reports, studt", and 
analyses. Mgottljttcns; DOE re-qu1rffents 
for acceptance and nxltftcaticn. 
funding and cost data; industry pension 
plan (CXHparabt tit)' studies. 

a. Cases for which DOE hu cor. .. 1rcutng 
obligations Gr HabUit)' for penston 
phn cht"" ar oJdJunGlenU after 
contratt cOC'!Ipletto.n Or teminatio.n. 

b. Cases fer which DO£ has no obligations 
for liability after ccntract comple
ticn or temtMttcn. 

II. CASUALTY INSURANCE (Including Work",.'. 
COi.petlut10n) plan cue f11e$! Case- f11es 
on casualty 1nsuraftce cove-rase plans for 
DOE cost·type contractors. 1ntludtn9 
policte,. endc"fQttlU. reports. c:orrespon
d2nce. studies. analyse-so actuarial daU. 

Unt il bond boC_S 
inact he- o.r after tlte 
end of ttle bond prenlu~ 
per1od • ..nlche-ver '$ 
sooner. 

3 yt!4rs. or ofter GAO 
audit • .michtver is 
sooner. 

3 years. cr after GAO 
4Udl t I ""I chever is 
sooner. 

3 years. or after r~o 
audtt. 1IIh'dtever ts 
sootier. 

80 years after 
contract cOC'!Iplet tcn 
or temtnaticn. 

10 ~ar$ after 
ccntract ctr.lplet ion 
Cr" temtnatto.n. 

ITEM 

DOE 1324.2 
5-28-80 

ODE RECORDS SCKEDULE 6 

!lQ."". DESCRIPTlo.~ OF RECORDS 

and cQQpuuttcn,. Included Is 1nfOl'Q!tion 
showt ng prQ:lh~ adJustaents. c:gyerage. 
fundtng. bt111ng. and losses itl(llrred. 

o. Cases assigned to or adi:linlstered by 
OOE upon contract cCRpletfGn or 
tergtnat 101"1. 

b. Cases for whtCh DOE hiS no ob1tg,ttGn 
or 114btltty ofter contract cl;lOlpletton 
or terotn4t ton. 

RETENTION PERIOD 

80 )'ellrs after 
contract cClHpletton 
or tomtnatlon_ 

6 yea" after 
centract cCGplet ton 
o.r tem1 nation. 



r
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00£ REcoaos SCI<[!ME 1

ElP[IlDIYlJR£ ACtoo~lll'G RECI);lOS

hpendttltrfo <lICCQunting r«onts 4rC Uti leod~rs .rId related docu~nts aatntatncd
to show in lut:1:\lry fashton he. funds, apprQprtottd ,nd non4lpprcpr14ted, ue
spent dter ,11oment by tlte Office of ItIin.~nt .nd Dudgot tOMB). and the
sources and nature of any receipts. Thl key recordS ue the gene,•• ledger
.ccovnts. lIlh1th conUtllrtl!. IS I llP1tt. the !tent of the accounting sysleQ. The
ledgers ~rtle UIO ftnarchl sUlus and ftnanctal tr,nuctlons and show the
current sUtus of fundS ,."tltblt for Ilpertdlture. the &QOu.nU d,.e and col1tCtC'd
for the account of Ute Gon1"tCent. accee::u14t~ upendlturl'l and Ihb1l1ttes. jlnd
ttl' ....lut$ of stoc\., tq:.ltJ;Qtnt, .nd oUer P'oPe"rtl in DOl eultoc:l,. £apendtturc
accoutlttr;g reeord, .,. controls th.at 'enl not only as cltlttr,1 t1se41 rKerds.
but .1$0 ts I prt~ry source of data fer top Qana~nt concerned .lth agency
solveney. with e_pendllures. and NUh pr09rttiJ costs.

The geMral ledgers are Subdhlded Into arbltrorUy ,rluted ,ccCMlnl titles.
""Ieh .rc btsed Oft pro;rcas. proJecU. casu. ,nd fundS. ~pporttn9 thtc;
,re I VOUP of Sllbsldl4ryled9tN 4M Plperl fu:rt~r deUU1n9 the Infaraa-
tlen In the ~ral Itd9t" or S.,...ln9 u posting oed" to thl It'dge" thto-
Itl..s. to ttle tdt'lt thit tbe7 reflKt .pproprlatton ear>endttures. the
gene-r,l ledgers ..rl SllPported bl .lIctalnt ledgers .....ICh It ,II tl;:aes show
the cu-rrent unottl19lttd balance o( funds ,"oUed for specHIC ,~nc:l purposes
and therebl pro'tlde • safeguard .galnst o'ter expendtture bl optr.tlng offlchls.
tlte al1otA!!nt ItdfJrs are general controls ower expendlturu. and tlte, In turn
'IIlmrt.e and a.. supported b1 cr)ro detatled controls that nol'Cl41l1 Uke the
fom of projKt cr Job orders 'lhle" authorlJl! e...ct And speclftc elpendltures.

The $CNrces of dau th.ot iF. posted to t~ ledger files 're s~,t dhtrse.
but they fall Into hlQ 9tnero' g:roups:

•• COpies of ".rlous etll1gltlCn or e.pendlture dccu:.l\ts. such as w~tlc!rs

and SChedullS. IIIftlc" flow through the ledger unit for p3stlng.

b. Journal 'touchers and siratl., tnttrnal central docu:.nU created to 4utl'tOrhc
and comey entrtes to the gener.1 ledgtr.

As the centr.llZed flsc,l record. the geoneral ledgers ulttlIloItel, s~rize
storn. phnt ••h:S cosl tcC"'P1tfng elatl. -.tIlch are treated In a uparate
SChedule. but tl'te$o are O-nl, senr.1 aspecu of the total lltd~r ICCQU:lts.
Ccnwquentl,. the 1e4~rs art the $-curet of the dati tncl~ tn the baste
.;:portIOICInt ,.ports to the l)i!9 ,and UW Treasury Dt~~tl.t••nd o"ter.11

O;~~S(~h~~:~ ~~~t:~ .m~~h~u::,'1:~t~t:Y~~~;-~:.t~c::~:~
ledger accounts ts normall, conSidered b, Goner.l Accc~ntln9 Office auditors
to be tndlcathe of Ute SUlt41bf1lty of an .genc1'·s enUre aCCQlJnUng syltEr:l
and the ..lhlllllt1 of Its fino..111 dolO.

DOE RECORDS SCHEDULE 1

~1:f:~~::U:: :~:s~~~o~:f'I~:,~:~O~= ~::~:: ~:::~c~o~f~~2~p::~~:g=~~,e
dlspoSttlon tnstruct1o.ttS.

In no fttlrt Ny dlspos.1 bt' QAde of records perutnl"9 to 4CCOU'...U. clatas..
or 4eO.oncls II'I'tDlwing the Gonrnwent of tt\e United Sute-s Witch 1'Ia'llt "ot been
stttied or adjusted b1 the General Acc~ntlnt Office .Ithout wrlU.en aOMo'tal of
the CODptrol1er Gentr.l. IS required b144 U.S.C. 3309.
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I1EM
!m<... DESCRIPTION OF RECORDS

I. (R[SERV£D)

2. GENUA!. AttMlll1G LEDGERS. roe..... I
.CCOllnts teCI9*rs l shOW1ng debit and credit
entrtlS. and rtflecttl\9 e.pendtturlltS In
'1u::1:l.1ry.

J. APPRDPRIA1l0N ALLOTMENT FILES. Allotatnt
reco1"ds showlng status of obligations .nd
allotaents under tICh .uthortzed
approprfat ton.

£IPEIo1lIYlJRE ACCWNllliG I'OSTlICG _ COlllRlX.
. '(Lts. RK~raS uUd IS po,t1~ aftli control

cw.:aTi. suttstdt.ry to the gener.l Ind
.11otaent led9lrs. Ind not ehetmere
covered tn thts sc~edule.

•• Original ~Ord,.

b. ",pie,.

RETENTION PERIOIl

10 ,ears afttr the close
af the fl $C.l ,lIr
In"ohed.

:0 years after the close
of the ftscal year
Inwolwed.

J yeats.

2 years.

r 

""" co:. 

~ r:: 
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00£ REcoaDS StHlOUtE 1 

ElPEfllllnJRE ACtoo~lIl1G RECQ;lOS 

hpend1turf' <lCCQunttng f"«OrdS 4rC Uti leod~rs .rId related docu~nts aaintatncd 
to show in lut:1:\lry fashton he. funds, apprQprtottd ,nd nonapprcpr14ted. ue 
spent dter olloment by tlte Office of ItIIn.~nt .nd Dudgot (OM8). and the 
sources and nature of any receipts. Thl key recordS Ire the gener.' ledger 
.ccovnts. 1IIh1th conttttlrte. IS I fIP1tt. the hent of the accounting SIS.teQ. The 
ledgers ~rtle UIO ftnarchl sUtus and ftnanctal tr,,,uctlons and show the 
current sUtus of fundS ,."tltblt for IlpertdUu,e. the &Q)u.nts d,.e and col1tCtC'd 
for the account of Ute Gon1"tCent. accee::u14t~ upendlturH and lhb1I1tt.s. jlnd 
ttc ..... lue$ of stoc\., tq:.ltJ;Qtnt, .nd oUer P-QPe"rtl in DOl custody_ £apendtturc 
accQu.ftttr;g reeord, .,. controls th.at 'enl not only as (ftlttr •• f1se41 rKeNs. 
but .1$0 ts I prt~ry source of data fer top Qana~nt toncerned .tth agency 
solveney. with e.pendllures, and NUh pr09rttO:l costs. 

The geMral ledgers are Subdhlded Into arbltrarU, ,rltated ,ccCMlnt titles. 
"'feh .rc btsed Oft pro;rca5. proJecu, casU •• nd fundS. ~pportfn9 thtc; 
.re. VOUP of sllbstdI4ryled9tF"S 4nd paperl f"rt~r deUUtn9 the Infaraa· 
tlcn In the ~ral ltd9f" or S.,...ln9 " posttng oed" to thl It'dge" thto
ultes. to tfle tdtflt thlt tbe7 reflKt .ppropriation eapendltures, the 
gene-r,l ledgers ,rl supported bl .1Icttllnt ledgers, .... tch At .11 tt;:aes show 
thl cu-rrent unottllgolttd b.lance o( funds ,Uotted for speciftc .~nc:l purposes 
and thereb, pro'ttde • safeguard .gatnst o'ter expenditure bl optratlng officials. 
tlte al1otA!!nt ltd9Jrs are general controls ower expendttur81. and tlte, tn turn 
slIlmrt •• and .nt '.wortod b1 cr)ro dotltlod controls that ".",,111 uke tho 
fom of projKt cr Job orders -.hlc" authorlJ1! ellltt 4nd 'pectttc elpendttures. 

The J(Nrtes of dau th.ot .rt posted to t~ ledger fIles are s~.t dher1t, 
but they fall Into hlO 9tnero' g:roups: 

•• COpies of ".rtous ctll191ticn or e.ptndlture dCCU!llI\U, such AS w~hC!rs 
and SChedu11S, IIIfttc" flow through the ledger unit for p3stlng. 

b. Journal 'touchers aM slratlar Inttrna. centrol docu:.nU created to autttorhc 
and comey entries to the gener.1 ledglr. 

As the centr.llied flsc.l record. thl' geoneral ledgers ulttllloltel, s~rize 
stOrM, plAn.t, .h:S cosl tcc~t1ng elatl, .tIlch are treated tn a uparate 
schedule, b.ut tl'teSe are enl, sewer.1 npecu of the toUI led~r ICCQU:lts. 
Ccnsequentl,. 1M 1e4~n are tM $CNrct of the diU tncl~ In the baste 
.;:portI01C1nt ,.ports to the I)I!S ,and UW Treasury De~~tl.t, .M o"ter.11 

O;~~S (~h~~:! ~~~t:~ .m~~h ~u::, '1:~I~t:' ~~~;-~:I t~c::!~:~ 
ledger accounts Is normall, considered bl Goner.l Accca.ntfng Offtce audttors 
to be tnd1cathe of tlte sutt41b11tt, of an .geney·s enUre .CCOlJnting systEr:l 
.nd the "lhl>t1tt1 of Its ftn.",,1I1 d.U. 

DOE RECORDS SCHEDULE 1 

~I!f:~~::u:: :~:s ~~~o~:f'I~:t~:~O~= ~::~:: ~:::~c~O ~f~!;2!p::!~:g=~~,e 
dllPOSltton tnstructlens. 

In no fttlrt Ny dhpoul bt> QAde of records perUInt"9 to 4CCOU:'1U, chtas.. 
or 4eO.oncls tmolwlng the GonrTlNent of tM Unltt'd Sutes waich I'll.,. "ot been 
stttled or adjusted bl the General Acc~ntlnt Office .lthout .r1U.en aCMo'tal of 
the CODptrol1er Gentrl1, " required b144 U.S.C. 3309. 

ITEM 
~ DESCRIPTION OF RECORDS 

I. (RESERVED) 

2. G(II£RAI. AttMTlIIG l£DG{RS. roe ..... I 
.CCQllnts teCI9*". shOW1ng debit and credit 
entrtlS, and rt'lecttrt9 e.pendtturlltS In 
'Su::l:l.lry. 

J. APPROPRIATION ALLOTMENT FILES. Allotaont 
records Showln9 status of obligatfons .nd 
a110taents under tICh .uther.zed 
approprht ton. 

t • [IPElo1llnJRE ACCW.TlIiG POSTlIIG _ COlITR(X. 
. flLU. RKOraS uUd n PGSUn9 aftli control 
c;;ar.. subs.d •• ry to the gener.l and 
.11ataent led9l". Ind nat ehetmere 
covered tn this sc~edu1 e. 

•• Orlgt.,l ~Ords. 

b. "'pt ••• 

RETE~TION PERIOD 

10 ,ears afttr the close 
of the fl se,l ,lIr 
In"olved. 

:0 years .fter the close 
of the ftscal yur 
tn.olved. 

J years. 

2 lears. 

Attachment IV-l 
Page 75 (thru 86) 



DOE 1324.2
5-28-80

DOl: R£coans StI<[IlUl[ B

STOIn. nAllT. ANl COST ACClIWITlNG R£CoallS

SPKleUud stores, phnt, .nd cost .cc....tlng recOrdS .re ...Int.lned to
ron.et tile not .....t.". lIOrth of Ils .nou ond perlodlcell, tilts. rec.rds
're reconciled with tile soPP" d.U refhcted I. stoct Inv.nt• .,. rKOrdS~
tl:cIIcvflr. then I"t'COrdt: Ir. nat Pf'otvta:ent Plpen. ArfI records cruted prior to
1-21·21 ""st !HI .ffered to the 1IIt100l1 Archl.es end R_s Strvlc. bof.re
eppl,lnt tiles. disposition l.nNCtl••s.

I. StOf"ltI ~n"un. Thes. f'tCCn:!$ ,ro DllntltMd to pI"'Ofide pencn,al
,"GUnU 11 or the rteo't4 .nd cllStod1 0' ~terilis and to ~fde
I.f."",tlo. IS to tile .....U". worth .f lOch serl.ls. CltstodJ' Is
tSUllllshtd III .ccGlpllshcd c.pltS of ...terl.1 _nt doc_.U. end
nores .cc"""tlng l.fo....tI•• dlt. ero 00"",11, 1-.1 .nd ..,...Ud.ted"" "".ns .f rec.rds .I>l ret Itted to Htldq\l..t.rs. ""ore tilt
I.fo....tl.. Is used for proc nt pIIMI.g. bvdget••I>l .ther .....gs;ent
_Its. Tlltso rKOrdS do not 1nc:lodO ""pers reflectl.g the p!\JsI.11
__nt••f ...·.'..1 to Ind froo sto"se pol.U••lthough tht1 ..., be

~':::~tI;'~~~l·rtdge~~:::~o. pl.nt ••1.. Is .Iso ...n.lll. I.

b. Pli.t Accounting. Thele records consist prl rlll of c.rd' rec.rdlng
ili. princiPii c....ct.rlstl•• of t"h It f p~I..1 pl.nt .I>l eqolll'ltnt.
Inc:ludlng ro.1 propertl' Tht1 .onstltoSt FI...rlll • t,po of I••••t• ..,
control. but I••ddltlon .ro • FI••IPlI .ourc' of d.t. on the c.pltel
t..ess...nt In Ph1.lc.1 pl.nt (IS dlstillSolslled frca ...Int.unc••r operAting
costsJ and othlr Ile=s 'not nGl"Dlll1 represented In I stCln' or stoct Innn
lOry 5yUKI. ~ry d,tI en plant value Is .ho available In pertinent
ge"rAl ledlO' .CCount••

Col COlt~(OUnttn," The10 rf(Ot'dS .re deltgned to '(:CUQlhte and show dlta
en £ cosh 0 opernion. Ute dtnct 1M indtrect costs of production.
1dI1.lst..tlon, .nd tho porfo nc••f prosr.. fomctl.ns. Th. d.U, wIIlch
.......",1111 .«....hled bl n••f c.st roports .nd .uthtlcs .c.....hUd
~) .porotlng p.rs.",.ol ••r. ultl ...Uly posted t. the .cc.onts In the se.eral
ledgar. c.ncel'l\ed with oper.tlng .nd pr.gr", u. Kllerhl c••ts Inf.....
tl.n Is colhcted by posting rt<;ul'I~I.ns f.r serhl .r preeur....nl
doc"",nu :0 Inte..,...l.te r.c.rds. ,od l.b.r c••t Inf.....II.. Is obt.lned bl
ch."lng I"......pol>ltd on lodl.ldo.l J.bS ,I>l prQj.cts .sslgned c.ntr.1
_ert f.r c.st control purposes. C.st d.U .re utlllled tn ...I••tlngK_ ., .porotl.n .nd I. F'Plrl.s !lodgel ••tl...te,.

l!O( RtWlDS S(Il(IlllI[ B
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lTD!
!!h.. O£SOl"T1ll.'l or R£CoallS

I. PlJolST AC~~TlN: FillS. PI.nt .cc,",t
UrdS • eagen perUI n'n9 to Itructurn.

Rn£NTlo.~ PUIOO

T. I>t ClllUlntd.

z. IRUERYfDI

3. STOil£S INl'OIC£ rnn. In••lc...r 3 ye.rs.
cqutv.leftt pjpers uUd for storn
«countl ng purpos...

4. STOI£S ACCIlllNTlNG FILES. Sto....s .ccountlng 3 ye....
returns Ina r~ru.

s.

6.

,.

~~:£tn~~~~~I~i:~~:~~:S~.(~~~rn:e~U. 2,M.

PIA.~T ACClICNT!NG FillS. Pl,nt .(c..nt c,rdS 3 ,.," .n.r 1\... h
Ina \ea91n. od.er than those descr1brd in withdrawn frCt\ phnt
1\... I. .ccount.

COST ACCO\iNT!ml R£POilTS.

,. tapirs in l.Itltu rtcebing reporU.

b. Coph, I. repo,tlng units••I>l
rehttd war" P'CJOrs.

COST R£POilT DATl FIlES. ltdge... I.m••
aid Nc.Fiine ,..corGs uSed to acc~l.te dolt.
fat use In Cou reports.

a. ltd9lrs 4ftd foms.

b. Mlefttfle records.

til Delill clrels.

(2) S......, 1 Urd,.

(3) "llull~tcns.

3 ye..S.

J years.

3 ye••s.

1 ,..,.
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ITEII 

DO!: R[CoanS SCI<£I)Ul[ B 

STOIU. nAIIT. ANI COST ACCCWiTlNG R[toans 

SPKI.ltud stores. phnt •• nd cost .cc .... tlng recOrdS .re ... Int.lned to 
ronlct t ... Oft ..... t • .,. IIOrth of Ils 'UtU .... perlodlcall, tlln. reo.rds 
.... roc ... lled .ltII t ... '.fPI1 d.U ... f,"cted In stoct I ... nt • .,. rec.rdS~ 
hclcvflr. thin I"t'COrdt: ar. nat Pf'otvta:ent Plpen. AlfI records cruted prior to 
1-21-21 cust ..... ffered to the 1IIt1 ... 1 Arcb"" .nd ioconl. So,.,lc. bof .... 
'fpI7tr'9 t ..... dlspo.ltlon I.n"",tlcn •• 

I. StOt"ltI ~n"uro. Thes. rtCcn:!$ .ro DllntltMd to pI"'Oftde pencn,al 
,"GUnU 11 or the rteo't4 .nd CllStod,t 0' ~terilis and to ~fde 
Inf • .""tlon IS to t ........ 11.,. werth of lOch ... terl.ls. CostcdJ' Is 
tSUl>ltshod b1 ,,,,",plt.hed ccpltS .f IIIterl.1 __ nt doc"",o" •• nd 
n ..... ,cc"""tlng l.f ..... tI.n dltl .re .. .""tl7 ...,1-.1 Ind co.solldated 
"" "".ns .f reo.rd •• hl ... t ........ IUed to HeldqtlJnlrs. ""ere tile 
Info .... ttCII Is used f.r ~nc" ...... nt pl_lng. bvdget •• hl .ther ..... gs;e.ll _so.. TIIn. record. d. not Inclod. ""pers roflectlng the phJslcal 
__ nt •• f ... • .... 1 to .... fr ... stOtiSO pol.". Ilthoogh t..., "'1 be 

~':::~t I;'~~!l·rtdge~~::!~ •• pl.nt •• 1 .. Is lis ... In.bl. In 

b. Phnt Acc ... "ng. The ..... cords consist frl ... rll1 of ClrdS ..... rdlng 
iii. frlncl""i cblractlrhtlci of t"h It ... of p~lcal plant Ihl equl..,.nt. 
Including .... 1 frOptrtl' ThO)' constllute FI ... rIl7 I type of In ••• tory 
control, but In add" Ion .ro a Flncl",,1 lource of d.tl on the c.pltll 
I .... ""'nt I. PhI.lc.1 pl •• t (n dlnlosulsbed frca ... Inte ..... or operating 
costsJ .nd othlr Ilt=lS 'not nGl"DIlly represented In I sten or stock innn
lOry lyUKI. ~ry d'lI on plant value II aho available tn pertinent 
geMr.1 ledgo. 'CC"ntl. 

c.. cos.t~(ou"ttn,. The10 rec:ords .re deltgned to 'c(UQ.lhte and show d'ta 
en £ cOlh 0 operltion. Ute dlnet and indtrect costs of production • 
.... I_!st .. tto •• and the> porfo ....... of proS'" f..,ctlons. The dIU. which 
...... ",1117 ....... hled by .... nl of C.1l ropons •• d IUllstlcs .c ..... hted 
~) • .,.ratl., p.rs .... I •• r. ultl ... Ul7 posted t. the .cc.unu In the soneral 
ledllrs C ... OMled with oplrotln, ,nd fr.sr", cosU. Klterlll C.lts Inf ...... -
tto. Is colhcted by postIng .t<;ul.I~I.ns for ... te.1I1 .r procurOOlOnt 
doc"",nU :0 Inl.~late rlcords •• nd labor COlt Inf ..... ".., IS obt.lned b1 
chuglngt' ..... tapehled on Indlvldu.1 J.bS Ihl prQjecU aSSIgned co.tr.1 
_ers f.r COil control purpoStI. COil daU are uttllled I .... Iuattng 
ecOllClCl7 .f operotl •• ,nd In F.ptrlng budget .s""'te •• 

(!O( RtW>DS SCl<£DlII£ 8 

!!h.. DfSClUPTlCl.'I or R[Coa!)S Rn[NTlo.~ PERIllO 

To be Obtained. I. PlMT AC~~TlN) FIllS. PI.nt .C."",l 
uras • cagen perUI "'ng to Itruclurn .. 

l. IRESERYEDI 

3. STOiI£S IHl"OIt£ rnu. In •• lclI or 3 years. 
cqutv.leftt pjpers uttd for st.orn 
..... nllng P"POSH. 

4. STOlES ACCDlIMTlt;G FillS. Stores Ie counting 3 ye.r •• 
returns ,na r~ru. 

s. 

6. 

,. 

8. 

~!:£tn~~~~!I~i:~~:~~:s~c.~~~rn:-~u. l7"",· 

PlA.~T ACCOCNT!t;G FIlES. PI.nt aCc .. nt ClrdS 3 y .... an.r It ... Is ,na \ea91n. ou.er than t.hose des.cr1brd in withdrawn frCl':\ ph"t 
It", I. ICCOU.t. 

COST ACCO\iNTlml R(POiITS. 

,. Caplrs in urttu ftceh'ing reports. 

b. Cop lei In "po.tI.g unln •• hl 
rehtld war" P'CJOrs. 

COST R[POiIT DATA FlUS. ledge ... loml. 
ah! Nc.Fiine ,..corGs uSed to acc~l.te d't. 
fat use tn Cou reports. 

a. ltd9lrs 4ftd fam,. 

b. Micfttfle record,_ 

111 Doull ClrdS. 

III S ...... '1 Urdl. 

131 hbo"~I •••• 

3 yea ... 

1 years .. 

3 ye •• s. 

6 ClCftt.hs_ 

6 ~nttt1. 

110"· 
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DOE REtollOS SO<!OUU 9

Til'El ABl ~TATIO_ REtoaDS

T"" KflIedule cow,r, ft«u"ds perUtnb9 to tl\e QOyecent of <gooch .nd ~"'O"S
llftdn Go'tf"R2nl onte',. RlCords 11'lC.ude btl 11 of Jading, tr4lnsporUUon
'.qUllts, vouer,," ••nd .nSOCI4ted recordS, Including thasa prescribed by
Tttl. S of the General Accounting Ofttce PottCY ,nd Procedures "'n".I, Copies
of SQC:If records used to su~pcrt PlJtQntl bica:e e1thir pan or (fi, ncountabl,
oUI(I"" accounts, or &Cc~nttn9 PDlttn9 atdta. Their disposition Ny be
cow.red b1 ReeOrds SC:bedu't 6, 1t~ 1. Records SChedule 7, iteQ 4i or ttccs 1
,I'd 3 of this $Che4wl ••

I. MoYecent of Goods. The ttl record IS the bill of hdin9. 0' -.htcP'l there
.re copiltS 10-,. COn,'if'IO', COt\st.;tlH. ud urrter. PIpe" r,hted to ,nd
nQnOIIl1, ft1.c1 .tt" the btll of lading .re v.rted, often 'foll.Rlnous, and Ny
consist of shortl9t 41nd deaurr.ge reports. Invoices. and other descrtpthe
dlta dlXUMlenttn9 the tr.n$.etton. Included ne records relating to the
shtpgent of household tffects. iuthorhed by law and reguhttons for Qtl t·
ur)' personnel .nd for chUbn ecplolOl' of the Govl!ncent. When DOE shtp,
certe1n viluabll'l c.:net.r the Gov.rmtnt Los""s 1n Sh1p:1tnt Act. t1f\tch eftS~re1
iiitnlt loss. 00£ retains cop11'1 of s.chedul.s of aatert.1 ,htppM. papa"
,.Iatlng to cl.tes "'tetl CoIl' ens""••nd other perttnent 4oC:l.atnt$. Haurd·
c.lS tait ....t.1 sMpptn9 Pld'91~ records Irt aho tnduded.

b. MoYt'CII!nt of P.,,04\S is dOCu:;:lfnted .,untl.l1.1 by ccptes of V .... orders.
ILltrtOrbtng tr... i attd Subsequent Pt)'llItnt. and st.nd.rd 'ora 'touchers
,t1owing pa,yl:lltnt for offtctal travel. The prtc:ury copt.s of the travel

::;~,~~~gt~.~:~::a~~Y:r::=f~=~:~R~ndb~~~t~:=~~a~~~~:~ce
of futlds.

ITl"
~ OlSCRIPTlDlI or RECOllDS

3 y~ars.

Unt t I 'lLncJl .re
oblig.ltll<l.

1 ,,,r ",f\rr 411
tntr;~ 01'1 th~

recerCl, .,..
cleared.

RETE_TlO_ PERIOD

DOE RECORDS ~CHEOUlE 9

b. AccounUbtl tty recerds docUCle'ntifti the
tuYe 01" receipt of acc:ount.tbl. docu·
Cltnts iftolohtd In the travel .tId
transporut Ion flOftct 101\s.

•• Trayel ~~tnhtr.Uye office fl1es.

~. G(IiERAI. TRAVEL AllO TWsPDRTATlD~ FlLES.
these ~re revt ine iCElinlsir4u". Ii I.,.
reUlrttd lo~ enouC)h to wrve re"rtnce
needS and not COYlrO\1 ehhlhere In thh
sChedule.

6. HAlAADOUS MATUIAl (radioactive and fissUe Oeostroy'" tUrs
NUfial) shipping packaging ut'cords 4;fter Cert "lute
tnchldlng ern tftcales of CCl:iplhncr. of C(ll:lpl hncr has
Safety AnAlysis a.ports for P4ehgtnq lSARP), te,.;:,tn4tecl. unhn
naluations of SARP's. liet·nses, Ultnd.=-rnu infom.ltion is
to ltcensts. af'ld qu.ltty nSloT4nce records rKllVed InQtC41tt~g

doCl&:lenttng ptCk'C;t"9 deslgr.. fa.brlutlon. that ~netlIt'd "lr IS
~tnt~ancl, line! use tn cQ:lphanu .. tttl csefinUel, .nttctpotted.
est4blhhed "fet, and engtrteert"9
5lanlJards.

ITE"
!!!:.... DESCRIPTIO_ OF RECORDS

RlTUTlDlI PERIOD

FR£lGHT fill'. Rocords ..laU09 to frolpt
consisttng 0 ••port certtftcltes. tranSit
cef'tiftcates, dec::urr,ge' Cit record books.
shtpptog doc....nu perttne<lt to frot9ht
chssUtcltton. =aes:oranch~ copt IS of GOvtrmtnt
or cClCClu'ct.1 bUh of lading. shoruVi .rId
~r. rtpOrts. af'ld .11 supporttng dOCvr:enU.
and tnclvdtng rcccrds rel4tlng to tbe Stltpctnt
of """sehold VOOds.

I.

r

r DOl REtIRDS SCH[OUll 9

ITl"
!!h.. DlSCRIPTlDll Of RlCORDS RUE_TlON PERIOD.. Issuing offtco c::IeQOr.ncllI' copt" J years•

ather ttl..n those Identlfted tn ld.

o. All othOr (optO$ \ ye.r.

c. bghters and control rtCGl"ds. J yean.

d. Records on tntern~ttona1'StltplOQnts 6 years Ifter
of household 900dS =oved by 'retiht too pertod of
fONat'ders. the account.

2. lO~T OR DAMAGED SHIPI<!NTS FILES. SClledul.. 3 ye.,...
Of "'KAbles s-hlPPfd. corrupcndente. CC!CiIO-
r.ndt. reports••nd Clothtt' rt<G1"ds ...httng to
tht aetnl str.t ten of tt\e Gonm:::ent Lo"e,
to Sht_nt Act.

3. PASSE!!G(R TRAIISPORTATION flUS. _rall<l""
coptes Of \touchers (SF uiDl). Ql:IJOr.ndut2 coptes
of traMport.t1.n r~utsts (Sr 1169). troyel
authortlilions. transpcrtatton request registers •
•ReI .11 support t 09 p....,...

•• lssutng office QCQOrtnd\tl ccpt.

b. Clt1t9'ttan QtaOrWl&I cop)'.

c. Unused ttcket rtd~ptton foras.
such .s sr 1170.

J ,-ars.

Unt t1 funds lire
ol>lIg.tll<l.

Unttl nO langar
neeeted for
.1ntstrlltive
use.

t. PASSEII(;{R RlIl<ilWlSlI<!NT FlUS. Records
reintng to rt1=UNing tndhtduah. swe" u
tr.nl orden. per dte:l VCl.OChltr's. lr4nSpOrt,·
ttGn requests, fIOt.1 ,.....,..,attons. and .all
bpporttng P.lpe's doc~t'lttn9 afftchl v ....
by offtcen. e=ployeos. d~Plndeltts. or atbars
a"thor.'ed by Ia. to tranl.

r 

r 
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2. 

DOE RECOlIOS SCKlDUU 9 

T"'(l !B) ~TATIO. R(ClJaDS 

T"" Kflledule cow,rs rt«u"ds perUtnb9 to tl'ae QOyecent of <goods .nd ~"'O"S 
Ilftdu Govtf"R2nt onle',. Records include btl 11 of Jading, transportaUon 
"qUilts. VOUCh,"_ .nd .nSOCI4ted recordS, including thasa proscribed by 
Tttl. S of the General Accounting Ofttce PolicY ,nd Procedures "'n".I. Copies 
of SQC:If records used to su~pcrt PlJtIlntl bica:e e1thir pan Of (fi, ncountabl, 
OU'(I"" accounts, or &Cc~nttn9 polttn9 atdta. Their disposition Ny be 
COWtred by ReeOrds Sc:bed"l. 6, 1t~ 1. Records Schedule 7, iteQ 4i or ttccs 1 
,nd 1 of this $Che4wl •• 

I. MoYecent of Goods_ The ttl rKord IS the bill of hdln9. Of .rltcP'I thlre 
ere COPlltS '0-,. COnS'if'IO', COt\Sl-;tlH. end urrter. PIpe" r,hted to ,nd 
nQnOII111 ft1.c1 .tttll the btll of lading .re v.rted, often 'foll.Rtnous, and Ny 
consISt of shortl9t Ind deaurr.ge reports. Invoices. and other descrtpthe 
eIIta dIXUMlenttn9 the trenseetlon. Incl .. ded ne records relating to the 
shtpgent of household effects, iuthorhed by law and reguhttons for Qil t· 
ur)' personnel .nd for chUb,. ecployo., of the Gowencent. When DOE ship, 
certe1n vil",,!)l ... "net.r the Gov.rmtnt Los"", in Sh1p:1tnt Act. "'tet! eftS~rH 
iiitnlt loss. 00£ retains copt ... of s.chedul.s of altert41 ,htppM. paprn 
,.Iatlng to cl.tes "'leh CoIl' ens"". end other perttnent 4oc\atntt. HaUrd· 
~, taiU·rt.1 sMppln9 Pld.'91~ records an aha Ittduded. 

b. MoYl'CII!nt of p,rsOftS Is dOCu:;:lfnted esuntla"y by ccp1e, of v .. ,1 orders, 
lutrtOrbtng tr ... i attd Subsequent Pf1lIIInt. and standard 'ora 'touchers 
, .. owing pl.)'l:IItnt for offlctal traval. The pr1c:ur)' copt.s of the travel 

::;~,~~~g t~ .~!~::a~~Y:r::=f :.!=~:!R~nd b~~~ t~:=~~a!!~~~!~co 
of flUIds. 

1T1" 
~ OESCRIPTlOlI or A[COIIDS RETUTlOlI PIAIOD 

I. FREIGHT fill,. RKords relaUng to frolSht 
CGtlststtng 0 •• port certtftc.ates. tranSit 
certificates, dec::urr&ge Cit record books. 
shlpplog doc .... nu pertlne<lt to f .. 19ht 
clissUteltton. =aes:oranch~ copt IS of GOYlrmtnt 
or eocclu·ct.1 btlls of ladtng, shoruVi .nd 
~r. rtpOrt'l. arid all supporttng dOevr:enU. 
and tnelvdlng rcccrds rel4ttng to tbe Stllpeent 
of """whold iOOds. 

DO! R!CtRDS SCHUlUI.[ 9 

O[stRIPTlOlI Of RECORDS RETENTION PERIOD .. Issuing offtco c::JeQOr.nclII' coptH 1 years • 
ather th.n thou Identified 1n ld. 

b. All othOr (opln 1 year. 

c. Registers and control rtCGrds. J yean. 

d. ReCCrds on tntern~ttonal'StltplOQnt' 6 years dter 
of household 900dS =oved by 'retiht too perIod of 
faNat'ders. the account. 

lOST oa DMlGEO SHIPICINTS filES. Schedul.. 3 ye.rs. 
Of u)KAbies s-hlpPfd. corrupcnc1ente. cecao-
renchi. ~rts •• M Gth.,. rt<G1"d-s relating to 
thit .etnl strat len of tt\e Gove-m::ent Lon., 
In Sht_nt Act. 

3. PASSE!!G(R TilIISPORTATJDN fiLES. _raO<l"" 
coptes Of wouchers (SF uiDl), QCIJOrandut2 copies 
of traMport.t1.n r~utsto (Sr 1169), trayel 
authorlZlttons. transpcrtation req .... st registers • 
• nd III s uppo rt I n9 p .... rs. 

a. lssuing office acaortnd\tl (cpt. 

b. Clt1t9'tton CItaOrWI&I cop)'. 

c. Unused ttcket rtd~ptlO" fOI'O$. 
such .s Sf 1170. 

I. PASS[IIQA RElI<SIJ;IS[ICINT flUS. Rocordo 
,..inlng to rll=UNing tndhtduals. swe" u 
trenl orden. per dle:l WClooChltrS. transport.· 
ttGn requests, fIOt,1 ,..,.,..,attons, and .11 
bppor'ttng p.lpers doc~t'lttng offtchl tr ..... 
by offlcan. e=ployees. d~Plndal¢s, or atbars 
allthor.,ed by lihf to tranl. 

1 ,-ars. 

Unt t1 funds 4I"e 
oI>lIg.tO<l. 

Unttl nO 10ngar 
neeeted for 
.tntstratlwe ..... 

IH" 
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DOE RECORDS SCHEOUlE 9 

!!!:.... DESCRIPTION OF RECoaDS RETENTIO. PERIOD 

•• Tnyel AC!~t"htr.t'ye 01l1co tl1es. 

~. G(IiERAI. TRAnl Al<O TWsPDRTATlO~ FILES. 
These ~re rcvtine iCElinlsirtniw. iii". 
reUhttd lo~ enouC)h to $trve re"rtnu 
needS and not coy,rO\1 ehhlhere In thts 
SChedule. 

b. AccounUbtl tty recerds docuCle'ntir'9 the 
tUIoie' 01" recetpt of acc:ount.tble docu .. 
Cltnts in.ohtd '" the trayel .,., 
transport.t Ion fl.iftct 101\s. 

3 y~ars. 

Unt t I '"ncll .re 
oblig.ltO<l. 

1 ,e.r "fur all 
tntt';~ Of! th~ 
recerd, , ... 
cleared. 

6. HAlAADOUS MATERIAl (radioactive and thstle Oestroy '.t yUrs 
NUfial) shipping packagtftg ueCCrds 4;fter eert "lute 
tnchlding Cert tftcales of C(I:;plhnce, of ((I:Ipl hnce has 
Safety AnAlysts a.ports. for Pad.ogtnq lSARP), te,.;:,'n4tecl. unltn 
naluaUons of SARP's. lice·nses. Ultnd.=-rnu infom.ation is 
to ltcense-s, arid qu.llty nSI..T4nce records r"Klfved tnQtcatt~g 
doCl&lenttng p.lCk'C;'"9 cr .. stv" f4brtutton, that ~ne.d "se IS 
~t"t~ancl, 4Ine! use tn cQ:lphanu .. fth deftnltel, .nttcfpoIted. 
,st4b1hhed ,,'et, and engtrteert"9 
stanlSal"ds. 
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RITfNlIOll PUIOO

OCJ[ RIWlllS SCMlllUlf 10

IClTOR Y[Hla.f ~11l1£1IAllC[ AlGl OP£IlATlo., RfWlllS

Tttes.o records pertltn to the l:in&g~nt, QltfttC'f'l.lf\te .. 1...:1 operation of QQtcr
..hlcles usO<l bl DOE.

OOE Prepertl IllIU_nt Reguhtlen 1119-38 prescrtbes pollcles • ..s pracedures.
su..s.nl fo.... No. Bl II .n .n....1 altor ..hlele report requlrO<l by ttlt feder.1
SUPllll S."lce. Go......1 So"lc.. A4:>1.lIluUe.. Cost.nd 1",.ntol7 centrol
feros .re •••llabl. but .re IIOt _tol7. TIlls SC!Icdule coyers records
pert.lnlng to the dlill uu a..s CPtraUe. of lhe ••hlcllS.

In goM,.I. rltCords pen.tntng to agtor ....htcles reflect I threefold
rcspenslbllll1. la' the "=Iall.. of cost • ..s CPtraUng diU for InterlUl
accou.Ung • ..s "'lUg..,..1 porpo.es .nd for roports Sllll::llltod 10 Iho FO<Ienl
Suppll S."lce ISlIn~'nl Fero No. 82. An...1 Holor Vehicle R.pon); Ib) ",Inl.
...ce of the .ehl.llS. and I., pretecUng lho 1.lOrest of Ihe GOY.m::e.t In
a••ldent .Iat... agatnst It. RocordS ....rst of ch••ffour so"I•• logs .nd
reports .. wehicle "pitr 1M m1nteQftCe check.off sMets .. cost lId9l". and
elalas .crnspolldlnca a..s fa .....

ITEIl
!!!!:.. OESCRIPTlOll or RftllQOS

~. )

6 leus after clSe
Is .losO<l.

1 yen .ft,r yohtcle
leaves DO[ custOdI.

3 years .aftar
~U...tl.....e of
1000sor or ~at. of
NOrtSltHt.

3 ~Ir$ ,fter elite
of report.

I year.

MOTOR YEHla.E REPORT FILES. Reports ..
£Olar Yehle." (other iilln Kcteltnt,
opeullng al>l "'t.t...... reports).

~f~l~H:~L~~~I~~~T.{~L~~~I~::::d.
",1.utnO<l by trlO,porlatl.. offices.

s.

3.

I. lRESUY[D)

2. MOTOR VEHICLE (lJ'UATlNG ~INTfIlAN(E FILES.

I. ~~~\~:\:-;~:~n:~r::S~:;on.
C1l1patehl.g••nd schO<lullng.

b. :::~t:i: :r,:t::·.::~.:.tt'OSI

MOTOR VEHICLE COST fiLES. Holor .ohl.le
lOdger iJ..rtshe.1S prOYtdtng .ost
.net expense diU.

ODE RECDaDS SCH[DIILE ID

IIEHm..... DESCRIPTIO.' DF RECORDS RETENTIOll PERIllO

6.

. 7.

MOTOR YEHla.E RULlS[ fiLES. RocOTd.
rallttng to trlnsf.rl ule. dcn.llttcn.
or eaCbl:nsc of ydl'lc "_

MOTOR \'[Hla.[ DPER.T1Q~. Records rehUng
to indlyidu.' ~'oJte operlt1cn of
GoYem::e.t·...O<I ••hlcl••• tncl~l.g

drhor tests. f;uthar'lnUcn to use. safe
drhlng lWuds. 1M rellttd correspond.nco.

" )'tlrs aftar
vehicle l.nlS
OOE's wstC<l1.

Destrot 3 ,elrs .Uer
Je-p4r4t ton of ecpl01,e
or 3 years dtet
recision of .ulllOrl
IIl10n to opar.at.
fiovetn:ltnt-Olmed
.tIltet•• ""t.hoY.r Is........
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OCJ[ RIWQ)S SCMlOUl[ 10 

ICITOR Y(HIa.£ ~11I1£1IARC£ AAD OP£IlATlo., R[WQ)S 

Tttes.o records pertltn to the l:in&g~nt, QltfttC'f'l.lfLtt' .. 1...:1 operation of QQtcr 
.. htcles us«l bl DllE. 

OOE Prepertl 1II"._nt Roguhtlen 1119.38 prescrtb •• ""ltct ••• ..s preeedures. 
su..s.nI Fo .... No. Bl ..... n .... 1 ",tor .. Mel. rtjlOrt requtre<! by ttoo fedtr.1 
SUPIII, SI ... tC •• Ge ...... 1 So ... tc .. A4:>t.hlrnt... Cost and t .. lntol7 eentrol 
fe", •• rt ••• n.blt but Ire not _tol7. TIlts SCIIcdul. e",rs roeords 
""rtltntng to tho dan, tnt a..s operaUe. of lho .thteln. 

In goMr.l. rltCords pen.tntng to agtor .... htclts reflect I threefold 
,..""nstbnt\1. III the .. =1011 .. 0' ... t • ..s operoUng daU 'or tntornol 
...... tlng • ..s .,.".g..,..t porpo •• s o..s for roports Soll::llttod 10 Ihe F«Io .. 1 
Suppll S .... tc. ISun~'nI Fo .... No. 82. An ... 1 Hotor Vehlcl. Rlport); Ibl ""tnt.· 
.anc. of tho .ehtel .... ..s leI FotecUng lho t.toron of the GOVl""",.t t • 
• cetd.nt clat ... '!IItntt It. Rec.rd. e .. srtt .f chluffour ..... t •• I.g •• ..s 
teports .. wehicle "pitr 1M a.I1nteQftCe checkoff sMets .. cost lNgln, and 
cl.t ... ccrrospo..sa ... a..s f ...... 

mil 
!!!!:.... OESCRIPTlOll or R[CORDS 

I. ImuY(GI 

2. MOTOR VlHlgl IIl'UATlNG ~INT(IIAN([ fiLES. 

3. 

4. 

~. 

I. ~~~\~:\:-;~:~n:~r!:S~:;on. 
Cll$patchtng. l..s schO<lullng. 

b. :::!t:i: :r,:t::,'::~.:.thoSl 
MOTOR VEHICLE COST fiLES. Hotor •• htele 
lOdger iJ ... rt.h •• 1S provtdtng cost 
.net expense diU. 

MOTOR YEHIa.E REPORT FILES. Report. on 
£Olor yehle." (other iilan Ktiel,nt, 
• "",.Ung • ..s .,.tnu,," .. e rtjlOrts'. 

~f~l~H:~L~~~I~!~Tc{!L~~~td::::d' 
.,.t.utnO<l by tran,port.U .. off tee •• 

DOE RECORDS SCHEDIILE 10 

RITINlIOll PUIOO 

I yt ... 

1 yen .ft,,. yohtcle 
leaves DO[ custOd,. 

3 years dtar 
~1S<"U", .. e .f 
l«Isor or date .f 
NOnsltHt. 

l ~Ir$ ,fle,. elite 
.f rtjlOrt • 

6 Ie", after clSe 
'S <Ios«l • 

m..... OESCRIPTlo., OF RECORDS R£TENTlOII PERIOO 

6. 

. 7. 

MOTOI YlHIa.[ R£lLlSl' FlUS. Records 
ntining to trlnsf.rl SIlle. dcn.llticn. 
or eaCbl:nsc of ydl'lc "_ 

MOTOR VlHIa.E III'lRATlO~. RocordS .. hUng 
to indlyidu.' ~'oJte operltion of 
GOYe"""'.t .... «I vehlcl.s, ''''~'.g 
drhor tests. f;uthar'lnUcn to use. safe 
drhlng lWuds. 1M related correspond.nco. 

" )'tlrs aftar 
vehicle I.nn 
OOE's .... tC<\1. 

Oestrot 1 ,ear, .Uer 
Je-par.at ton of ecpl01,e 
or 3 years dtet 
roc's'on of .uthort· 
IItion to opar.at. 
GQyetn:ltnt-OImed 
vthtcl •• ",,'ehoYer II 
soonor. 
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DOC AEClIRDS SCHEDULE II

SPACC At.Il IlAINTEIWiCE RCCORDS

Tbls schedule provl4u r•• the dlspos.1 .f record. relotl.g t.....e••nd
m.1nttMftCO. tlcePt. as tnd1c.ated 1n the nelt pir'vr1ph. RecordS pertain to the
.tq1llsltlon••l1oe.tlon. utllt ..t1.....nd reT.lle or s...ce .nd Inclu<le: h)
roperts sutaltted t. tho _.11 senlces MoI.ht••lIon IS dIrected by fed...1
P",Ptrty lIonI_t ROSUlltl .. IDI-17 (Asslgl':lO.t .nd UtllIZlU•• of SPle.); (b)
........p0n4...o .nd to.......1.lIng t. Ute co::plllUon of dlrect.1'7 sentee
llstlngsl (c) t<lonUflutlon cre<lontllls ..., rollted ICcou.uble record.: 1M
(d) _u ro. buJldl.g .nd 0<l'I1p=tnt Slnlcos.

Thh schedule ctee. not COYO' (.) copt...f tll..o .....rd. tlllt .... O. l.tev.1
Plrt .f ou.Ublo offleo.'s .cc...ts (schedulo 6), 01' (b) record••f
p Ind supply (schedulo 3).

m"
~ DESCRIPTION or ACCORDS RUENTION PERlllll

I. (R£SERVEO)

2. ODE SPAtE flltS. R...rd. reliUng t. tho
.1IocniOl1, Gtiltznfon. ,nd release of
SPice Un9r DO[ control, .and rellted
reports t. the _ ••1 senlces
Ad:Itnhtrlt ton.

Attachment IV-1
Page 123 (thru 134)

•• Building pll. rll.. 1M rellted
rec.rd. utl1hed I. 'PlCO plIMI.g.
IIsl_nt••nd IdJ..t...t.

b. Rop.rtl.nd correSpond lott.g
t ••p.co h.,dl." a.d requl t••

(I) Roports t. Gentrol sent..s
Ad:II.lstr.tJ.. rtgordlng

=~n~t::.s11'D7.t~~~ton
Dlstrtet .r C.IUIC>II.· Inclu<los
...l.ted Pipers.

(2) Copt .. I. subordl.... rt1>Orttng
unIts ..., ... l.ted wort Pipers.

DOl RECORDS SCHEME 11

2 70'" Ift.r
lOral..tt...r
,"Itgn:ent. ct'~'.IS. h c....lled.
Cf" .men plans are
superseded .r obs.lott.

2 yearl.

I 7O.r.

Untl1 .11 listed
credenttab I.tt
.ccovnted 'or or 5
1o.rs after lOIS,
""lchever h sooner.

liEN
~ DUCRIPTION Of RECORDS RE!£NTlON PERIOD

3. DIRECTORY SERVICE riLES, Cor...spond.nce. 2 &lO.thS .nor
f...... Ina .ti.er rec.ras ...1.Ung t. the h.u.nce .r lUling.
coo;>lhll.n.f dl....t.1'7 SONI.. IIstl.g••

Co CREDENTIAlS FILES. 14enttflcIU.n credentIlls
IlllI ...I.ted paper••

I. l<le.tlflullon cre<lontills Inchldlll9 3 &lOnthS Iftor rot.rn
c.tdS It NdSfl, pus.'. puttng pel"Dtts. to 'ssuing officil.
pIIotogra~.; .nd praptrty. dInIng .
..... • nd vlslters Pllt....nd other
Idontlflc.U•• crtdtnUIls.

b. R..olpU. Indlcu. Ihtlng•• ond
,(countable rtcords.

5. 8UILOIIIl ~ ~IPIl[", sr!Y1C£ FILES.
Requests 'or adlng ,na tq\Ilpc:ent
",Int...nco Slnlc... o.cludlng flsc.1
.coples.

3 A)nUts .'llfr work.
I. ptrf.nood .r
requlsltl •• h
uncoiled.
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liEN 

OOC ACCORDS scHCDULE II 

SPACE At.Il IlAINTEIlANCE RECORDS 

Tbls schedule provl4u fo, the dlsp ... 1 .f records ... Inlng to space OM 
m.1nttMftCO, tleePt. as. tnd1c.ated 1n the nelt pirlvr1ph. RecordS pertain to the 
aCq1llsltton, allocation, utlllut1on, OM ... T .... or spac. OM lnel.<Ie: h) 
ropcrts s"taltled t. Ue Gone,.1 SenICH Molnlstrltlon •• dl ... rted b7 h4.r.1 
.. ",port, lIona_t Res-htton 101-17 (Asslgr:>tnt .04 Utilization of S .... e); (b) 
........ p0n4onc: •• 04 ro ........ Iatlng to the co::pllatlon of dlrertory senlce 
listingS! (c) l<lentlfleotton cre<lentl.h and rehted .ccountable records: 1M 
(d) _U fo, building aM tqIIlpoant IInlcos. 

This schedule clots not COV., (I) eepl .. of th ... records th.lt ...... InttVal 
... rt of •• co.nUbl. onl •• ,'. a«CII.t. (schedul. 6), 01' (b) records of 
~roc ....... nt OM '.1'1'17 (schedule 3). 

mN 
~ DESCRIPTION or AECOIIDS R(T[NTION PEAlDO 

I. (RESERYED) 

Z. DOE SPACE FIUS_ Roc.rd .... htlng to tho 
,1IocniOl1, Gtiltznfon. Ind release of 
SPice Un9r DO[ control, Ind rellted 
...... rts to lIIe Goneral SenICH 
Ad:Itnhtrll ton. 

I. Building plao fll .. 1M rehted 
record. utllhed I ..... ~ pl.MI.g, 
n.l_nt. Ind odJ .. U •• t. 

b. Reports Ind .or ... sponde.ce rel.ttng 
to .pICO holdln" and roqul ....... t •• 

(I) Roports to General Senl.es 
Ad:II.lstrlt Ion regardl.g 

=~.~I::.s l!,o7.t~~~u. 
Olltrlet of CoIUlC>la.· lnel_ 
rellted ...... n. 

(2) Coptts I. subordlnato reportl.g 
•• In and related wort ...... n. 

om: RECOIIDS SCHEME 11 

Z JOars .ft.r 
to",lnatlon of 
,"Itgn:ent. ct' ~ 
lo .. e Is CI .. oned. 
Cf" .men plans are 
superseded or obsolete. 

2 yearl_ 

I JOar • 

!!2:.... O[sCAIPTIGN OF RECORDS RETENTION PERIOD 

3. DIRECTORY StRVItE riLES. torrespaM.nee. 
fCn:tS •• na otMr records rel,t 1ng to the 
COI;>lhtlc. of dlroctary ,onlto Ilstlngl. 

2 .... ths altor 
Is •• a ... of lUting. 

4. CRED£NTloIlS FILES. Ido.tlflt.tlon credentlah 
.... related paperl. 

5. 

•• l<lentlflutlo. cre4antl.\s Incl ... lng 3 .... thl .ftor rot" ... 
c.t'dS It NdSfl. pUS.,. puUng ptl"Dtts. to issuing offiCII. 
phclogr&~S: Ind praport7. dining. 
""'" 1M vhltors pauts. and otller 
IdontlflclUO •• rtdt.U.ls. 

b. R ... lpU. IMI.n. IUtlngl, .04 Until III Ihted 
'Ccountable rtcords. credent tab I.tt 

.ccovnled 'or or 5 
10lrs after lOIS, 
""Ichever Is sooner. 

BUILDIIil ~ ~IPI![N1 SERVICE FILES. 
Requests ror adlng Ina tqUlpc:eftt 
calnt ... _ IInlc ..... cludlng fiscal 
.copln. 

l A)ntttS .'lifr work. 
Is porfo""" 0' 
requhltlon Is 
eo_lied. 

Attachment IV-l 
Page 123 (thru 134) 
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DO( i£toilOS SCM(DuU II

CllIMllI1CATlOlIS atcmns

b. Statistical roports of postago .sod ... 6 ""nths.
outgot ng QI 11 and f .... paid for prhlt.
delhertn (lpee,.l delivery. foreign,
reghttred. certified, and ~rcel polt.
er p.ad.•ps onr • povncls).

c• bqutSlttcm for SU:p, (bclu'hl of 6 ""ntll$.
copies used 11 SUppcrtlng ~nu to
PlJ'Iilllnt ,~chef's).

d. SUttsttC411 reports .,., data rolattn, I YO'"to htlldlln9 of .an alld voll",. of wo.k
porfo",",

o. Records relatlA9 to ctttc:ts. cnh, I year,
..t~'. ~no, o"n. 0" .ny other
..I..bl.. ...,tttod to OIl[ b, ..n.

f. Records of £M rec.lpts fer ASH ancl 6 conth,.
packtges rocohod th.ougll tho Offlc'"
Mall .1Id Mo..onllO' Sonlco,

9· IRESERVEOI

h. Loc.tor UNS, dlrectcrtel. 1ftdeul. S IiIOltths after
'M oUte-r records rel.ting to 0.111 lePiratton or transf.r
del he~ to tnd...td~1s. of tndhtdval or .nn

ablol.te, tIItchntr
Is .~pltcAlllo.

nEll
.!!k.. OESCRIPTION Of RECDaOS RETEllTlOll PERIOO

6. MRII AIIII OElIYERY SERY!t£ CONTROl. fIlU.

a. Aecerds of rtColpt .nd I'04.Ittng of 1 year.
Inc""lng .1Id oul9011llI ",n and Itees
h.ndlod by prhato lIell....,. c""pa.l..
I4a:h U United Plrcel sentc•• luludlt\9
both thos. co..red by It." 5 and tlloso
"led 11 tndea.s to CGrTftPGnctonce
m.s.

D!l! RECoaoS SCM(OUlE II

J years.

2 QQnth,.

1 yt:br.

RETENTlOli PEaIOO

1 ftS(~,. ,eu.

1 }en dter .loIdlt
or .men 1 )'e.r, 01C1.
"'tchewer II looner.

•• (RESUYEO)

b. ~:ruc.~:f:~~n;':~~:ll~l::her
records perutntng to equi~nt

requests. telephone strvlce, .net
1Ike aatters.

c. TeolecOl::::i2lnluUons sUttsttul
reports, tncludtR9 cen lind yol~

IiIlI.

d. Tel&c:G::!I.lntClttons referente .,ouch..,.
fnos.

tt) Refer.nce copte, of vOllther,.
btl h. tnvolCll, and reJjt~

records.

(2) Records ...httng to tnsU.htIOft.
""np. re:::D'l.l, and sen";I""i!
of t'Cl"tpctnt.

I. If:SSUIGU SOllCE filES. o.ny logs.
ustgn;<:em record, .na In'truetht:n,~
dtspiteh records. dolh.t'y rteelpts.
rcute SChedules, and related recOMb.

imNICATlON ClJli£SPOIllE!ltE. REPDaTS.
lFtillilCl fiLlS.

1.

Ttl-I prtnetPit reconll docw:Bftttng (OCQInlcttlon f"nctlons Includo otUlfnger
",..,Ice dIU, tell'Ca::a.a.ntuttoftS service control and oper,ttOM' ACGrdS.

:ifk~'::':: ~gs~~::~":9 t~~~Qlir~~i,:T'~:G~Q~n:,,~=~~~~g a: post
t.lated p,pers. DOt coptos of penalt, aatl ,tportsi .nd recaNt relating to
p,"oto lIel .....,. sonlcos (sllCh .. Unltod P.",ol Sonlcol.

nEll
.!!k.. fl[SCRIPTlOli or REtoilOS

ODE REClJlOS SCKEDulE 12 DOE RECORDS SCHEDulE 11

PO!tTAt !lEe .!lOS. "on Office feros and
Sloipport in.j'PiPe".

•• A~cords relating lo Inccpt~ or 1 ,Ur.
outi,otng rc-Ji's'.ered QltI poUChes.
roghtered. certtfhld, tnsured. and
speCial delhery ... tI. tncludtog
receipts .nd retu:rn rlt.,pU.

b. AppllC1tlon for poU.l re-gtstrltto.n 1 " ....
.N certlflc.te-s of dKhrH Ylll.Ie
of Q4tter 'ubJKt to posUl ,~r9t.

3. TElECDltlJNICRTlo.,S lIfERRTlD!W. filES.

ITE"
~ OESUIPIlOll Of RECORDS

I. COpt" of .grec;:lltftU _Ith b.ttVOUJ'ld
cs.U .nd other recerds ...ht 11\9 to
.g.rte:lents for t.ltc~ltattO-ns

"ntce-s. 8.

I YO" provldod
roconctlhtlon of COIISEC
OIt.r1.1 flu been
c""lliotod.

1 QOnth prowtded
dellruct ton report hu
bo,n ""epared and sant to
allOrlCl COOEC Custodhn.

1 ,ur pro.lded
rwconc 1II,t ton of COt$.lC
QlIterl.1 NS been
eClQPllted.

lyo.r, .fter c-cgpletlcn
of tnl'tsttgatton.

RETUTIOll PERIOO

6 YO''''

(11 '01 C.rd .1Id ,., list Uuge
Reports.

POSTRI. IRREGlURITIES flUS. """'''''''',
corresponliltnce, rcporu .na, other reccrds
relattn9 to 1rresuhrtttos tn tho h.ndllng
of "AU, such as 10$$ or short'ge of post.ge
stoop, or mane, crders. or 1011 or
destruct ton of Q4 t1.

9. CQMStC RlCOIOS, ceR$lstln; of foras.

~~~ ::at:':~:"":~:t~::O~::f:~.
Imento". receipt, and dctUrvctlon of
CCltSEC Q4t.rtQh.

lJ) OUter CCMUC ICCOloInttft9 rcecrds.

(I) talSrC canl fn ...

a. Aecord' of age-nc, tOMSlC tustodhn.

b. AlCo-rd'\ of otlter COMSEC cUItOdta",.

ITE"
~ OESCRIPIlOll OF R£ClJlOS

1. PEIlAl.TY MRII REPORT filES. Offlcl.1 po..lt,
alii report, .iii ali ",.ttd papen.

J d41' .fter
tr.nsatnlc:n.

Unt t1 tho dOle of
tl'l, fhcal year 1n
lIillch Audited •

Drtstro, After
tr.nUllulon•

6 I:'IOtlthS.

RE lE"T1o.~ PER IDO

2 ,..'1"1 after e.plr.tlon
cr unc:ltl1ation of
&g:ree:eont.

a. *'"i' registers. logs, perfomlll(lt
reporu. daU, 1044 ~poru, and
rll.ted and stQtlu r.cords.

b. COpits of inc.oct"i .oCI orlgln.l
COil'IU of e."tiCI1Rt atSUif's.

c. MoIthtnlt copies (t'latd eoptn). liiles.
• t'IlJ upn of ololt9')l"9 IIllnuges.

TElEPHONE SUlfWUES. S""".I.. of 10n9
ahurce telephone repOrts used to inlilcate
• utt'lorl,oct ute of tellphone "rYtce, as
1ll:!11 IS to a~dit e.apense .<Nchen.

4.

c. Report of lou. rlfttng, 4ela,.. wron9
4elhll'J. or other I",proper tre4tJ;ltnt
of m," aaUer.

1 ,.ear.
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DO( Ut(ROS SCM(DUll 12 

CllIMI!IICATlOlIS ucmns 
Ttl-I prlnetPl' reconll docw:.nttng (OCQInlcttlon functions Includo OItUffnger 
,.,..,Ice dIU, tele-ca::a.a.ntuttoftS service control and oper,ttOM' ACGrdS. 

!;ru~I::':: !:gs~!::~":9 t~~~Qlir~~i,:T'~!G~Q~n:,,~=~~!~g a: post 
t.lated p,pers. DOt coptos of penaltl aatl ,tportsi .nd recaNt relattn9 to 
p,"lto 0101 ... ..,. sonlcos (sllCh as Unltod P.",ol S. .. lce). 

IIEl1 
.!!k.. fl[SClUPTlOli or REt(ROS 

I. If:SSEIIGU SOllCE filES. O.lly logs. 
ustgn;o:ent record, .na 1"'truetht:fts. 
dtsPitch records, dolh."y rteelpts. 
rQ.ute SChedules, and related recOMb. 

1. imNICATlON CIJIUSPOIIIEI(tE. REPQaTS. 
lFtillilCl fiLlS. 

•• (IE5UY£0) 

b. !:ruc.~:f:~~n;':~~:'I~l::her 
records perutntng to equi~nt 
requests. telephone service, .net 
1 Ike aatters. 

c. TeolecOl:::i2lntuttons suttsttul 
reports. tncludtR9 ceU lind yol~ 
IiIlI. 

d. T.l&C:G::!I.lntc.tlons referente .,ouch .. ,. 
fillS. 

U) Rcfer,RCe copte, of YD!lthers. 
btl h, tnvotell, and reJjt~ 
records_ 

(2) Records ... httng to tnsUlhtlOft. 
""np, re::D'l.l, ,nd sentcl"9 
of toq"tpctnt. 

DOE RICIJIDS SCKEDUU 12 

RETENTlOli p£aloo 

2 QQnthi. 

1 years. 

1 yebr. 

1 ftsc~" yetr. 

1 }en dter .loIdtt 
or .men 1 )'e.rs 01C1, 
""chewer Is sooner. 

~ OESUIPTlOlI Of RECORDS RE TlNTlo.~ PIR 100 

4. 

I. COpl" of .grec::atnU .ith b.ttVOUnd 
cHU .nd other recerds ... ht 11\9 to 
.g.rte:lents for teltc~'tattO-ns 
untcl's. 

a. 1tln'i& registers, logs, perfomlll(lt 
rI'poru, daUy 1044 ~poru, and 
rll.ted and slCJlItr r.cor'ds. 

b. Coptll of inc.oct"9 .oCI origin.' 
COil'tu of wtiCItRt atSltit's. 

c. MoIthtnlt copies tt'latd eoptn). lJiles. 
• t'IIJ upn of owt90l"9 mcsuges. 

TlLEPHONE SUlfWUES. S""".I .. of long 
ahurce telephone reports used to inlJlcate 
• wtt'lorlloca uH of tellphone "rYtee, as 
1II:!11 IS to a~dit t.apens •• <Nehen. 

PO!tTAl IlEC .!lOS. ..on Office ferm and 
Sloipport in.j'PiPe". 

2 ,.l'Irs after e.ptr.tlon 
cr unc:ltl1ation of 
'9r ee:e-ftt. 

6 monthS. 

1 d41' .fter 
tr.nsalsstc:n. 

Drtnro, After 
tr.nUllulon • 

Unt 11 tho eto$e of 
tl'lt fhcal year In 
..... ,(1'1 Audlt.d • 

J. A~(ords relattng to Inccpt~ or 1 ,ure 
outi,otng r'C1is'.ered QltI poUChes, 
roghtered, certtfl&d, tnsured, and 
speCl41 delhery ... 11, tncludiog 
receipts .nd retu:rn receipts. 

b. A.ppllCitton for pou.' re-tatstr4tto.n I ,tlr. 
.N cerUfiutH of dKhrH .,11.\e 
of Cl4tter ,ubJKt to posul s~r9t. 

c. Report of tass. rifting, delay, wron9 
4elhlI'J, o.r otl'ler .",proper tre4tJ;1ent 
of mItt DaUltr. 

lyur. 

ITEM 

IIEl1 
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DC)! ((coaos SCM(llIA.( 12 

.!!k.. O(SUIPTlOlI Of R(CQaOS RITEIITIOlI PlRloo 

6. ""I~ AIIII OIl/Y£aY SElnt! CONTROl. FIlU. 

•• Aecords of rtColpt .M I'04.Ittng of 1 ye4r. 
lne",,11I9 .nd out90111S1 <lin .nd Itees 
h.ndlod bl prluto 01011 .. ..,. c""",.IH 
I4a:h U United Plrcel Senlc., lulud't\9 
both those c ... red by It." 5 .nd tllose 
"Sed 11 tndea.s to CGrTftpGnctonce 
files. 

b. SUtlstlc.1 rvports of posUge "sod ... 6 ""nths. 
outgot n9 QI 11 and f .... paid for prh.t. 
deliver'" (Ipee'" delhery. foreign, 
rI'glsttred, Cltrtlfled, .nd ~rcel pan, 
er p.ad.'PI onr • povncls). 

c • iequtSlttcm for ItC1PS (och,shl of 6 ... nths. 
coptl'S used .. suppcrttng ~nll to 
PlJ'IiI&nt ,~chef's). 

d. SUthttul reports .,., data rolattn, lye ••• 
to htndltng of ,"11 Ind •• 1"", of wo.k 
perf.",". 

o. Records relaUA9 to. cttec:ts, ClSh, 
.. t~s, ~no, ordt", a ... ny other 
.. I .. blos ...,Ittod to Of)[ bl ... lI. 

I year. 

f. Records of ".s rec.tpts fer ASt) ancl 6 conths. 
",ckages rocehod th.ougll the Offlc'" 
...11 and MenenllO' So .. lco. 

,. (RESERVED) 

h. Loe.tor UNS, dlrectcrtes, IftdeUl, S IiIOttths aft.r 
Ind oUte-r recordl rel.tlng to caU Sl"Plrltton or transf.r 
del he~ to tndhtdV41h. of tndtwldV411 o.r .nn 

absol.te, "'lehner 
Is .~plttAlllo. 

001 RECORDS SCHEDUlE 12 

~ OISCRIPTlOlI Of IECIJIOS IIT(NTlOlI PERloo 

1. 

8. 

PEIIAlTY ""It RIPORT filES. Offlcl.1 ,.naltl 6 ye .... 
alii report ... iii ali rel.ttd papen. 

POSTAl. IRa[GlURITIES flUS. """, .. 114., 1 ye .. s ofto. ".,pletlon 
cor,.sponCictnce, reports .na, other reccrds o.f tnl'tstigatton. 
rehit'n9 to 1rresuhrttt., tn tho handling 
of "'11, such as lo.SS or Shorl'ge of post.ge 
StooPI or money crders, or lon or 
destruct ton of Q4 t 1. 

9. CQMStC RlCOIOS, censtst'"; of faras. 

~~!i :;at:':~:"":~:t~::O~!:f:~, 
Imento". receipt, and dctUrvctton of 
CCltSEC Q6t.rtQ1s. 

a. Aecords of age-ncy tOMS(C custodhn. 

b. AlCo-rd'\ of otlter CClMS[C cUItOdta"" 

01 ca.SEC canl fll ... 

(II 'el Card and ,., list Uugo 
Reports. 

(l) OUter C(MSEC ICCOI.Inttl\9 rceerds. 

I ye .. provldod 
... ... lIiotl •• of COIISEC 
OIt.rl.' flu been 
c"""letod. 

1 QOnth prowtded 
destruct ton report hu 
bo&n ""epared and sant to 
llIOnel COMSEC Custodhn. 

1 , .. r pro.1ded 
rwconc 111,t lOti of COtS,lt 
Qltlrl.1 NS been 
eOQPllted. 
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001 AIC(lloS SCHIIl\IL£ IJ

PAINTlllG. BlNOING. DUPLICATION, A!!l! DISTRIBUTION RICOllDS

J"., Khtdule prow.des fer the I"It.,.\lO" or dhpOsal of recerds rein tng to
printing. blndl"",. dllpHcattftf••nd distribution. Tho pt"tnctp.ll records
dO(vCltntlng tho'l. fvct~tlCft$ are: ll) records perut"l~ to reque-SlI for
lente•• control. production. find dtstrlbut ten of Individual Jobs or proJeeu
(thtl I:loIterhl "0"",,111 consltts of requhltions "quelling service and .-&91
st," or 11£:11"r l::C!<lh utUtnd to control the receipt of the rtqllhtttOM, dnd
to record the production, dhtrtbwttcn. 'nd cost 41MI11h .Ithln the oper4ttng
"n'tI);, f1n:t (b) l"lpOrt f1les ,..fltcU", t"'e "thitt .., of the ..nIt rflponslb'~

for hlndling, prlnttl'l9. bindl"t. d~l1uttO-n• • nd d,urlbutlon atU.rl.

Thtl uhedull1l dO", not cewet records t',utned by 00£ for onsite .udtt bot the
Gener.l Accounting Office••nd 00[ acao,.nd~ ccptes -mlch arlt part of tUCounl ...
&ble officers' .ccounts (schedullt ".

liD!
!!2:... DISClIIPTlllll or AICoaos

I. IAESlRVEOJ

2. IAISlRVlo)

J. ~~~~ ~~~l~iit~~~~I;I/::~~.nd
d.U perUlnlng to the phMtng Ind I"KU
tlan of prlnttng. blndttl9. dupltCitlon. and
dlstrtbutlon Jo~.

'" Fttll ~,U1n1n9 to t!te £cca:plhh:ll:nt J )'e.r after cca.plttio.n
of tho Job. eonulnlq requisitions. of Jab.
b11ls. ,~ples. ",nuscript cllarances.
ancl related p.pers oltluslwe of records
co•• red b1 sch....l. J for (1) ......1$1.
ttcns on the P~ltc Printer ancl
relut<! rocorels; .001 (2) roconls
reining to "n1ell obUined froo
Gull Ide sourees.

b. rll.. porul ntng to plIMlng .001 J )'e....
o.ther technle.1 QtUI".

ODE AEClillPS SCKIIl\ILI U

Attachment IV-1
Page 147 (thru 158)

ITEM
~ O£SCAIPTlllll or A[CoaoS

4. CmlTROl FILES. Control ,,""tl" pertllnln9 J ye.r .ft,r close of
to r.qu1stt1ons .nd work orders. fl$ul yoar In ~tch

cCAPtl eel or 1 year .. ft"r
ft11n9 of rlfglsterl
.... lche'w'r 1S applicable.

S. NAILING LISTS.

t. Corl"'llspondOI'l(I. r~uest foms, and
o-thtr record, ,ohttn9 to Changes
In tlil11ng HsU.

b. CAnI 11 ....

c. 'tate or It.nett NjHng lists.

Until r..whton of
QSIiltn9 list or ofter J
QQft-ths. ""che'wer Is
••rtler.

Until tndhldual cuds
are uncoIled or tt!''Ihed.

Until phtt' or stencils
.roe unc.l1td or ,....ts~.

6, JCP AIPOllTS rillS, A.port. to Co.gr..s
ana ""tid recordl.

a. DOE reportl to Jotnt Co::atttl't ~ 3 .teus.
Prlnttng retlf'Cung operation of el." A
and aPhnu af\:t 1n...."tortll of
printing. blrtdl"9~ and rehtt'd
equl.,.nt In Chss A and B Plants or
'ft storage.

b. Coptn tn IlObordlftlte repOrting Cl:ntt1 1 Yf!..r oft..r d,te of
I/lll rellted _ ...~... report.

r 
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ITEM 

OOE A!«ROS SCH!DUL£ \J 

PAINTlIIG. BINDIIIG. OUnICATION. A!!D DISTRIBUTION RECOItOS 

Jr.., Khtdule prowtdes fer the 1"1,.,.\10" or dhposal of recerds reinIng to 
printing. btndlnt. dllpliClttftf •• nd distribution. Tho pt"tr;ctp.ll records 
dOCvCltntlng tho'l. fvn'tlCft$ are: l') records pert.t"l~ to reque-SlI for 
lenttt. control. production, find dtstr'but ten of Individual Jobs or proJeeu 
(th', I:I.Iterhl "0"",,111 consltts of requhltions "quelling service and .-&9tst," or ,'£:It"r -=«lit utUtnd to control the receipt of the rtqllhtttOM, dnd 
to record the production, dhtrtbwttcn, .nd cost an..l)'1h .Ithln the oper4ttng 
"nttl);, fln:t (b) l"lport flles rt'flfCtint t .... "thitt .. , of the ..nIt rflponslbl~ 
for hlndling, prlntll'l9. bindt"t. d~l1uttO-n •• nd d,urlbutlon atU.rl. 

Thtl uhedult don not cewet records .. ,U.ned by 00£ for onsite ludtt bot the 
Gener.l Accounting Office •• nd 00[ acao'.nd~ ccptes -"tch arlt part of account ... 
&ble officers' .ccounts (schedullt ". 

liD! 
!!2.... nESCRIPTlOlI or RECOItOS 

I. (RESERVEO) 

2. (RESERVEO) 

l. ~~~~ ~~~!~nt~~~~I;llJ::~~ ,nd 
d.U perUlnlng to the plaMtng Ind I"'KU
tlan of printing. btndtrl9. dupltCitlon, and 
distribution Jo~. 

R£lINTlON PU 100 

'" FUll ~rU1n1n9 to Ute £cta:plhh:ll:nt I )'e.r after ccaplttio.n 
of tho Job. eonu1ntft.9 reqUiSition,. of JOb. 
bOts, ,~ples. ",nuscr1pt cllarances, 
ancl related p.pers oltlustwe of records 
CO',red b1 scho<l.l, l for (1) ...... 1$1-
ttcns on the P~llc Printer Ind 
... Int<! ACOrelS; ,001 (2) roconls 
reining to ,,,,.,lell obUined froo 
outs tde sourees. 

b. Flln porUI nlng to phMlng ,001 l )'e''''' 
other technlc.l QtUI". 

DOE AECOIPS SCHEDULE Il 

~ OUCRIPTIOlI or R[COItOS 

4. CmlTROl FILES. Control ""tltl" pertilntn9 I yetr .ft,r close of 
to r.qu1stt1ons .nd work orders. fl$ul yoar In ""'fch 

cCAPtl eel or 1 year .. fterr 
ftHn9 of rlfgtster • 
.... lche'w'r t, Ipplicable. 

S. NAILlIIG LISTS. 

6. 

t. Corl"'llspondol'l(", r~uest foms, and 
a-thtr record, r.htln9 to Changes 
In tlil11ng Hsts. 

b. tAnI lists. 

C. Plate or nll'l(U NiHng lists. 

J(P REPOltTS rILES. A.port, to C •• gr .. s 
ana " .. tid records. 

Until r.whlOA of 
QSlilin9 list or ofter l 
QQft-ths .... tche'wer is 
tu-tler. 

Until Indhtdual cuds 
are uncoIled or te'lhed. 

Until pht.s or nenclls 
are uncilled or ,.....IS~. 

a. DOE reportl to Joint Co::atttl't ~ 1 ,.e"". 
Printing retlt"dlng operation of ClI" It 
,tid a Plants a~ In .... "torl" of 
prtnttng, btndln9. and rehtt'd 
equ1.,.nc tn Chss It and B Plants or 
.n stor.ge. 

b. Copies in llObordlnate reporting emits 1 Yf! .. r oft .. r d.ate of 
filii rehted _ ... ~,... ...port. 
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00£ RECO'lDS SC"£DUl.£ I'

l.fDR.....rrONAL SERVICE RECORDS

I. l.fORMAUO. fiLES. ,,",pl.t•••t .f f.",.. P.",.....t.
'nfot"C.It\c~' rt!'.n~, ,I'\:t P"bl1cot tanh
such as pren relen", press conference
transcripts, offtchl speeches, and inde.e~

thereto.

Thts schedl'le COWtrs ree:ords pertaining to OOE tnfcmsttonal servtces and
relations .lth l~ ~l1c. tnchcdlng rKords cre,ned tn 4~tntste,.tn9 rrted~ of
I.f.",.tl •• .let tfOI)(it .... 16 torOU;l\ 191 ••IId Prh.cy Act ttt"" 2S tOrougO
29). hcept as otherwise IPt'ttfted tn 1ndhtidual ttecs, thh schedule -appl1as
to coptes of these ~Q.,.dl ktlerever touted tn OOE. Itern 1 applies only to
files QIItntatned In th~ offtcn rnpon'tt>le for the oper.tton of the Inforua
tlorwl .(tbitlet of 00£.

fhese rccQ.,.ds consUt of 'nquiries, repttl!S. oJM related correspondoftCt!j, rOJA
And Pri.ac)' Act reports and appeal cue fUes. and 4(fs:,tnhtrathe background
aa1ter1l1 fa,. fot"QIl tnfom.Uonal felt".'.

IIElI
~ DESCRIPTIO' or RECORDS

(.) Reqlolest ~ appe.led.

D1 spole of 1n accordance
w1 til 4pproved 00£
dispoSlttcn sUnchtd for

S year, dtcr date
of reply.

unt il 'uthori r&d
under tte=a 11.

RETE'"0N P£RIOD

2 ~4rl after date
of r..ply.

unt t1 authcrUtd
under ItB::l 17.

DisPOse of in "col"d4nce
wltO .ppr..... 00£
dhpo~ it1on staft1atd for
the rel.ted records, or
w1th the related fOIA
~~st, tlftjcft~...r Is
later.

4 y"41"1 after f1nal
<!etermtnat10n by 00£, or
3 yurs after ftnal .
idjud1cat10n by C'ourts•
.,.tch4lYer 11 later.

(bl Reque.t .ppeoled.

b. OffIcial fHe copy of reqwuted
reccrds.

(b) Request .ppe.l ....

fOIA APPEAlS fILES. ftl.' ere.ted ,.
rosporidUtljl to idainhtrat twe 4ppeah under
the rOIA for rele.'u of tnfol'Coltto-n UMcd
by OOE. con,tsUrIg of the appelhnt's
hUer, • copy of thll repl)' therato, and
rolated support tng docui':'lenU, -"1ch may
include the offichl ftle copy of rec:otds
uncleI' appe.l or copy thereof.

a. ~:~sr:~~~~~n:h:"~~~~~?1~~:-
copy of~rds under appeal tf
filed here tn.

ODE R£COROS \CKEOUL£ IC

(3) Denying "CtI1 to alia,. part 0'
the "«ora, requcsted.

1.1 .eq....t!l21 .ppe......

b. Offichl fOe copy of records under
appeal.

II.
3 QOnths after
transnttUl Or rfply.

RETE'IlO' PERIOD

3 IJlOnths.

1 year after close of
ft 1e or 1 )'ear dter
complet 10n of p.roJect.

3 cenths afu,.
"c"nOlillled~nt and
referr.l.

2. (RESERVEO)

3. l~fOR""'UO' REQUESTS fiLES. Requo,U f.r
1nfomation .tnd (Opt" of repl t~, thereto,
,"yohi", no adatnhtrathe act10ns. no
pOlicy dKhtons.••nd no speoehl c(J:pih
t to"' or ""'~4rch. tnd rtqueStl 'or aM
transt:lltuh of publications, photogr-aptts,
4100 other ;nfOn:lltlon..' literahre.

4. ACl.kOWl£OCMlNT fILES. Ac:"nowlK~nt and
transcltuh of 1nqulrl..S and req\Jf"SU tl'l.t
hawe beetl reff"rred clshftere fBr reDly.

s. paESS SERVICE fiLES. Pr.......... 'e.
teletyPt news ana stnthr aU~rlah.

6. IMfDR.....T10N PROJ£CT fiLES. l.f• .".tl•••1
UrviCM proJect cue files oliinU1ned 1n
fom.l1y d~'t'Jt'ated tnfomatlo".' office"

ITE"
!!h. DESCRIPTIO' Of RECORDS

:/~

DOE R£COOOS SO<£OUll I' OD£ .£CORDS SC-EOyt£ I'

liE'
!!h. OESCRIPIID~ Of RECORDS R£TE~1I0~ PUIOD

liE"
!!h. DESCR IPUO. OF RECOROS RETE'lION PERIOD

conststtn9 of Co;>lts of dr.fu, "equUI
tlons, dhtrttJl.Illon liSlS, a'" wort
pipe,., 9vner.UeJ In tl\e prep4lr4tlon and
1nvance of fon;wl 1nfon:l4llonal re1eaus.

tfte n! l.,ted recOrd, or
with the rt'hted FOIA
requcsts, -micheYer is
I.ter.

Unt t 1 superst<led or
obsolete.

18. fOrA CONTAOl flUS. Fl1es. C4tntahte:l for
control pufl)OS" in responcl1ng to r"eql,lesu,
tndl,ldtng registers and SlmOIr records
list tng date, nabrc and purpose of
request, and NClI& .tnd add.ress of r~\Jestcr.

a. Registers or list 1ng_ ~ ~ars after elate of
Ian Imt,.)'.

I. COIO<£~1I0' OR COIG'LAI.T COllRESPO!<OEMC£ 3 "".'0,.
flLl\. lncnPOIiS leUers, 'etters of
Clrimend.tton, CQI:'.p141nt, critlchc and
suggestion, and replies thereto, eacluel1m)
those on the b.ash of WItch invuttg4\tons
lIere N(lt or 4<la1n1str-athe actlo-n ute"
and those tltCcrporatN iAto Indh'1e1U41
,It'rsoMcl rKo'l"dS.

8. 1t.,'O£lES AND 'KEel LISTS. Bibltogra;>htc.,
ct\ect,luu, and irW:eaes of ';f'l"I(y p.,ItlI1.
cat iol'tS .nd releu..s, e.cept those usC'd
n tndues to fomal 1nfo~uonal

releases (see ttf'r.'l &).

b. Ottl-er flies. ~ ,ean after final
actlo.n by the agency or
4'ter f11\o11 4:dJud1c.tttcm
bl courts, .... Ichever Is
later.

ZOo thr.ugO Z'. (RLS£.VLD)

9. t","OU;l\ IS. (RESERVEDI 19.

16. fREEOOM Of l.fQl..... rrD. ACT (fDIAI RE,U£Sa
&li. I ttes Cnt.tid 1" re1.ponse to
requests for tnfOI"C.tton under the rre~~

of Info~ttc" Act ccmsisting of the Or19.
tn.ll re-qlAst•• CoP1 of tM ,..p1, thertto.
Ind ,II relatt'd sUPPGrUn9 '.'fS which ::141
include of,tch1 filt copy of requested
record or copy thtreof.

I. Correspondence-.nd SUJlPClrt Ing dOCIOr.t'flt s

UJC~~~~st~~~~::~.. ~ ";~i~C~~r::").
(1) C,."nUnlJ «CtSS to .11 tht 2 ,ur, .ft., dde

~1Oe1ted ""cnl's. 0' rtply_

(Z) AesPOndl~g to reql,lq,u for
nonexi sttnt "~onh. to
t"'eqllrsto,", 11II0 provide Ifladuqlol,tt
~scr1ptictl'. ,nd to those Id'lo ful
to P-~ re-prOdwct ion f~s.

fOIA RlPCR'S FlUS. R:~urrtog reoports
and ORl:·t toe lnfo~t1en reql,llra::ents
rehttng to Oex.·s 1q:»Ie::entat10n of thw
rrced<r.l of lnfomatlcn Act, including
annwal repOrts to the CongfUS.

a. Annu.1 reports .t l1ep.artfttnt level.

b. Other reports.

Pem.5nent. Off.,. to
Nattonal Archhes with
rel.ted Dtl. recerds
Dpprot'ed fol" pel"L'l4lnent
retenlton, or when IS
,v...rs old, IiltltcPlner
ts 'ooner.

2 )'IIars or lOORC!r t f no
lonier need!ce:I fo,.
44=ltnt strathe use.

.. 
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liE" 

0<1£ R[t(ROS SC"EOUl.E Ie 

ENfOR ..... rrONAL SERVICE RECORDS 

TMs s(hed~le COWtrs rec:ords pertaining to OOE tnfcmsttonal sentces and 
relations .lth l~ ~l1c. tnchcdlng rKonts crtGted tn 44!l1tntstertng rrHd~ of 
I.f.",etlo. Act (FOI)(;t .... 16 torOll;!> 191 •• 1Id PrhOCI Act (tt",. 2~ tOrough 
29). hcept as otherwise Ipt'C:tfted tn 1ndhtidual ttecs. thh schedule -appl1as 
to coptes of these ~Q.,.dl ktlerever touted tn OOE. Itern 1 applies only to 
files Q4tntatned In th~ offtCH rnponstt>le for the oper.tton of the tnforua
tlorwl .('bitlet of 00£. 

fhese rccQ.,.ds ccnsut of 1nqutriH. rept'as, oJnd related correspondoftCt!j, rOJA 
And Privac)' Act reports and appeal cue ft1es. and a(fs:,tnhtrathe background 
a,IIter1l1 fa,. fOmtl tnfom.Uonal felt".'. 
ITE" 
!!h. DESCRIPTIO' Of RECORDS RET£~1I0H PERIOD 

I. IHfOllMATIOH FELES. ,,",pl.t ••• t .f f.",.1 P.",. ... nt. 
'nfot"C.It\c~' rt!'.n~' .~ ""bltColt 10nh 
such as press relen", press conference 
transcripts, offtctal speeches, and inde.e~ 

thereto. 

2. (RESERVED) 

3. l~fOR""'T10' REQUESTS fILES. Rcqu.st< for 
1nfomat1on .tnd (Opt" of rep1 t~, thereto, 
t"yohing no 4datnhtrathe act tons. no 
policy dKhtons. •• nd no speoehl cCJ:Pl1a
t to"' or ""'~4rch. tnd r«quesu for 4M 
transt:lltuh of publications. photographs. 
4100 other lnfOn:lltlon..' literahre. 

4. ACI.IroWl£OCMur fILES. Ac:"nowlK~nt and 
transc1tuh of 1nqulrt .. s and reqIJf"SU tl'1.t 
hawe beet! reff"rred chhftere far reDly. 

s. paESS SERVICE fILES. Pr ........... c. 
teletype- newt .na stftlhr aU~rlals. 

6. IOfOR ..... TlON PltOJECI fiLES. Info.".tl ••• 1 
SUl"YiCM proJect cue files a.inUlned 1n 
fom.lly d~"'Jnated .nfomatio".' office,. 

ODE aECOOOS SO<EOULI Ie 

l aonths after 
transnttUl or rfply. 

l conths afttr 
"c"nOllllled~tIt and 
referr.l. 

3 months. 

1 year after close of 
ft 1 e cr 1 ),ear oJfter 
complet Ion Of p.roJect. 

!!h. DESCRIPIID~ or RECOROS REl[~IION PUIOD 

conststtn9 of Co;>lts of dr.fts. requlSl
Uons. dhtrttJl.IlIon liSlS. a'" wott
papet1 9,ner.UeJ In tl\e prep4lt.tion and 
1$1vanc~ of fon;wl lnfon:l4tlonal re1eaus. 

I. COIO<I~IIO' 011 CDIG'[AINT COR'[SPO!<l)ENCE 3 oonths. 
flU\. lncnPOIiS ietters. 'etters of 
Cc:r.t:'lend.tton, cCl:'.plalnt. Crltlcis.c and 
suggest lon, and replies thereto, eacl uell R(J 
those on thf" b .. sh of WItch lnwuttg4\ions 
llete N(lt o.r 4Clalni,v.the .ctlGn ute" 
.nd thou Il'l(crpor.tN IAtO Indh'tdu41 
,It'rsoMcl rt<O'l"dS. 

8. 1t..'OElES AND 'KEel LISTS. Bibliographic •• 
Ct\eck'"U. and irw:eaes of .;tI"lCY p.,Itlll
Colt ia"s .nd releu.es. e.cept those uscod 
.as. Indues to fomal lnfo~Uon.al 
re1en~s (Sf"e ttf'r.'l &,. 

Unt'l superst<lf'd or 
obsoletf". 

liE" 

IIElI 
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DOE RECOIIOS SCKEDULE 1C 

~ DESCRIPTIO' or RECORDS RETENTION PERIOD 

II. 

(.) ReqloleU ~ .ppe.led. 

(b) Req"".t .ppe.led. 

(3) Denying """ to all or part 0' 
the record, requcsted. 

(.) Req .... t ~ appeal ed. 

(bl Request .ppe.led. 

b. OfflCl41 ftle copy of teqlA,ted 
reccrds. 

fOIA APPEAlS fiLES. ftl.s cre.ted I. 
r'OsporidUtljl to idainhtrat twe .ppeo.h uMer 
the rOIA for rele.'s. of tnforc.atto-n UMc<I 
by OOE. con,tsUI'lg of the appelhnt's 
htter •• copy of thll rapl)' therato. ana 
rolated support tng docui':'Ients. -"leh may 
Include the off1chl ftle capy of rec:ords 
uncle" appe.1 or copy U'f"reof. 

a. ~:~srr~~~~~n:h!"~r,~!~? 1~~:-
copy of~rds under appeal if 
filed herein. 

b. Offichl (tte ccpy of records unde .. 
appeal. 

DOE RECORDS sc.EOytE lC 

2 ~4rS aftltr date 
of r .. ply. 

unt t1 authorUtd 
under ItB::l 17. 

S ),C4r, dtcr d.te 
of I"Itply. 

unt 11 'uthori r&d 
under tte=a 11. 

OispoSf" of in .acCon:l4nce 
with oppr-OYed DOE 
dhpo~ 1 t Ion sUft1.td (or 
the rel.ted records. or 
with the related fOIA 
~~It • .ttjcft~ ... r Is 
later. 

4 y",rs after f1nal 
<!eterminat10n by 00[. Or 
3 yurs after ftn,l . 
idjud1cat ton b, C'DUrtS. 
w.lch4lYer 11 hter. 

D1 SPOI~ of 1 n accordance 
w1 til 4pprowed OOE 
dispoSlttcn sUncl4td for 

!!h. DESCR IPIION OF RECORDS RETE~T£ON PERIOD 

18. fOIA CONTAOl FlUS. Fl1f"s. C4tntalne:l fer 
control pUfl)O$eS in responding to req1ol~ns. 
Indudtng registers and stl'lltt.r reco'l"ds 
1 1st tng date, naturc and purpo,e of 
requen. and NCIe .nd 4dd.rf"U of r~u~stcr. 

tfte n! 14ted recOrd. or 
w1th the "hted FOIA 
I"Itql,lcsts. -mlchner Is 
l.ter. 

•• Registers or list tng_ ~ ~ar-s after d.te of 
loin entr),. 

b. Oth-er 11 les. ~ ,ean after final 
4cttg.n by the .geney ar 
4'ter f1",1 4:dJudl"ttcm 
by courts ..... Ichewer It 
hter. 

9. tlU"ou;!> IS. (RESERVED) 19. rOIA RlPeRTS FlUS. R:~urrlog r'f'POrts 
.nd on.:-t loe lnfo~tten req1ol,ra::ent\ 
relntng to D<X's lG:p'e::entatlon of thw 
rrl!ed<r.l of Infomatlcn Act. Including 
annwal reports to the Congress. 

16. fREEOOM Of l.rao ..... rrD. ACT (fDIA) RE,UEsa 
&li. I t\es cnt.tid 1" re1.ponse to 
requests for tnfOI"C.tton under the rre~(t:) 
of Info~ttc" Act ccmsisttng of the Or19. 
tn..l re-qlAst. 4 COP, of tM rtp1, thertto. 
Ind ,II relatt1:l sUPPGrUn9 'ilts which ::141 
fnc:lude of,tch1 filt copy of requested 
record or copy thtreof. 

I. Correspondence- ,nd SUJlPClrt trig dOCIor.t!'flt s 

U.!C~~!~s t~~~!!:~ .. ~ ,r;~i~C~~r::"). 
(1) C,."nUnIJ «CtSS to .11 tht 2 ,ur, .ft., dde 

r.qIOeUed ""cnl's. 0' reply_ 

(Z) AesPOndl~g to reql.lqsU for 
nonexi sttnt ,.~onh. to 
I"'eqllrsto,", l1li0 provide Ifladuqlol.tt 
~scr1ptic"'. ,nd to those ..tIo fu1 
to P-~ ,e-prOt$wct 10n fHS. 

•• Annu.1 reports .at c1ep.artfttnt level. 

b. Other reports. 

ZOo thr.ugO ze. (RESERVED) 

PefNftf"nt. Offer to 
Kattonal Archives with 
rel.ted Dtl. rKerds 
Dpprot'ed for ~l"L'I4Ine"t 
retf'nttcn. or when IS 
yurs old .... tcPln~r 
1s ,oone .. . 

2 )'IIars or lOOllC!r t f no 
lonif"r need!cc:l for 
44=1tnt strolt he u'e. 



Attachment IV-1
Page 160 (thru 1701

DOE 1324.2
5-28-80

DO( RICOllilS SCHlDUll 14 DOl RICORllS SCHlOUl[ 14

Rn[NTlO~ PERIOO

2,.....

S "an after dne Df
lISt entl'J'.

~ yurs dter 'Ina.
tet Ion b, tM OO[ or
ftn.1 Idjud1t,ttcn by
C~tI, whtCM"r is
1.ter.

Perwnent. Off,r to
Mattone) Ardlhts .ith
rel.ted DOE rte.rd.
'PP'owed for pef'Qilnent
retention, or .m,n 1~
114rl old, "'1dtl1er is
lOOner.

lB.

b. OtMr file••

19. PRIVACY ACT REPORTS FILES. ReclIrrlng
repOrts and one-tt=e tnfomatton ...aq"tr..
Qlnt rehtt"e., to OOE's tc;lhclIltnUtiGn.
tClClvtJtn9 ,MY.' .-.pcrt, to the c~.u
of the ttnlted Stales, tf\e Office of
MAnlle=ltnt and Budgltt. .nd the' Al'POrt on
New S1It.....

a. ..."""..1 DO[ report.

ITt"
!!:... OESCRIPTlO~ OF R£COilOS

purpose 0' e4ch disclosure of a record
to any perlon or to .nO-lltor .gerlC,.
tnclvdl"l1 fo.... for .1lowI"I1 tlto .vlIJect
tndhtd.... "s n.a=e. rcq~O$tor', na:e end
dcb"ltSs. purpose Ind dete of disclosure,
Ind Froo' of s-.bJect Indhldu.aI·, conunt
""en .ppllc.ble.

::::~In:JTi~~~:~IL~;pO:~~e~n
re,pcncltnv to r'eqIiOl'Us. Including
registers and ,tathr rt(Ords Ihttng
d.,tt:. nature of requett. Inti na=e 4nd
address of l"Rquenor.

Dt spose of in .eton14ncc
wi t~ .ppr..ed DO£ dhpo·
stUQ." SUnd.rd for the
,.I ..ted retcnlS, or wi th
t~ .....ted Prhlc, /oct
request, ""Ieh..,r ts
l..tor.

2 )'e.rs .fter d.tll
o! r."y.

As l"thO...t.lK IOMer
Itc<> Z6.

2 , ..rs .after ~tt
of reply.

(Z, aospondl"11 to roq...U for
ftCINlhtent roeords. to
NClueston 11M pt'ow1dt tn.ade
quAl. cleKrtpltons, and to thou
.... f.1l to P01 rOprocMtlon
f ....

t., Rl<IlIe.U~ .ppe.led.

b. Offlch1 ftl. cop, of reqllOuod
ntCCIf'ds.

PRIVACY 'iT IoI«kllMENT CASI fiLES. rtl"
rel.tl89 o.ft liidhl&lil's rt'qdU to

26.

!TIM
!!!h.. OISCJlIPTlOIl or RICOilOS Rl '[wTlOle PtR 100

2S. PRIVACY ACT RIQ!!ISrs FillS. FtI" c...ated
1ft responso to requesh fna tndhtdu&1s
.0 9ltn "eI'II to the., rt'Ca.rds or to PI
tofo tton In tile rteoN, port.'nl"l1 to
~ _Ided for _r S U.S.C. SSZ.
(dIll). rtlos conutn ortgl ..1 roqllut.
copy of reply the...to••nd .11 rel.ted
supporting doc~nts. -'lIth ~y include
UlO offlchl ftle cop, of rteordt reqll"ted
or CoP1 Ullrcof.

I. Cor...,pomence Ind suPporting doc~nU

(tJCLUOI~ the offtchl ftle cop, of
t ...co. rl<l..Uod If ftled ~oreln).

III , ..ntt"l1 ...... to .11 tlto
requested f"eCord'l.

1)0[ RECOROS SCJ<l0Ul.1 14

nIM
!!!h.. DISCJlIPTlOH Dr RECOilOS RETENTIOH PUIOD

_ • record porulnt"l1 to O.t
In,U,id",,1 IS pt'ovtd.ecl for under
S U.S.:. SSZ.ldllZh to tlto tndhtdll.I·.
1"'Iq~1t for a rewt ... of 00[', refuu1 of
tM lndhtdull·. req..st to l..nd •
record .. _ldod for _r 5SZ.(dH31:

t:=t~~d:f ~:~S:c~nf:~':;~~~~":'
_Idod under S U.S.C. SSZ.lg)... R......t. to mod A~reed 10 b. OOE • Dispose of I" .ccord.nco

inclVdis tftdWd'J-Il s reqwltI to .s:»nd wtt~ the .ppr..ed dhpo-
or rewiftll refusal to 531nd. capt*, sttton st.nd.rd for th.
of DOE's .-.pHI'S tltereto••nd Indh1d",I', record, or
rel.ted OIt....i.1I. 4 y.ln .fter 00£' s

.gtftCtnt to &Cenci.
""tchlVer h I.ter.

b. 1:Y:£: lnama~,':u~~:£~~~
Ot spose ul tn &ccoNine.
01 t~ the approved dhpo-

c.nd end to ,...,tew rtfusal to &;;IIn:S. sitton st.&ncllrd for the
ccptn of OO£"s replte-s ttl.H'lto, ind"'dull', record. 4
,t-tter:llnt of dtllQrteQlnt. DO£ Justi· 114rs Ift.r ftnll det....
fte.tton for refulll to co:;ond • gtnatton by DOEi or 3
record, .rId r.hted I:'Itlr1l1l. ,.,...fter fln.l IdJu-

dtcnta:n b)' cOl.Irts.
wIIt_er ts 1.ter.

c.
:frm:.Rm::M t~ ==:..tl~;c~~·

01 SPOil of tn .ecord.ftCl
lO1t~ tlto .ppn>tod dllpo-

IPPQ.ls uncler the Prhacy Act for lition st.nd.nt fDr
refus.l L:t 00( to &=rind • "cord. 1M'wid.....1"s record. or

1 yeus liter fI,.,1
..:IjYdtuUQ.ft b,Y courU.
"'Ithenr ts I.tlf'.

!1. Dt SpoSli of tn Iceotd.nce
wlt~ the IPpr..ed dllpo-
stt ton sUncht'd for the
tncthtdYIl's reca.rds. 0"
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ltD! 
!!!!.... 

!1. 

DO( RlCoaoS SCHlDUll 14 

ITlM 
!!!!.... OlSCllIPTti)ll or RlCOROS Rl T[wTlOle PtR IClD 

2S. PRIVACY ACT RlQ!!UTS FillS. FlitS c ... lled 
1ii responso to ntqUesh fna tndhtdu&1s 
.0 9ltn "eI'n to the., rtCa.rds or to '"1 
lofo .... tlon In tlte rteoN, port.I.I"I1 to 
~, .. _Ided for _r S U.S.C. 552. 
(d) II). Flit. conlOI. crlglool reqll .. t, 
copy of reply theroto, .nd .11 rlT.ted 
supporting doc~nts. -'lleh ~y include 

26. 

u.. offlchT ftle cop, of raeom roqllnted 
or COP1 tfllrcof. 

I. Cor ... 'pomence Ind supporting doc\C:C!nU 
(t!CLUOI~ the offlchl ftle ccp, of 
t roc •• rl<lue.Ud If flied ~orttn). 

II) G .. ntl"l1 " .... to .11 tlto 
requosted f"eCom. 

(2) "spondl"l1 to reqve.ts for 
ftCINlhtent roeord'i to 
NCluestan 11M pt'ow1de t n.ade
quAt. clHcrlpttons. and to thou 
"'" f.1l to P>1 ro""*,,tlo. , .... 
t'I Rl<llIt.ts ~ .ppe.led. 

b. Offlc .. l fll. cop, of roqvtutd 
ntCCIf'ds. 

PRIVACY 'iT IoI«kOMENT CASl FILES. fll .. 
rel.tlBi 0 In liidiwi&lil's rt'qdU to 

DOl RECORDS SCHlOUll 14 

2 ,,,rs .after ~tt 
of .epl,. 

2 )'elrs after d.tll 
o! r."y. 

As tythO ... t.lK IOMer 
Ito:> 26. 

Dt spose of 1n .eton14ncc 
vi t~ appr .. ed DOE dhpo
slUo." SUnd.rd for the 
,.I-Ited reecnls, or wi th 
t~ ..... ted Prhoc, Act 
requast, ""'eh .. ,r IS 
l-1tor. 

DlSCllIPTlOH OF AECOROS RETENTIOH PUIOo 

_ • record peru 1.1 "11 to t~t 
'n,Uwld",,1 IS pt'OYtd.ecl for under 
5 U.S.:. SSZ.ldllZh to tlte Indhldll.l·, 
l"Iq~st for a rew .... of 00[', rofuJI' of 
tM Indlvldu.l·s roque.t to .oond • 
rec.rd .. _Idod for _. SSZ.ldJ(31: 

t=I~~d:f ~1!s:C~'f:~':;~~~~":' 
_Idod _r S U.S.C. SSZ.lgI. .. R!S ... t, to mod A~rted \0 b~ OOl • Dlspos. of I •• ccord.neo 

ItIC1Vdis .nard",t s reqwsU to .s:.lnd vlt~ the .ppr .. ed dis.,... 
or rewiftll refu,,1 to 531nd. uptH ,It Ion ,t.nd",. for the 
of DOE', .-.pHI'S tltereto. "nd Indh1dtUl', record, or 
rel.ted a.tt .... l.h. 4 y.ln Ifter 00£' S 

"gtftCtnt to &Cenci, 
""tchlVer h liter. 

b. 1:Y:£: lnama~,'!U~~:£~~~ 01 spose uf tn ,ccoNine. 
01 til tilt .pp ..... ed dhpo-

c.nd end to mtn rtfu"l to &;IIn:S, sttlon st.&ncl.lrd for the 
ccptn of 00£"' replte-s ttl.H'.to. Inlth'dull', record. 4 
,uter:llnt of dh.;reec:eftt, DO£ Justt- 114rs after flnll det .... 
fteltton for refulll to co:;ond " gtnattan by OO£i or 3 
record, _nd rehted Mt.rl.th. ,. .... fter fln.l adJ ... 

dtcnto.n b,)' courts, 
wIIl_er Is loter. 

c. 
:frm:.Rm::M t~ ==:.otI~;C!~· 

01 SPOil of In ,ecord_ne. 
o1th tlto .pp ..... td dis.,... 

IPpo_1s uncler the Pri¥acy Act for l1tion ,t"ndlnt fDr 
refu,.l L:t 00( to &:rind " "cord. 1M'wtd ..... '·' record, or 

1 yeus aftlr final 
..:IjYdtctUGft b'y courU, 
""thew.r Is I.tlf'. 

Ot spose of tn Iceotd"nce 
vtt~ the ,ppr .. ed dis.,... 
stt ion sUnchl'd for the 
tndhldYIl's recGrd" 0" 

lIE" 
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!!:.... OESCRIPTlO~ Of RlCORDS 

2B. 

purpose 0' e4ch disclosure of a record 
to any perlon or to InO-lltor .gerIC,. 
I""Tvdl"l1 foms for ....... "11 tlto .vIIJoct 
Indhtdu.'", n.a=e. rcq~ct$tor', na:e end 
4dcb"HS. purpose Ind dlte of dtsclosure. 
Ind Froo' of s-.bJect Indhldu.al·, conunt 
"'en .ppllc.bl •• 

::::~In:JTi~~!:~IL~;po:!!e~n 
respcncltnv to req~n,. tncludlng 
registers 4nd 'tathr I"O(Ords lhttng 
d"U. nature of requett. Inti na=e 4nd 
address of rRquenor. 

b. OtMr fll ••• 

29. PRIVACY ACT REPORTS filES. Recllrrlng 
reports and one-th:e tnfomatton ... aqylr .. 
Qlnt rehttn9 to OOE", lc;lhcllltnUUGn, 
tClClvtJtn9 ,MYI' ... pcrt, to the C~.U 
of the ttnlted States, tf\e Office of 
M4n1~nt and Bud"t, .nd the' Al'POrt on 
New STat ..... 

a. ...,,""' .. , DO[ report. 

b. Ot~r rtPOrU. 

AlTENTlOM PERIOD 

S ,.ar'~ after dne of 
lut entl'J'. 

!. yurs atter 'Ina_ 
oct Ion b, tM DUE or 
ftnl' idjucUt.ttcn by 
C~tI, whtcM,er is ,.te,.. 

P ........ nent. Off.r to 
MatiON_ Ardlhts .lth 
reloted DOt rae.rd, 
'PP'owed for ptf'Qilnent 
retention, or ""tn 1 ~ 
1un old. "'tettl1er is 
lOOner. 

2 ,..rs. 
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RETENTlOIl PERIOO

DOE RECORDS -SClI1ll1lU IS

FACILITY RECORDS

1MS ~bedul. appl1es to those records accUNltted by offtclfs In the :wnoiCC'll\t.
Qllntenance••nd 9tner4l1 upteep of factltttu SW:Ch U blItldtnSS. strvctvres.
plants, llberatortll, utlllttes, and hOuhSi ••cl,,'ho of dn'li" and construc
tl... dr.-tniS ,ncI rel,ted ....or.l. <..ored bl US ZZ. Till' I<heelulo 10<104..
rtCcl"dS dotu::::.tnttrtg QllntCftanct' and "Pit, of 'hture-type equt~t $l"C(h n
bollen_ htltlfti .nd ..nttlatlnt S1'lteJ2;s••nd equtp:ent req'l'rtng t_ ute of
desl,," .nd cGnltrvction drh'tRgS to 04h t'ep.a'n. (for Gther equtp:::lent we
[RS 23.,

ITEM
~ DESCRIPlIOlI OF RECORDS

I. FA(I~I" INVENTORY RECORDS. FtI ..
.cc~llttd in co-Meeden with the CXC(U-

~:;'~1:1'::So~~rt~:c~\1~~:~~"0:'
Gowor"nlO:ent propert1 under lean.

DOE RECORDS SCHEDULE IS

ITEM
~ DESCRIPTION OF RECORDS

hour, of oper.tion. hours tdle, anc!
repair hour'S. Includas pcllIItr aPld
uUIt" plant recclrds (e.v., powr,
-au,., heatlnv, ,.efrtgunlO:l••ncI
,Ir <ondltl."lng).

b. P_r ond Utllttf Pl_~...I
SO!lJ'(e RecCii"dS.ncJUlIingatiCtnsu,
lotS, insp;aiOft sheets. and other
fol"AS .nd reccrds used to retard Ute
proeedurol st.pS foll_ bl tho
operators••nd Instr"UOilltnt recerdar
charts. UP'S. ant graphs reflecttrl'll
soureD data recorded In COMect ton
wtth the oporatton of Virteus power
And uttlltJ oqolpc:101lt.

RETENTION PEalOD

a. I "••"tor! l hU.

II) Indl.tdUAI t...nt (IrQ.

121 11I<I1.ldo.1 prOpertl <,nI••

c. l_ll. 'U.,I. Coptn of lealls.
renew.th, temtnattcn I"lottces. ltd
...Iated p.a~f'S.

DOE RECORDS SCKEllIlL[ IS

1TD'l
~ DESCRIPTJOlI or RECORDS

2. ~~~~:lo~':~~~f~g~E~:D~~~:udo
records.

I. ~ry "rd 0." led9l" recOt"'Cls
rtfltct tn\"! attnt,n,nc. and I"'t'p.ai,..

b. Inspe<tlon, unlce, nltnhn,nce,
,nd rep,1,. rtCctrds.

3 ,Je4rs 4fter tI OS!! of
fhcal ,e,' In .mtch
In"ntol")' t, suPt"eded.

6 years aft..r tlNnt
wacat" propertl.

6 fll<,1 1O'~ oftor
close of fiscal ytar In
""t<h Proportl II <l ..ed
to tln,ncy or leaves DOE
contral.

6 ftSetl le,n fonowtng
closl of fiscal yur In
_Ich (a) lease tlmtn,
ttOft. lapse. or cancel111
tlon occvn, or (b)
lIttgotlon II <oneluded.
_ICMoYer ts later.

RETENTION PERIOO

3, ftle.tl 1141"1 foUowtng
dOlO of fiscal year In
lIIIleh unit h clOSed to
tONne, 0" le4'les DOE
control.

S y8'" .ft.r resolution
of probl ....

(1) RecordS reflect1ng unresolved
QOnttar"t'd problems.

(2) Records roflecttng sattshctory
tnspection, serYlee. ;uaintenaRce,
Inc! rep,lr lnc'~dtft\1 requisitions.
reqV81t1 for uNtee, rIPa', esti
NtIS, r,pa t r ordel"1, wort anlll'S
lhow1ng scheduled or ctJ::pleted
EWIlnttn,nc:e or un lee. billing"
4ft4 tn,peet ton ",pCrt,.

(,) Bolltrs, electric aoto",'M S )'W,r,.
""ftred ~re1Svrll 'f,suls.

tb) Oth.trs. 3 'tlul yurs .ft,r
close of fhcal 111al' 1n
lIIb1ch wrt i 1 done.

~. IIlNAGEMLHT RECORDS.

a. ~::1:a:n:n~;:1:~'::5 ~:~1:';se'"
And worts"'eu provtd11'i cost ,nd
,_pense csatl fo," &4:1inhtrat ton, 0"
aper.Uon. Inc'weres equtp::::ent hours
of operatton, scheduled a~ actu.tl

J YO'I"1 dtli'r date of
1,1t ontry.
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DOE RECORDS "SCIIIOIIU IS 

FACILITY RECORDS 

1MS ~bedul. appl1es to those records accUNltted by offtclfs In the :wnoiCQtnt. 
Qltntenance •• nd 91 ... r4l1 upteep of factltttu SW:Ch U bI.ItldtnVS. strvctvres. 
plants, liberator.", utlllttes, and hOuUSi •• cl"sho of 411tt;" and construc
tl ... dr .. I"9I ,nd reltted .... or.!. < ... red b1 US ZZ. TIIII I<heelul. 1 .. 104 .. 
rtCcrdS dotu::::.tntirtg QllntCftanct' and "Pltr of fhture-type equt~t $l"C(h IS 
bollen. htltlft9 .nd .. ntnattnt S,rIteJ2;s •• nd equtp:ent req\J'rtng t_ ute of 
desl,," .nd cGnltrvction drMRgS to 04h t'ep.a'n_ (for Gther equtp:::llent we 
EIS 23., 

ITEM 
~ D£SCRIPIIOlI Of R[CORDS 

I. FACILITY INV[NTOR' R[CORDS. Flln 
.cc~llttd ift cO-Meetien with the CXC(u-

!:;':!.!1·!:' o~~r t~:c~\1~~!!~" 0:' 
Gowor"nlO:ent proptrt1 under lean. 

iIII. I " •• "tor! l hU. 

II) IndioidUAI t ... nt Uffl. 

12, IlI<Iloldo.1 P ... pert1 <,rdl. 

C. l_ll. 'U.,I_ CoptH of lealil. 
renew.lh, temtnattcn tlotttes t atd 
related p.aS):ef'S. 

DOE RECORDS SCKEOIILE IS 

R[lENTlON PERIOO 

3 ,Jell" .fter tI au of 
fhcal Ie,' In .mich 
t ""ntOl')' t I suPt"eded. 

6 "a" aftltr tlNnt 
wacatH propertl. 

6 fll<,l ,..~ ofter 
clole of fiscal ytar In 
""f<h prepert1 II 010104 
to tln,nc1 or lea'les DOE 
contral. 

6 ftSctl le,rs fo11o.lng 
closl of fhcal year In 
_tch (a) lease tamtn,
ttOft. lapse. or cancel1A
tton occvrs, or (b) 
IItlgttlon II <_loded. 
_'CMoYer ts. later. 

~ DESCRIPTlOlI or RECORDS R[lENTlON PERIOO 

2. ~~~!:lo~I:!~~f~g~E~:D~!~:ud. 
records. 

4. ~ry urd 0." led9l" r«Ot"'CIs 
rtfltct tn\"! attnt,n,nc. and I"'t'p.ai,.. 

b. Inspe<tlon. unice. nltnten,nce, 
.nd ,..p,1,. rtCctrds. 

(1) RecordS reflecting unresolved 
QOnttor"t'd problems. 

(2) RC!cords roflecttng satlshctor1 
tnsPlctton, Serylce. ;uatntenaRce, 
anc! repa'r tnc'~dtft\1 requisitions. 
reqV81U for "Nt~e. rtpa1r estt
NtIS, r,pa 1 r orders, wott oni!1'S 
lhow1ng 1chedult(l or ctl:'pteted 
EWllnttn'lICt or un lee. bllltng1, 
Ift4 inlpKt ton ",pcrts. 

1 fllc.tl 1141"1 foUo.109 
dOlO of ftscal )'ear tn 
IIIIteh untt h clOSed to 
tONnel 0" le4'les DOE 
control. 

S 18'" "tor resolution 0' probl .... 

(a) Bolltrs, tl"c:t.,.ic aotors.'1'd S ,Ur,. 
""flrld ~rt1Svrll ",·s",ls. 

tb) Ot~s. 3 '11,,1 yurs .fter 
closil 0' fhcal 111,1111' 1n 
IIIblch .ott t s done. 

3. IllIIAGEMLHT RECORDS. 

•. ~::1:a:,,:n~;:1:!'::5 ~:~1!dse"s 
And wortshteU provtd11'i cost .nd 
._pen" cSata for &4:l1nhtrat ton, 0" 
operation. Inclwdes equ1p::::ent. hou,.s 
of operatton, scheduled a~ actu.tl 

J ),o'rs dhr date of "It entry. 

ITEM 
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ODE RECORDS SCKEDULE IS 

~ DESCRIPTION OF RECORDS RETENTION p[alDD 

hours of operJtton. hours Idle, anc! 
repatr hour'S. Includas poIIItr arid 
uUltt,1 plant recclrds (e.v •• powr. 
.aU,.. heatlnv. ,.efrt9H'nto:l. JncI 
,Ir (O<IIIItI."I09). 

b. P_r ond Utllltf Ploot ~ .... I 
SO'IJ'(e iiec;:al.ncJUClingatiCtnsu. 
1091. insPiCtiOft sheets. and other 
fol"AS ,nd reccrds used to retard UtI 
pr .. Odurol It.,. foll_ b1 the 
operators. ,nd tnstr"'UOilltnt recerdar 
charu. Up's. ant gr.phs reflecttrl'll 
soureD data recorded In COMect ton 
wtth the oporation of Y4rtcul power 
And utllltJ eqol""""t. 
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DOE ~ECD~DS SCH[DUlE 16

(I ) H.adquart.,.s •

(a) Maste.- printed copy of IIch PeI't!4Mnt.
dlrectl.. ",tnt.ll\Od by tho
Offt,e of Or9ant.zat ion ,nd
"'"'ge;:JtIlt S,steAl. Dlrectoral,
of Albtnhtrltlon.

ADMINISTRATIVE _NNT ~[coaos

This schedule prChltdes for the retefttton or dhpoul of (~rU'n records relating
to acmtnstrathe ~M;ewent activftte,. The 12cth1tte, tnchlde tM dtt«tton
,rid control of operaticM and proV!::lS.. The schedule t.lcludl!S records of
pen-oMel. budget. accounting. and printing fvnctton, covered by other 00£
AKord' SChedules, ~t includes records of spechlhe4 procedural ,nd Silnac;~nt
Shfh. Included lfdthtn the scope of th, !Clted"le are ftles of oreantutta-nal
phMtng. recCf"ds aan4!i1CQent activities, and ad~tnhtrGtton of prosra::ls. DOt
Itl-CordS Schedule 1 (tteos 12 arwj 13) proyida, for the dhpostttcn of tncentive
awrd CUD ftles and sfatlar types of Nna~"t Il1prOv~Rt prcgr4r.ll. Any
records created prior to 1-1-39 c...lt be offered to the Nlitton41 ArChhes before
applytn9 these dhposlttcn Instructions.

fOos pert,lntng to a ~nagment ~rcv~ tn 4 IIIlQll doftned are., such as
....poru OlMgtceftt, CCtlSlst prlCltrlly of deuth:d CUO flln on e4Ch fOr::l cr
~port ,nd for. 11G11ted period of tilOle are of ~tnhtr.tI't't 1cportance. files
of prOV4:lS cower;~ bro4der and core dhlne fleldl. luch " or9'niuUoft41

r::,.n:;nlo;t;:::S;.:~~l~~S~S~~~Yf:~r,:~:~~~~:~: ;t'~c~:~!t~~~~se
fO, h U1WU,. of cOl'ltiftVin9 ulli5e In docu=ltntlng the hhtof'J' of hOw the
Ot'p.rtaent conducted Its business. In fddltlC,ln, \I_r••re e~r.1 N:li~htra·

the altt1"tah. These C4J' tntlu4e -arttng P'Pl!t1 tMt 40 not h••e 41 direct
bc.rtn; on the tt41nuc:tlcn. I:lrellaln.uy or Intt~hU drAfts of doc~nt1. 4nd
prlUatl\l1'y tIlCrt,hee-ts thit do "Gt represent sltnlftunt bAstc steps in the
preP<tr.th~n of final drafts, letters or ~r4nd. of transolttal and ad.nowledg
r::e-nt. routtng s1tP'$, .nd extra copies of documenU.

lIEN
~ DESC~IPTlo.~ OF RECORDS

I. DIRECTIVE CASE fiLES.

I. Msnaiement dtrecthes case fUes
doc:uN'II!ntln9 the poltctes and proct'
dLlru of the DO-E. eacept those
~lCrtbed In b•• below. These flies
'rccluctt DOE oroers, not Ices. and
llIMOW\cec::ents.

R[I[NTlD.~ P["IOIl

l1!~

~ DESC~IPT1DN Of ~ECllllDS

(21 ft.ld Offices.

(a) Master printtd copy of taCh
local dlrecttn hsutd. Ntn..
tlItned by org,nization.l
entity reSPClnstbh for
dlrecthes ClIn'9~nt.

(b) All other copies.

Ic) Backup Q.ljttrhl supportt"9
tI'le ts$U~nce of the' dtr«the..

c. tcbtntstratlwe an~nc~nt ftlrs
cont.tnlR9 ~cord cQQt,s of ann-ownu.
CltnU cc.ncerntn9 routtr,~ or tf'ftpOrary
astntst,.thr catUrJ. dhtribut~ for
tnforaatlcn.' PUr;'lOSt'l to cU''9,nlutlon.al
cccponents or to eaplOyees. eac:h'hr of
'Mounceeents CDnrl,,~ poltc)'. aut~ri·

utions, planning. or proce~,., QltUrl.

1. PUBLICATIONS. P"'pIll.U. """U, 1••f.
1.h, file aanu.eh. or ottlie'r publtstled or
prOussed doc~nts. or the last can... •
scrtpt repOrt tf not publtshfd, relating
to I:lan61ecent projects.

I. bCOrd copy wtth the SlIPporttng papers
which dOCLlcent the fnceptton. scepe
and purpose of the project.

U) DocLl:lilntln9 sLlbstantlve progr~s
and Icccapl tlt1:ents.

121 DU.....

R[ TlNTlDIO PERIOD

IS yU" after closeout
of oUlet.

Uon,,<ord··dtstroy -"en
no longer need~ far
,,'.rfftce.

15 ~urs.

1 ,fir.

Pera,l\rnt. Offer to
katton,l a.rchhu -"rn
10 )'ears old.

S yur,.

ODE RECORDS SCHEDULE I~
DOE ~ECD~DS SCHEDULE 16

ITEM liEN

~ D[SC~IPT1llN or ~ECOllOS aUENTlDlO PERIOD ~ DESC~IPTlo.; Of ~ECDROS ~EI[NTION PERIOD

lbl All othtr CCJ1)t H_ NQtlrKord· ·dntro, ..tlrn l. RECORDS DISPOSITIOli FilES. Dncrlpthe
flO lOftier ftftded for ItW,ntor.". disposal a... thoriutlons.
""ertnct. I(~Nulu. 'M rrpOrts.

lcl Backup =aUrlal s~rttR9 to ,firs. a. eulc Docuatnhtlcn of ""ords dhpO· Uftttl ","wd reeor."
tssUolnte of the' dtrectlYe. sh.en ~rO\Jra=. iftChldlng SUniUrd Fora a,.. ~strolrd. or wf:en

US, a.qutlt for R«Crds Dlspo,ltlon no lOftier nH\1td for
121 Ft.ld Dfftus. AlItllO.tty: StAndan! Fo", US, ~KOn!' .dD. nlstr,the or

TranlClltul and RKetpt and rehUd retrrt'l'lCe purposes.
hi Muur printed copy of tactl 10 )'urs after closeout doc~ntation. or othtr records ff'Urf'a

loell dtr«the 1nYed. 1:1&1,.· of ,fftce. latnt and transfer docu=enU 'ncludln9
tAtnod by organhattonal descrlpthe lhts. bOJ. and locatton
entlt)' re-sponstblt for Infomlt'on, dtS-pos.a1 author-tty, acet'u
dtreethes alnag.,.,.nt. ~strtcttons. and securtty clnsUtca·

tt on of records.
lbl All oU~r prtnttd coplfS. NonrtCcrd··destroy when b.

~~~:d~;e:~'~ulol1': ntD~}ar~ s~ ~
1
:~UI va.

Unttl superSl!'d~d Orno 10nler n"dld for
,.f,,.n,e. Ob'O'fo~.

I.nt, contatntng a lllttng of filing
leI Backup Datertal supporUng 10 y.ars. untts .nd general fUn of In e..,ant·

the tssLl.lnce of tM dtnctt". laUon; cHatton as to apprcprlat.
disposal luthortty: retentton pert ad:

b. Mln.g~nt di fRtlns c,w ft 1IS docu· 'nUNctions for 'lie cutoff, r.ttr ...
CIInt'tit thlt palletK and procHuru of _nt. tr...."'r or dispOsal; and cencur·
DOE rehtlrtot to procura=ent Ind prcoert, reneu of responstble orglnt,.ttenal
aaCllifCtnt .. These f11 n IftC h~dto O(l

authori ty ..
procurecent rttubticnl (noE·PR'I): aftd

c. ~:c:t1,~I:nt~;t\;c~~~~c~~I~::0~d 1 ,ear.DDt property ",nagoctnt ~"1atton,

IDO£-PllM',I. offICtf'i. Ind other interested p.arU.,
III Ht&4clwIrters. of t .... dt$tructtcn 0' rtco-r4, lltIOu

r.UnUan period hAS expired. tncludtng
hi Master printed 'ClP' of 'lCh Ptl'Dll'lfftt. 4ppro.prtnf concurrenc~s for tl'tt'lr

dtrecthe c:r,ainutnN £17 tM Mst~tlon.

OtrKter~te of Procuree.nt
d. htra Copt es ~nd routine COrTe-sponde-nce Until no lon9"and tantr.cU Man'9fCfnt.

Ana =e=orand4. nn4td for rtft"'ftce.
lbl All other coptes. NQnrecord··deltro,y "'en .. Worttn, Paperl and background Qlurta1. St. It... 10 of thisno longer ftHded for

ref,I'f'flCt. IChKule.

leI 8.ck ...p oatfrU1 supporting 1S yurt.
issuance of the dl.-«\I....

DOE 1324.2 
5-28-80 

IT£M 
~ 

IlO[ ~[t(IaDS SCo<{OUl£ 16 

ADMINISTRATIVE ""MGlIOI RICoaoS 

This schedule prChltdes for the retefttion or dhpoul of (~ru'n rccords relating 
to acmtnstrathe ~M;ewent activftfe,_ The I2cth1tte1 tnch~e tM dtt«tton 
,rid control of operaticM and proV!::IS.. The schedule e.lcludl!S records of 
pen-oMel. budget. accounting. and prtnttng 'vnctton, covered by other OO[ 
AKord, Schedules. ~t Includes records of speciolhe4 procedural ,nd Silnac;~nt 
Shfh. Included ,,!I1tht" the scope of th' lClted"le are ftles of oreantuttanal 
phMtng. recCf"ds aanagCQent activities, and ad~tnhtrGtton of prosra::ls. DOt 
Itl-CordS Schedule 1 (tteos 12 arwj lJ) proy1d01 for the dhpostttcn of tncentive 
awrd CUD ftles and sfatlar types of Nna~"t Il1prOv~Rt prcgr4r.ll. Any 
records created prfor to 1-1-39 r:...lt be offered to the ... tton41 ArChhes before 
applyln9 these dhpo$ltlon Instruction$. 

fOO$ part,tntng to a ~nagment ~rcv~ 'n a IIIlQll donned are., such as 
rw-poru OlMgtceftt, CCftstst prl=trlly of deuth:d cuo fll" on C!4Ch far::! cr 
~port ,nd for. I'Gllted period of tilOle are of ~tnhtr'the 1cporUnce. files 
of Pl"OV4:1S cower;~ bro4der and core dhlne fields, such" or9'niuUoft41 

r::,.n:;nlo;t;:::s;.:~! '~~ S!s!~;:!' f:~ r,:!:!~! !:~: ;t'tt!c~:~!t ~~~~se 
file h U'Swl1,. of cOl'ltiftVin9 ulli5e In docu::.tntlng the hhtof'J' of hOw the 
Oep.rtaent conducted Its bu$lnes$. In fddlttl)n, thue .re e~r.l N:li~htra· 
the altt1'tah. These C4J' tntlu4e .artlng P'PI!t1 tMt 40 not hAve a direct 
be.rln; on the tnnueUcn. ~re"aln..,y or Intt~hU drAfts of doc~nt$, 4nd 
pnHatNI'y .crts.heUs. thit do nGt represent s'inttlunt bastc steps tn the 
preP<tr.th~n of final drafts, letters or ~r4ncS. of transoltut and ad.nowtf'dg
r::e-nt. routtng s1tps., .nd extra copies of documenu. 

ITEN 
~ D[SCRIPTlo.~ OF RECORDS 

I. DIRECTIVE CASE riLES. 

I. Msna'lelilent dtrecthes case fUes 
doc:uN'II!nttn9 the poUctes and proce-
durn of the DO-E. eacept those 
~lCrtbed In b., below. These ftles 
Include DOE oroars, not Ices. and 
aMl)U.ftcec::ents .. 

(I ) Headqua rt.,. •• 

R(l(NlIo.~ PIRIOIl 

(a) M.ute.. prtnted copy of IIch PeI't!4Mnt. 
dll'Kth. aalntalMd by tho 
Offt't of Or9ant.zn Ion .nd 
Minege;:.ent SysteAl. Dlrectoratl 
of Alblntstritton. 

DOE RECORDS SCHIDUlE I~ 

DESCRIPTIDII or RECOlIDS a[TENTlDIO PERIOD 

(bl All othtr CQ1)t H. NQtlrKord· ·dntro, ..tlrn 
1'10 lO"i,r ftftded for 
"ft,..nct. 

(el Backup =ate-rial s~rttR9 to )'tlrs. 
tssUointe of the> directIYr. 

m Ft.ld OfflcH. 

hi Muur printf'd copy of tactl to ),urs Ifur closeout 
lce,l dtr«the tn",d. Claina of efttce. 
Ulood by 0l1'lnlzaUollil 
~ntit1 rHponstb1e fo1' 
dtreethts al"'9.,.,.nt. 

(bl All oU~r prtnted caples. Nonl"t(crd··destroy when 
no longer needed for 
,.flren,e. 

(el Backup oatef'tal supporUng 10 ),.l1's. 
the Issuance of tltt' dlrt'ctlYf. 

b. Mln.g~nt dt rKtiwes c.se ft 111 doc",-
ClInt'"' thO policiH and pfocHuru of 
DOE rehttrtot to procura=ent aM pf~rt)' 
QlClIifCtnt. Th,w flln 'nclude- O(l 
procurecent rttubticns (ncl[ .. PR's.; aM 
DOt p.operty aa"'g<ctnt ~"hUon. 
(oo[-PRM'.I. 

III Ht&4clwIrurs. 

hI Master prfnted cop, of nch Ptl'Dlntnt. 
dtrecthe Clainutnf'd by the' 
OlrKtc1'tte of Proc"rec.nt 
and Contrlcts Man.gfCfnt. 

(bl All other ccptes. ieQnrecord··deltroy .men 
no 10ng.r ftHded fo1' 
ref.rt1Iu. 

(el 8eck ... p oatertl1 supporting 
• nLllnce of theo dt I"«tI ... 

IS yurt • 

ITEN 
~ 

l. 
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DOE aECD.DS SCHEDULE 16 

11I~ 

~ DESCRIPTION or RECDaDS RE l£~TlDIO PERIOD 

(21 Field Offlc ••• 

(&) Master printtd copy of each 
loc&l dlrecttn In .. d, NIn"' 
tlItned by organization,l 
enttty responslbh for 
directives ClIn'9~nt. 

(b) All other copies. 

Ie) Backup Q41ittrhl supportt"9 
the tssu~nce of tht dtr«the. 

c_ tcbtnhtrathe an~ncs:.nt ftlrs 
eont,tntR9 ~cord ceQte$ of 'flnownu. 
ClfnU ec.ncerntR9 routh'~ or ttonpor.ry 
astntstfltl .. catterl. dhtrlbut~ for 
Inforaatlcn.' PUr;'IOSt'1 to Grg~ntutton.al 
cccponents or to eaploytts. eaehshr of 
'Mounc~nts cD .. rl,,~ polic),. aut~rt· 
IIttons, planning, or proce~rtl QltUri. 

IS yl'a" after closeout 
of office. 

Uon,,<ord--dtstroy .tIen 
no longer n~~d~ for 
rlf.ffftC~. 

15 ~urs. 

1,"f. 

1. PUBLICATIONS. P"'ph'.U •• e.,..u. 'eaf. 
l.is, fih aanu.als. or ottlle'r publtstled or 
proussed doc~nts. or the last can ... • 
scrtpt report If not publtshfd. relating 
to I:Iana9ecent projects. 

a. bcard copy with the $IIpporting papers 
which dOCLlcent the inception, scepe 
and purpou of the project. 

U) Docu:llenUn9 $ubstanthte progr~, 
and ICCcapt tsll:ents. 

121 DU ..... 

Peraaftfftt. Offtr to 
katlon.l Archhu ldIrn 
10 )'~ars old. 

S )'ur'_ 

b. Wo .... ing p~~N arod btckgrwnd ~trrh1s. S.e fUa 10. 

DOE RECORDS SCHEDULE 16 

DESCRIPTIo.; or RECORDS REI(NTIO' PERIOD 

RICDRDS DISPOSITICllI FILES. Descriptlvt 
itWlntori.s, disposal a ... thorlzattons. 
SC~NU"S •• M rrports. .. 8111e OOCuatnhttcn of ""ords dtspo- UntU ,..lewd reeor", 

shien ~rogra=. includtng SUniUrd Fora a,.. ~strolrd. or wf:~n 
115, a.quen for RMCrds Dlsposttlon no lOftier fttot\1td fOI" 
AIIt"".1 ty: SUndtnl Fo"" IlS. ~KOnl' 'dDt nlstr.t he or 
'renlClttul and Receipt and relaUd ,..frrf'l'ICt purposu. 
doc~ntation. or othtr records f"tlrra 
latnt and trensfer docu=tnts 'n,lud'ng 
descrlpttwe lhts, bOJ. and l«alton 
tnfomatton. dhposa1 authortty. acef'SS 
~st""cttons, and securtty clanittca-
tt on of records. 

b. 
~~~:d~; ,! ~'~al°Po': nID ~}ar~ s!! t :~UI va-

Unttl superSl!'d~d Or 
ob,o'e~. 

I.ot. eonulnlng , Itstlng of fOlog 
untts .nd genera' ftln of In el1lant-
laUon; citation as to apprcpr'att 
dtspoul authority: rttentton prrtod; 
InUNctions for fn. cutoff. rettrt-
_nt. tr.",f,r or disposal; and cencur .. 
",Mel of responsible org.nlllttenal 
luthort ty. 

c. 
~:c:t1,~I:nt~;t\;c!~~~c~~I~::0~~ 

1 1tlr. 

offleeri. and other interested p.erU., 
0' t .... dt$tructtcn 0' rfCo-r4, 1d'IOs. 
r.UC'ltion "",rfod has expired. Incl,,"Ing 
4ppro.prflte coftCur~e~s for tJttolr 
Mst~tlon. 

d. htra Copt es And routine cOrT"pondrnce UntO no long .. 
Ana =e=oranL. nn4N fOf nferenu. .. Worttn, Papers And background Qlhf'ta1. s.. It ... 10 of this 

schKule. 
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DO( R(COOllIS SC"EOOL[ 16 DO[ RECOAOS SC"EOOH 16

rr£lf
~ DESCRiPtiON or RECORDS

'. ~ (SUl'I'4frd1nUCft .1'Id Ccnt..ol I.

I. Fom ttles containing data showln!] the
1nctpttcn and scOpe of the fOrti. tht
;;rOirt= or A¢:Ifnhtr.Uwe p,irpou
1en.d by tht fOrD, and tht "ltted
pracfoCklrn fnltftuted. rrwh.d.
s~"Hded. or unc"If'd.

6 ,.trs.

R[1ENTION PEAIOD

10 years.(bl QUlrterl)', IfCI'anl'l~1. and
.n"""l f'tIIOrt ••

(3) =~ ~~:Oca~;I~~~t~l:Cfftc
prograas. niss'eftS. Or projects
dole"" ..... b, • prtnctpol n."
~h..r to h4". historical or
.rchhal interest 'M (oncurm In
bJ' WSj, and copies of "ports to
tfllt Prt1tcSent or to tte teng,,"s.

I. Iteportl Control CUt files I:1Ilntalned 2 )'ears Iftfo,. U-
for tach bbt rtpOrt C,..,Ud. Clncelltd, r"POrt is dtscontftldd.
Of' svperwdtd.

b. ~tU~ti: ~::t:t~:~:~ ~:n,:~~~,ng
Ditter. prtplrl'd ,.rlOdt(lll, Ittd
renKUng acthtU.1 tn, or It'tul of,
the asstgned ',,"ctlons of UftlU,
s«:UOftl. branches. dtwhfGns. 'Ield
offle-s. or thefr equhal'I'It1.

U) Units, If'Ct'cns, Ind br'nches of
fl.l d offt en 1M of -.ad4llolrt.rs
dhhlons and offfces.

h) We,u, and ..nthl, 1'."'1. J ,tin.

rh) QUlrterly, ltata"""'II. Ind 6 )'••rs.
aM".1 rtpOrts.

U~ rt.ld offices. field offlet
dhls'ons. I-Iul ttl'adqulrttrs
dhhlons and offtcn.

1.1 ....tI'.Oll ...nthl, rlPOrt••

1100
!!!<.. DESCRIPTION OF RECOlUlS

8. REPDaT fiLES.

L1ntll related fom Is
dhconttna.fd, $v~r.

1f'4t'd. or cancel ltd.

10 ytUS after fOr=! h
dhconttn~d. sv~r·

Sleted. or ClftCelled.

R[1ENTION PEAIOD

b. Work'W1 pIpers. backljlrollnd QAttriah,
"'<lUI JHfOnS. IllC!ctftcatfons.
~oc:usl~ diU. aftd control tKOl'dS.

1 0 rUn doc-.,."ttrtg tN cthelOp:ltnt of
plans and poliCies ~rtltntl'l9 to the
CluiOft. ~r09'=. or '",ncUons for
~tc" ttt. COtlCtrrtM dhillon_ offtCf'.
field off'c" hboratoP'J, 0" ccntractor
tin prlaary rtlllOnllbtl1ty~ opinions
And ""c1l10nl of ,n I~rt.nt pollc,. or
~·~Ntnt ftlWt: aRd s~ry r"POrts

:;~(Q~~s:::e~~~lnrT:::eo;rr::Iwill
getlfrilly be- found In ttlt offl UI
of pt'fN:I~1 sUff 0' He>i4qUlrt.rs
offlc.s and d'whtons, 'te-Id or9lnlza
tlon" labor.torl", and contrActors. ~

b. PIn of In oPtrUICftl1 nitur. =cu
Cif.ftUng faplfCtntatton of tN clearly
establhh.d 1:'1IS101'l, progrA1Ql, poltcles,
tn:t procNur., for which the dhfslon,

CORRESPONQENCE r IUS. eo...r.l ,"'J.ct
c~~sponiJince flits. CO-l'lshtlft9 of htU'r"
f!III'COratl4l • .-nolps, studtfl. rl'pOrts,
for=s. and other data ltOcur:ltntfrtg Or
hlpltce'nttft9 phn" poUct,.., proctdur.,.
acCCIl'plhtElents. optnttlns. and a.chtGftl
Pt,·Ufnf", to DO( P'09,&:I and luf' "ttw.
ftln. or ptrtttntft9 to 'nternet acr::.ff\h·
t,..tion or a~,..ttons.

s.

DOE RECOROS SC"EOULE 16 DOE RECORDS SCKElIOJlE 16

l ye,r.

50. (RS 16•• tea S.

RtTENTION PERIOD
ITEM
~ DESCRIPTION OF RECORDS

C. itports, O~r Thin ActhUr or Stltus

~:aitl:~ ::u:~~~~c:~~~.:~~T~~f-
Cll1y. occasfonally. or on I one-tlClt
bo....... dtr'tCt04 tD M;tItr or tcll<O'
Itn1l of o~ntzatton for S&a:lolrtntton
or total Inc'uston I" ttn.l reports.

U ~ FH4fr or ~tl talnl" rtporu.

(a1 W.etly and GI1nthl, f'eports.

(b) Oulrur1y. SfCIhRI'IUII.
aft~ll. O((UIOl\ll, .nd
one· ttl:W reporU.

(2) Final ~rts or S&CaI". r"POrts
perlOd."I')' Pf'odut~ .mIC" ,rlf
tbeo .qutval.nt of a 'tnal repOrt.

d. ~~r9::Pf~t:~ ~:~~:~tttr:;::w~~'tI
e=ploy.C!s for tltt p",rpote of orienta
tion. renderfng a"htanc. or QlUnq
sWdlH_ taclush. of reports ~ardt~

Nnl~fQent IPPf'ah.h.

e. ~:tfWj1.l"nal:::,Rm~l~;f::~-Ind
r'fCcn::atn<!·Ulons "'ul tfng frCIQ t'ftlews
of facti ttltlng pr09r~s or functto"'
of DOE ccaPOMftts and contractors.
Jlrtop.lrfd '1'«;3. dltI 90ItMred ¢vrtng
whtu to Inltllhtlons. Or 'raa t.~I·

n,tlon of rtPGru and doc~nts, or
both; e.cl"s'n 0' ludlt ,",pOMS .nd
....pOrts twllultt~ or ,ppr.hlf\9 tht
twltltath. or pr09rCHMWIttc flQ'tettons
of 00.£ and 't1 contr.ctors.

1 yetr "ter ttt.
year In which tt,f'
project Is elosfod.

J c:lDnt"'.

RETENTION PERIOD

PROJECT COJlTiOl. fiLES. MecorIM., rtports.
ana oUlir records aoc:~=enting .nf,reents.
P1'09nu. \.~ c.~~·ltot\ of proJ.cts.

7.

6.

liD<
~ DESCRIPTION Of RECORDS

office, f ••ld offlet, labcr,toP'J, or
COfltractor has prtNry rtSpOfl-stbtlUy,
provided that the doc",-::renttUon tn a.
is prtserv.d.

c. rUes doc~ntln9 transactions of I
routine Ch4lr4cter, gerttrall,. recv;rrtng
t)'Pt, IiltIlch relote to local Pf'rfo~nce

of partlcuhr tr",,,eUons of a atssl~n,

P"09r&1. Or ICthftJ. Ind wfllc" .ss.n
ttally .... Sl.r.=af'Ilfd or dvpllCUtd In
rKOl"ds d'Krlb~ In b. abOWt. catn
tllnfd At I ht9~f' G"9Inlutlcn.' IntI.

d. F'1ho; prrUlnfng to Internll ,ltDlnts·
truton and cprrlttons, Ind Infomt
tlon.1 ccpt" of corrf'SpOn¢tnct. fOnJl.
~wllcattons. re-ports, ,MI ot......
'''vances rtlathtg to ucporary nteds
afld routtn, narc' "Ion Of' ftOn:progr.t::l
alng respCns'bfl fttts.

e. Ac:knOlilltt1g::!lfnts altd transolttah of
InQuiries and ~Qut'ns that hive ~f-n

"ftrm fhf'tlfl'rt 'or repl,; routttlg
r"YellS 'or tnfortlltfon ,"d re-p1tn
thereto; .nol'l1l:O"t l..,tteorl, I etters of
CCftQ'Muton. cocpl.lnt. (rltletsa.
I~ sug~sttortS I-nlS ~ltfS thtrtto.
t.clusfYC! of ttlo1~ ""dtl'g to tnnsU
96tfn or a4-J'nhtrathe actton ,nd
thOSt lneC'llOratfd in 'ndhtdual
prtr\Cu,"el fllt-s.

RECORDS "OLDI~GS rIUS. Stothtlc.1
r'f'pOrts Of Ig.l"ICY r«ords holdt~s N'Q.u'''f'd
by the' r..neral s.",,'c.s A4:11t'lIstrltfcn.
'ncludlRg feecltr reports frOCl 111 offfces
and data on the wolUHlf of records d1lposf'd
of by dtstruetlo" or transf.r.

t6 g ggg 6
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11[)o 

DO( R(COOUIS SCK(OOL( 16 

rrOf 
~ DESCRIPIION or RECORDS 

'. ~ (SUl'I'dfrd1nUcft .nd Centrol I. 

s. 

I. Fom ttles containing data showln!] the 
1nCfpttcn and scOpe of the fOrti. tht 
;;rOir= or A¢::Ifnhtrattwe p,irpou 
1en.d by thl fOrD, and tht "ltted 
pracfoCklrt'1 fnltttuted. rrwh.d. 
s~rHded. or unctllfod. 

b. Work'W1 pIpers. backljlrollnd QAttriah, 
",<lUI,j1 ttOr'lS, Il)ectftcatfons, 
~oc:usl~ diU. aftd control tKOrdS. 

CORRESPONOl~tl riLES. eo ... rol ,"'J.,t 
c~~sponiJince flits. cO-l'Ishtl"9 of htU'r,. 
arcoratl4l. "" .. pi, studt'l. rl'pOrts, 
for=s. and other data Itocur:ltntfrtg Or 
hlpltce'nttft9 phn', poUct,. •• proctdur.,. 
acCCII'plhhoents. optnlcns. and a.chIG"S 
pr,·Ulnf", to DO( prot'''' and luf' "ttw. 
ftln. or ptrtttntft9 to 'nterne1 acr::.lf\h
t,.,tion or a~,..ttons. 

to rUn doc-.,."ttrtg tN ctHelOp:!tnt of 
phns and poliCies ~rtltntl'l9 to the 
clition. ~r09'=. or '",ncttons for 
~tc" ttt. COtI(trfttd dhllion. OffICf'. 
field otttc., laboratoP'J, 0" ccntrActor 
tin prtaary rflponltb111ty~ opinions 
And <'Itchlonl of ,n I~rt.nt po11c,. or 
~·~Ntnt ftlWf: IRd s~ry r"POrts 

:;~(Q~~ s:::e~~~tnrT:!:e o;rr:! 1 
will 

gef'lfrilly be- found tn ttlt offl ttl 
of pt'tN:t~l sUff of He>i4I1uart.rs 
offlc'l and dlwhfons, ,te-ld or9lntza
tton" labor.tort", and contf'Actors.' 

b. r-'lu of In optraUcnll niturf =cu
ccnUng faplfCtntaUon of ttlt clearly 
establhh'd gtuton, progf'A1Ql, poltctes, 
tn:t procNur.s for whiCh the dhhlon, 

DOE REtDRDS SCHEDULE 16 

R[tENTION PERIOD 

10 Yfl" after fOr=! Is 
dhcontfn .... d. sv~r
Meted. or (I"'" led. 

lIntn related fom h 
dhconttna.fd, $vptr ... 
stUd. or e&ncelltd. 

~ ClSCRIPTI~ Of RlCORDS RETENTION PlRIOD 

6. 

7. 

off.ce, ff.ld offfet. labcr,toP'J. or 
COfltractor has prtNry respofl-stbl1fty. 
provtded that the docloo-:;:rentttton In a. 
1$ prfserv.d. 

C. rllts doc~ntin9 transactions of 1 
routine Ch4lrActer, gerttral,,. recv;rrfng 
t)'Pt. IiItIlch felote to local Pf'rfo~nce 
of Plrtlcu"r tr",,,ettons of a Dtuf~n. 
P"otr&1. Or ICthftJ. Ind wf'Ilcft 'U'n
Ual '1 .,. s~rU'd or dvpllCUtd In 
rKords d'Krlb~ In b. abOWf. catn" 
tltned At 1 ht9~' G"9Infutlcftll lnfl. 

d. F'1te,; prrUlntng to Internl' ,ltDlnts· 
tfUton and cprrltlons, Ind Infomt
tion.l ccples of corrf'SPCin¢tncf. fOnJl. 
~w1tcattons. re-ports, ,MI ot ...... 
Usvances rtlathtg to UCparary n'Ns 
and routln. narcl ufon or ftOltprogra= .. 
alng re'pCnstbfl Ults. 

e. A(knO'lllltt1g::!1fnts altd transoittah of 
inQuiries and ~Qut'ns that have ~f-n 
""rred fhf'tlfl'rt 'or ,.,,1,; routft\g 
r"yests for tn'ortllUon ,"d rt-pl1ts 
thereto; ,ftOl'I1l:O", t..,ttfors, l.tters of 
CCftCle'Muton. cocpl.lnt. critictsa. 
I~ sug~sttortS 1-1\4 ~llts thtrtto. 
•• c'ustwc! of ttlol~ '.Idll'g to In'fOsU
gatfn or a4-Jinhtrathe actton ,nd 
tho Sf tnecrporatfd In Indhldual 
perwMlr1 tllt-s. 

RECORDS HOLDI~GS riLES. Stothtl,ol 
re-poru Of Ig.ncy records holdt~s N'Qulr'f'd 
by the' r..neral s.ntctS A4:11ntstrlticn. 
tncludtRg feecltr reports f .. OCI 111 offlns 
and dat. on tht wolUHlC!' of records d1lpasf'd 
of by dfStructtO" or tran".r. 

PROJECT CmmUll. fiLES. MecorlMI, r.ports, 
ana ob;;r records aoc:~=enttng .ntgrcents. 
p;t"Ognu. \.~ c.~~·ltot\ of ,roj.cts. 

6 yurs, 

l c:'IDntl'lS. 

1 yetr .'te .. the 
year In whtch tt.f' 
project h closfod. 

ITl" 

1100 
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DO[ RECOAOS SCKEOOH 16 

!!!,.. DESCRIPTION Of REtOtUlS R[tENTI~ PUIOD 

8. REPo;tT riLlS. 

I. Reports Control cn. filts r:1Itntatned 2 )'tars at",r eM 
for tach bbl rtpOrt CrtIWd. uncetltd, rf'POrt 11 dtsconU"dd. 
or svperwdtd. 

b. ~tU!ti: !::t!t~:~:~ ~:n.:~~!tng 
Ditter. prtparl'd ,.rtOdf(ll', 1M 
rent(Ung acthtttfl fn, or dltus of, 
the IIsfgned f,,"cttons of UftfU, 
s«Ucn-s. brlMM,. dt"htofts. "tld 
olttus. or tNtr tquhlltl'lts. 

U) Units, Sf'CttCftl. Ind brlnches of 
ft.l d offt C" Ind of -'ad4llolrt, .... 
dhhtons and off tees, 

fa) We,u, and .. nthl, rfSlOrts, l,.lrIo. 

rh) QUlrterl,. ltata""""l •• nd 6 )",rs. 
aMu.' r,ports. 

U, rltld o"fc~l. f'tld olflet 
dhhlcns. ud tt.'dqulrttrs 
dhillons and oUtcn. 

Col .... tI"od .... thl, rIPOn •• 

(bl QUlrter'" IfCltanl'l~I. Ind 
.. """I "lIOn'. 

(3) =~ ~~:Oca~;t';!!~!t~l :Ctftc 
prograas. aiss'cftS. or projects 
dole",I"" b,O prlnclpel .toff 
~htr to h4v. hhtonetl or 
.rchtvll interest 1M (oncurm 'n 
b, WSj, and CoptH of "POrtl to 
tht Prt1'ct.nt or to tte Ccngrns. 

DOE RECORDS SCKEOOJL£ 16 

6 ,.,,5. 
10 :rears. 

~ DlSCRIPTION Of RECORDS RETENTION PERIOD 

c. Reperts, O~r Thin Ac:thttr or Status 

~:aitl:~ :!":~~~f.c:~!~,: ~~T!~t-
cal1y. o"utonal1y. or on I one-ttClt 
bI.ts ond dlrect04 to M!illtr or tcIl<Ol 
ltnts of o~ntut1on for S&a:lolr'lItion 
or total Incluston 1ft ftnlt reports. 

0' FH4tr or ~tlIDtnl" rtporu. 

(al W .. tly I-nd GIlnthl, reports, 

(b) INlrUr"', stCIhRl'IUll, 
Ift~ll, 0"",101\11, .nd 
one- ttot reports. 

(2' Ftnll ~rts or S&CaI". rf'POrts 
perlOdtull)' P'oduc~ .mtc .. Irif 
theo ,qufnl.nt of I ftnal ,.port. 

d. !:!r9::Pf~t!~ ~:~~!~tttr:;!:w!~itl 
e=ploytC!s for tltf p",rpote of orf'nU'" 
tton. rendtrtng I"htan" or QlUnq 
studlH, ,.clush. of reports ~Irdt~ 
N"I~fQe"t appratuh. 

c. ~:tfWj1.l"nal!:!, Rm~l!;I::~"lnd 
rtCcn::atnd-lUon, ",ul tfng frOQ rewtfWS 
of facti .ttttng pr09r~s or functton, 
of OOE ,caPOMftts and contrtCton, 
"r.,..rf'd fr«:3· ditl gatMred ¢vr.ng 
whlU to InitIH,tions. Or fraa •• ~I· 
nltton of r,porU and doc~nU, or 
both; •• clus.n 0' ludit ,..pons Ind 
rtports twllultt~ or ,p"rlhtft9 tht 
subst .. "th. or pr09rCHMWIttc f""cttons 
of 00,( and 'ts contrlctors, 

l ye,r. 

50. (RS 16 •• tea S. 

lyurs. 

tJ g ggg 6 
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•• CCln'....ftC•• "'U"I' t.nd COI'IWlftUGlt
iicom, hdld,ng cOP'" 0' puns.
'iiiiiiWiiCeel'ltl. '""ltatteM, I;~.
PlPlr, Pf'nl'nted. IIIZlIr1t•• and
rellud reports.

(II 10tor..tlo..1 IOd ..tlo.al
ccnflNaCn In ditch OCI fl •
pa,tlclpa.t:

lal Offlchl ffles .. I.ta'ned by Po"",ooot,
the offfC', dhhton, fl.ld
orpnb.tfCft, or contractor
....pon.lblo for coonlt ..tl.g
tilt DOt .ffort.

IT[JI
!J1.... DESCRIPTION Ilf RECORDS

Ibl All ou.., <lIte,tIl.

1TD4
!J1.... DE~IPTlON OF RECOROS

III ~":;~rl=~~IW._":IS

(2) Otllon,

t. (RESUYEOI

10. 1lOilIt11lG PAPERS. p,Qj.et b.dg""""d rtCOnl,
wen IS ,£Udhl~ In"'If', notH, drAfU,
Ind tnteri. rt'port ••

II. RECoaDS _MEN' FILES. Report,. co,.,..·
spoftdi"c., ,ythOnuuons. uehntqw., and
rthWd rttords coot.mlOlJ tilt mol_ot.ad I__t 01 tilt _.t 01
rtConl. I. tilt Dopa t. lotlod" tilt
.nliftlltnt of fUt', fa , c:crrelpcndlftCt,
CIIn. r~rtl. afcro,n•••utcalttc dAti
proc.ssh"9, wful records, and ...l.tH
Neerd, not cO¥lm .hft!tere In thh
ICheel'll••

n. CQl(fEREiltl AIlD ClIlIllTT[[ RECORDS.

DO£ RECORDS SCHEDULE U

RUINTlIlM PUIOIl

Ptft:llMftt. Off" to
IIltfONl ArChhu "''''
10 y..,. old.

6 )'.",.

Untn 6 oootlll .ItI'
ft 0.1 .ctloo 00 P,oJ.ct
"port, or 3 ""1 atur
ccap1ttton of rl'pOrt If
t:O Itn.' acttcn ts
tHen.

6 Yllr••

13.

b. ~=::lr~ :r~:,:,;:~lQr~U:: naUc".
agel'l4u. a1rwtes, reports, rfCQ::and.
ttoo., .od co"""pondenu dll'Ktly
r,lIted to tho ph,1oft of ''''' grovp.

III Offlcl.1 In., 01 Adwlsory
ta::oIU... '~JKt to tllo fode,a'
Ad,f sory Com::Ittte. Act &"d ()fiB
CI,c.1&, A.63.

III Official 111., 01 ·C=l1t.... •
'Patteh.· 'Te" rOre"_' 'Stud,
'.ml,· 1M 'Wort Gr"wp,'
• 'tabllshed 'otlmally to prowld.
fnforDItfon••dvtce, or reccr::::;en
dlUonl to DOt Or contractor
Qltllle:efllt (,achlsfn of O"9ln1.
uUcnel ,"".,. 1M stwdt.d.

(3) In.....toUlned by l.dhld..1
CICC!lbtn of ca:=t ttte, Plntl,
0' tou lorco.

ORWllATlIlMAL R£CGallS.

to attic'" 0'14nllltton chlrU. "trr.Un
ht'tort ... and "lated record, tlbfch
docUDtl'lt Ute o"JInh.tfo.n: &ftd functton'
01 DOt.

(II RICo,d copy,

III All otllt, copt ...

DO£ RECOROS SCHEDutE U

RU£MTlIlM PUIDO

Z ,elr., or IIhln no
longer nHUd for
re'.riMCI, tlftfchef.r
11 earH".

IS ytln Ifu..
ter=l1nltton of
.ufflDfnt•

Unltl ••perlod....
obsoleh, or l,lpon
ura'NiUon of
~rlhtp.

Per:aanMlt.

Unttt Il:Ptrll'dtod or
ob,ole~•

ITEII
!h. D£~IPTIDM Of RECORDS

(bl All otho, copt ...

(ll DO£..lde lUff or II.1d offltt...It.,. 01 otulo. (prog'''''1
VDUPl,

(.) Offlclll In.. 01 ,pOnIQ,IOlJ
office, dhhtcn. ffeld
offtc., or contrKtor,

lbl All otlto, cop I...

3 yU". or ",n no
10"90' .....tel 1o'
referenc•• tlf'Ilch.."
is ",Iter.

Peraenent.

2 "ean. or w,n no
I_,_... fo,
ref,renee• ..tIlc.".r
is .arl1e1'.

1TD4
!J1.... QESCRIPTIDM OF R£COMllS RUENTlIlM PERIDO

b. Surwo".o4 n.dle. 01 orgaolzatloo.l Po ....o..t.
~tts Ind operattng procedur.s.
tncludlng 10....1 ......rt......ltt.g
. ",,'rUl. '.Cl'Pt 'or ,.conts othtr
wi .. co..~ tn tI'Iis or other
Kht4l.11es.

14, AMAllIlS. C... ftln ... 'ot.lood to doc"""ot
lIii'Tn,tcD F.ftlt pd Ernflt O. L.""fflC'
..ards.

I. CUI ftlts of a.ltd rKlptents Pemarttnt.

~::':~:t=:~a~"',.::;;t1C:;::::'
tnd dOCu::=-ntAticn 0' C"'C!CO"JI' diU.

b. tu, fU .. of bird neatn,ts.

13) DO£••ld. ""ff 0' Iteld offl<o
_I.,. 01 ••pport group,.

(e) Offtclal fl1 .. 01 ,pO...,I., 10 yo.....
offlc•• dhhton. 11eld
offtco. or contractor.

(bJ All other copt". 2 ,."1. or Wn no
'_r .....tel 1o,
ref,nne•• ",tC*I'
11 IIrltl1".

(4) Co.n',,,nc,,. aeett"9s. conwenttaftl.
IJ'I=POS tuas••M scat I\J" ftOt
19Cns.ored bl DOt o-r ttl ccnt,ac,ors.

(I) Roport. co.utol., •...,..,to. 3 yoa,..
of vtlWl pres,ntod .ncI Ict ton
tat•• by tile ...-ly Ind 01
_fit, derlwed I,... IlOE
participation.
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lTD! 
!J1.... DESCRIPTION OF RECORDS 

III ~,,:;~rl=!f.~IW. _":IS 

(2) Otlle". 

t. (RESERYEOI 

10. VlliiIIIIIG PAPERS. p,Qjeot b&dg""""d rocOnl, 
wen IS ,£Udhl~ In.'.u,s, notH, drAfU, 
Ind tnteri. rt'port,. 

II. RECoaos _MEN' FlLts. Report,. co,.,..· 
IpoftdinCi. IYthOnuuons. hehnt.-•• and 
related ,..0"" c .... ,.I09 tilt ctn.l_nt 
&nd I __ t of tilt ..... _.t of 
roconl ••• tilt Dtpo .... t. lotlude' tilt 
.. nlitllent of 'tl.I, fO ... I. CCrrtl,cndIftC', 
CIIn, '~rtl. afcro'U •• IYtcaaUC dAti 
proce"ft"t9, wful rtCCrdl, and related 
NCCrdl not CO¥.r.d .hft!tere In thtl 
ICheclul •• 

n. CONfERENCE AlII) CIIII4ITTEE RECORDS. 

a. CClnf.rette •• ""URI' tnd CClI'IWlfttfGlt 
iicom, hdld,ng Cop'" of puns, 
'iiiiiiWiiCmel'ltl. '""ftnteM, I;~. 
PlPI'I presented, IlIZIIrftl. and 
related reportl. 

(I I 10wootlo .. 1 and .. tloo.1 
ccnfeNaCti tn ditch OCI II a 
po,tlclpont: 

RUINTlIlM PERIOD 

Ptn:llMftt. Off" to 
.. liONl ArChhu IiIf'I", 
10 y .. " old. 

6 ,)'.",. 

Untn 6 ""otll, Iftl' 
ft oIl ecUoo 00 p,oJect 
"POrt, or 3 11"1 alt.r 
ccaplett Oft of rl'pOrt If 
t:O Itn,' actten ts 
tHen. 

6 ytars. 

,., Offlclll mes .. lot •• Oed by P''''''Otnt. 
the olf.c •• dhhlon, f •• ld 
orpnbatfcft. or contractor 
... pon.lbl. fo. coonll .. tl.g 
tilt DOE .ffort. 

DOE REC(ROS SCHEDULE U 

!h.. D£SCRIPTlOll Of REC(ROS RETUTlOll PERIllO 

(b, All 01110, topla.. 3 y ..... o. """0 no 

(l I DOE ... d •• Uff 0. fI.ld .ff.c • ... tI." of o.uton (prog."", 
VOI,lp$. 

1009l ...... eeI fo. 
referenc., tlfttchonr 
Is Hrlter. 

(I) Offlclll fl1" of .PO .... "09 Po,.,. ... t. 
office. dhhtcn. field 
office. 01" contr4ctor. 

'b) All other coptn. 2 ".ears, or wltn no I_,_ ... fo, 

(3, DIlE •• ld •• tlff 0' fl.ld office 
_ I." .f ,.pport group •• 

,.f.reneo, ..tttc. ... r 
Is earlief'. 

(I) Off'clll fn" .f 'PO""'" 10 101,.. 
offlco, dhhton, "Ild 
offlco, or contrACtor. 

tbJ All other copttl_ 2 ,.11"1, or Wn no 
I_ ...... td fo, 
ref,"nco, "'Iehnlr 
11 larlter. 

(4, Co.nf.rwnctl. aeett"9I, cOIW.ntlcni. 
s,q:os tllClS •• Nt scat ftJ" not 
19Cns.ored bl DOt o-r tts Ccntr",ors. 

(I) A.port. conulol., ''''''''''0' J 10",.. 
of V tfWI presonted .nd let ton 
tlt.n by tile .. .-11' Ind of 
_fit, dlrtwed f.oo DO[ 
port'clpot.on. 

lTD! 

IT[JI 
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!J1.... DESCRIPTION Of RECORDS RUENTlIlM P£RIDO 

13. 

(bl All oll .. , ,,"te,lIl. 

b. ~=::tr~ :r~:,:,;:~lQr~U:: naUCH. 
&gel'l4u. a1rwtes. reports. r«Q::and.
tloO'. lod co"""ponden .. dll'Ktly 
r,lIted to tho ph,1oft of ,tw grovp. 

III Off'cl.1 fn., of Adwhory 
ta:::lltt •• , '~JKt to tile redoral 
Ad" so". Com::Ittte. Act ,nd ()fiB 
CI.c.h. A.63. 

(ll Off'c •• 1 fIl., of ·C_.U .... • 
'Patteh.· 'Te" rOre"_' 'Stud, 
""',' 1M 'Wort Eir'wp,' 
•• tablls"ed (otlm.lly to pr .. lde 
tnforDItfon •• d"tce, or reccr:::;en
dlttons to DOt Or contractor 
Qltllle:efllt (,achlsfn of O"9ln1. 
uUcnel ,,,".,. 1M stwdt.s). 

(3 I rnll ... loU'Oed by l.dhld .. 1 
CICC!Ib,n of ca:=t tte •• Plntl. 
0' tou fo .... 

ORWllATlIlMAl. RECGaDS. 

a, Clffchl 0'14ntlltton chlrts, "frr.ttn 
htltort .. , and "llted records tlfttch 
docUDtl'lt Ute o"JI,.hltto.n: &ftd lu:nctfon\ 
of DOE. 

(I I RttO,d copy. 

III All otllt, cop'''' 

DOE RECORDS SCHEDULE 16 

Z ,elrl, or IIhln no 
longer nHUd for 
re'.rIMCI. tlftfch ... r 
11 e.rH.r. 

IS ytln lful" 
tel'Cl1nltton of 
tuffIDfnt • 

lhIU1 •• po .. ed .... 
obsoleu. or l,lpon 
umtNitfoft of 
~rlhtp. 

Per:aanMit. 

Unttt SlolPtrltdt'd or 
obsolet. • 

!J1.... OESCRIPTlOll OF RECOMllS RUENTlIlM P£AIDO 

b. Su.w.y, Ind n.dles of O'i"oIzUloo.1 Po ""Oeftt. 
!.Infts Ind operattng procKurel. 
'ncl..s'ng fo .... 1 nport ..... Itt.' 
. ,.,..frUl. '.Cl'Pt for ,..CONI othtr
wi .. conr.<t In tI'Its or otNr 
Khe4l,1lel. 

14. ANAllDS. Cu. mOl ... tntlloed to dot"""ot 
lIii'Tnrteo Fifftllt pd [rntt.t O. L.tI1'enc. 
&wlrdS. 

I. C ... Ifl.I of a.lt'd rKtpfents PlmAfttnt. 

~:!:~:t=!~'~"',.::;;t $ C:;::::' 
tnd dOCu:.ntlUcn of (H'C!CO"1 diU .. 

b, til' fU" 01 bird neatn •• ,. 
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RUtNTIOII PlRlOO

~1t 00£ Fo.. AIl-JJI.
RocOrd' RotfftUOII Illd
Dh""••1 AaltIlorh.tl0n•

Soll>llll t DOE F0" AIl-JJI.
Records RettntfOfl and
01"",..1 -"tllort.atton.

fOllow dhpo,Ulon
sUnOrd for ,.1aUd
eIIps.

p,fttl.nent.. Oft.r to
Motlo",1 Arcllt..,
wi thtn 10 1t'&" afur
Ct::llll'.tton of resultant
eop.

00£ Il[CDilDS SCl<£Dul£ II

c. CClCpute,-plotted DIp, (hard cop,
prtntouts or .icroft1a outpwt).

b. R....I.fll9 11.....

F1liOlllIi AIDS. Gr.pllt< or ...tt... t.-..
Iftd o("r flMint .ids "latt", to Qlps.

i.

I. M~S'f~~1;=~~:1~r?I~:O:\~EF
iiicl'""r.lud roltot upS.

•• On. rtllr......th. ""lI1I 01 ttc~ t7pt. .........t. Ofltr to
Notional Arc~t.t' "'tIlto
1 ,e.t of pro::uc:ttCft. or
wn no Itl"'»" nMdtd.

Vottl .. 'o",tr ...cIId
for to-ntrlCtor '1M ..

~.

rJ;M.H&tllDn:~~:~T~~ &~~~f~l~
Fi.la NtiS froo s"'"tJ's. eb$.t-"IUons.
t:ftd ••plor,ttons. COftIlstt:y of I nmning

:~ft~'::h:~.~~.:;ni::r,~;:..rtes.
lolte........001<. trtangulatlo. dltljr.....
annotlttd I~hl ptlDto9r~hs. Ind sur••,
<_tattoo,l.

ID.tllr"'i~ IS. IRES£RYEDI

16.

ITDl
~ DESCRIPTlOII lJf .ECDilDS

6. COlI'\ITER·RlLATED MAPS,

Oestral 1 ",r after
~11caclon of n'ulunt
CWIp or 1 ".r of tel" no

Scbatt DO( rem AD-331.
Rte:ordS RoUnt Ion onll
Disposal Authortntlon.

.n£NT1D~ P£OIOO

;:SS;:~PIaQl~l~~:{ tWu~~~:r::S~r
edllblU or wall dhp14)'s; AlP .nclosure$
to ",parts or c.orre~~nde~ei ort9tnt'
topoguphtc phnn'bl. sheets. terr,tn
sketChel. and ~ttul df'pth.104J;ndtnt
ShHU; final ~tl:I.l1Crlpt ·S'JCoth ShUU·
41Id ·,.. Ir stureU· Ihowlng thlt relulU of
su .....eyl, NPS or aerta' photovaphlc p'rints
anncUted with fteld nne)' tnfomltlCJn.
Initial hand·dr..... photoSJ1"~trlc ,tiro
p1otttng1 fr(l:l, nrhl phot~t'."'. aftl2
proo1sht.u cr owerhl1 thlt ~ar
annoUtl0n, resulttng frCQ fIeld ch«ttng
or vert ftc'l Ion of SloOn" dlta or that are
annouttd to sr.. Sourc:e of tnfCJt"'Nlat Ion
used Oft the ;:I'p.

2,

I.

00£ .ECOROS SCl<IIlUI.E II

CARTOGRAPHIC••E..,I£ Sl.SI.... III~lRY, AliIl .ELAT£D .ECDiDS

Thll schedule CO,trs urtoi"phtc. rte:W:)lO sensing lulger". btld ',hted records_
Aecords cre.led prior to 1·1·~O Qlst be offlred to the Matlonal Al"chhlt' beto,..
-,pplllng thit dhpos1tlon sUnduds In tbtl SChedule.

(.rtc;sr4~Mc rKordS Inch.41 I:I4Ips. ctints 't'IJdrc9".phtc~ n4uttcal, wather.
• ,., aerontutlul). phot<a'P1 ••tlues, c.rtograas. ,lobes. and rel1., COdeh.
Al:thted recerds .trt those records 'h.t tom an Inte9r.l part of tho Np::'Illtc\C)
procen, 'lith n field sunlt)' notes. teo4ettc controls. Np btstory case fl1u,
$ovru Citltrt.h. 1r1C!eaes••nII finding .Ids. Recent, of the Np::lIIIk'ng proc." In
&lIltCll:i'ted stor.p and ret..,f'Y'. sJste:-s .,. cc.ered bl Recenss SChedule 20.

RCQOtt sensing 'CloIo;ery conrs aerl,' I;hotosnp.hs .nd .'s",l t~90' of the ,yr'«e
of thlt earth tlllen frQa airborne vehlclos for ew.lu..Ucm, ;;-.oa,urtn'il. or Npptn9
the ~ulturAl and ph)l'Stul futures of tho hinds,tapa, ond re'ated IndU&S..

Addttlon.1 deurlpthe tn'Omoltlen appltuble lo tho dhposttton Instructions 'or
solected ttS'l .rt Ift(ll.lded In eApl4Mtor, notes .t the end of this lChe(lulct ..

Thh schedulo " brofod aid co::aple;;ltnU other SChedules ..

ITEM
~ DESC.IPT!D~ OF .ECDODS

r

DeE .WlaoS SCHEDuLE II 00£ .ECDOIlS SCHEDuLE 17

ITEH
~ DESCRIPTION lJf .ECOIlOS

1~~ts. eCl!p,nl~' P"",,..d is a st.p In
tht CIrIklng of co'o-r wp.aratiOft shHU.
P'lot09raphtc Mg.ttnl. glass pia...
nf'gathts••nl.tte=tnts or reducttons_
cOIOt put h. proof ccpt .. Sl&tlJKt to
fln,1 ",wi sion. ·COrTHttcn f11.- =aps
Innot.ttd to Ihow correctlonl to I>t
Inccrporatf'd Into tM notat tdttteft of
t"- c;ubttsMd "P. aC'Sd ,tlllla, Uea,
.no,e tn'oraatton content Is cr:upllcated
b1 the flnol p.blhh.d ..p,

1. PUBLISHED MAPS. On. <OP1 01 .ach
CJO("Foa~id put>ltsltf'CI NP. atlas.
""foHo. IItd f;hOtoNP. Il'ICludtng flC'"
f'dttton an4 yutlnt. atld .ll relaUd
tndut' Un l':lIp or alMr fOn:ll.

t. MAP HISTDRY CASE fiLES Al;D SOU.CE MATERiAl.
Aip (flirt hhtory cau fii" dOC-v:II'ntin9
l'hfl:ll"9. IwrYe1lng. ftf'l~ -on••Itd
,rod¥ctton al'tCl ......hton of IPtelftc IlIP'.
and sourcel of tnfOl'Qltton. Ipeclficatlons.
loeltton dh;rCtS. Ind cartographer·,
notlts.

S, MAPS 011 nIC.CSIlM.

RETENTlDN PERIOO

S4lbaH DDE fo", AIl·))I.
beard' RitteftUcn and
Ot ,postl AuUlortuUon.

IT EN
~ DESCOlPTION Of RECORDS

(control1ed or u;r;ccntrolleod tIOSalcs).
fl1tht 11,. IN••,,". or cocrdln.ate vt~

s'SUas uSed n flnd1rl9 ,tdl..

,. Original or Nster ne9..the.

b. Cop, nl9,thts. 1ftte-rftt9ltIYu•
r«ltlfttd Rt-g,llt'tlS. and glan pht.
negath'es.

II) An..tated,

121 V.....tated.

c. Prints_

(I) AII..tatod.

III Vn....t.ted.

RE IE.TlON PlRlOO

Sub<llt DOt fo"" AIl-JJI.
Records Relent ton jnd
Ot,paul AuthGrtutton.

s_tt DOE Fo"" AIl-JJI,
Records Retent ton ,nd
alspOul .....thorllltton.

Unttl no 10.1" flftdt'd
for contr.sctor ul,.

Sub:ll t DOE Fo"" AIl-JJI.
Recof'd, Retent10n aRCS
01 SPOil' Authorlzatton..

Unt t1 no longer "leded
for conlrater use..

6.

•• If both ortilN' ~rd COP)l' IMp' 'M
atcroft111 copt" .atn.

c_un.·.lunD MAPS,

a. Qrtt cop, of eac'" pt,ltlhhtd. ClnuKrlpt.
o-r cCIIPwtt...~r~td !:lip thlt ltaows
tfl.e geftt1'al 9t'09"p"IC cowltra,. of •
cc:cpuwr "ltee. or tht ¥ogr&pJItc
locatt~n of Input IUUons.

~t t DOE Fo", AIl·JJI.
a.cord' Retentt~n ,nd
Dhpelul AaltllorlIlUO.,

follow dhpos.ltlon
,tt-ftdard for relatl'd
Mrd CoPY record'.

Pf'r'QINnt. Off.,. to
MaUCfttI l.rc.hhn within
10 1I1rl.

II.

b. Prln",.

(1) Anl"ClUted.

Sub:ltt !XI: fo'" ~-nl.
RKOrdS Retent ton ,nl2
Dtspos.al AuthOr'lItton.

SwtllOlt DOt fetc AD·331.
Aecords Rettftt10ft ,nd
DUpaul Auttw)rtuttoft.

r 
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ITEM 

00£ R£COROS SCl<£IlUI.E II 

CARTOGRAPHIC. R["'I[ SI.SI .... III~ERY. AliD RELATED RECOR~S 

Thll schedule CO,," urtoi"ph'c. rec:w:)to sensing lu.gerry. btld ,.hted records_ 
Aecords cre.led prior to 1-1·~O Qlst be offlred to the Matlonal Archhlt' beto,.. 
-,ppl,lng thit dhpos1tton IUnduds In tbtl SChedule. 

(.rtc;sr4~Mc 'KordS Inch.41 c:I4IpS, ctints 't'lJdrcgr.phtc~ n4utical, wather. 
• ,., aerontuttul). photO:"P1. 'tlues, c.rtograas. ,lObes. and rel1., COdeh. 
Al)hted recerds .tre those records ,h,t fom an Inte9r.l part of tho Np::\IklnC) 
procell. 'lith n field sunlt)' notes. 9!to4ettc controls. Np btstory case fl1u, 
$ovru Citltrt.h. 1r1C!eaes. ,nil finding Itds. Recents of the Np::lilk'ng proc." In 
'IoIt~ted storap and ret!"tf'Y'. sJ't~, .,. cc.ered bl Recenss $cttedule 20. 

RCQOU sensing 'CIoIo;el"y conrs atrl •• Fhotosnp.hs .nd .,t,,,,l t~90' of the ,yr'«!! 
of thlt earth Ullen 'rQa airborne vehlclos for ew.lu.tUcm. ;:-.oa,urtn'il, or Npptn9 
the ~ulturAl and ph)'Stul futures of tho hnds.tapa, ond related tndU&s .. 

Addttlon.1 deur1pthe tn'Om.ltlcn appltuble lo tho dhposttton instructions 'or 
solected tt~ .rt t""""'1td In e.p'4",tor, notes .t the end of this lChedulct. 

Thh schedulo IS brofod .Id co::ap'e;;Itnts other SChedules. 

ITEM 
~ DESCRIPT!O~ Of RECORDS 

I. 

2. 

;:SS;:~P!aQl~l~~:{ tW u~!:!!::'S~r 
edltb1u or wall dhp1l),s; AlP .nclosure$ 
to "POrts or c.orre~~nde~ei ort9tntl 
topoguphtc phn~Ub •• sheets. ttrr.tn 
sketChel •• nd ~ttul df'Pth.104J;ndlnt 
ShHU; flna' ~tI:I.I1Crlpt ·5'JCoth ShUU" 
41Id ·, .. 1" stureU· Ihowlng thlt rnulU of 
su ..... eyl, NPS or ae"tal photo",aphlc p'rtnts 
anncuted with fle.d nne)' tnfomattcJn, 
tnittal h.ncI·dr ..... photoSJ1"~trtc ,tiro. 
plotttngl frQ::l, u"hl phot~I"."' •• Id 
proo1sht.u o:r owe"h,1 thn ~." 
annoUtl0n, resulting frCQ fltld ch«tlng 
or Yert flc.l 10n of s,"n.y dlta or that are 
,snnouttd to sr.. Sourc:e of tnfot"'Nlat 1 on 
used Oft the ;:I'p. 

IlCE R[(\)<I)S SCK[DULE 17 

RETENTIO> PIRIOD 

Scbatt DO( fem AD-331, 
Rec:ordS RoClnt ton and 
Dtsposal Authortntton. 

Oestral 1 ,,,r after 
~lttaClon of resulunt 
CIoIp or 1 y'" after no 

~ DESCRIPTION Of RECORDS RETENTION PUIOO 

1~~tl. cCl!p'n'~s P"",,..-d U I st.p In 
tht CIrIktng of colo.r wp.lr.tlOft shHU, 
pflot09raphic Mgutnl, g'lSs platt 
nf9athll, .n'.tte=tnts or raducttonl. 
color pul h, proof ccpt ... utlJect to 
ftn.l ",wt ,ton, ·COrTHttcn fnt· =aps 
annot.ttd to Ihow correctlonl to I>t 
tnccrporltfd tnto t.M notat tdtttCft of 
t"- publtsMd "P •• C'Sd 'tathr tteal 
.nose tnfon::tttton content h clUpltClttd 
b1 the flnol p.blhh.d .. p. 

1. PUBLISHED MAPS. On. COP1 of .ach 
CiO("Foa~ta put)ltsltf'CI NP, atlas. 
""foHo, IItd f;hOtoNP. tl'lCludtng tIC'" 
f'dttion In4 wartlnt, .tld 111 relaUd 
tndlles (In I':IIp or otl'llr fOn:ll. 

t. MAP HISTOR' CASE fiLES At;D SOURCE MATERiAl. 
Aip cfllrt hhtory ClU flits dOC-v:IItntin9 
"hfl:lt"9, IwrYtytng. ft.l~ -on, ,ltd 
,rodlolCtton II'ld ...... hton of IptCtftC IIIpl, 
Ind sourcel of tnfOl'Qltton, IptCtttCltlOI'I'_ 
loettlon dh;rCtS, Iltd cartographer', 
notts. 

S. IW'S 011 MICQCSIlM. 

I. If both ort9tNl ~rd cop)' IMPS Iftd 
atcroftlll copt" .atn. 

b. If on" ttlt ctt:roftl0 COflittl tatst. 

6. C_UTER·REUTED MAPS. 

I. Clrtt cop, of uc'" pWlishtd. ClftUSCrtpt, 
Q.f' cCllpwt ..... ~r~td !:lip thlt ,~ 
tfl.e geftffll pog"p"tc cower.,. of • 
cc:cpuwr lyltee. or tht ¥ograpJItc 
lOCltlcn of tnput lt1ttOI'lS. 

!:1!~0~ for 

PercarLent. 

SoIbaH DO[ Fo", AD·HI. 
bCOrds Rltteftttcn .nd 
011ptn.' AuUlortuUon. 

s..1 t DDE fo'" AD·lJI. 
Records Retentlcn .nd 
Dhpo .. l AIIttlor!lI\!o •• 

fotlow dtspos.ttlon 
,tl-n".rd for "11t.d 
"'rd copy record,. 

Ptn::.tNnt. Off.,. to 
MlUCftflI l.rc.hhl1 within 
10 ,.,rl. 

\lEN 

ITDI 
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00£ tl[COiIOS SCK[DUl[ \l 

~ OESCRlPTlOII Of QEtOilOS RUtNTIOII PUIOD 

6. COII'IITU-QELAT£D MAPS. 

c. Cacputer-plotted DIp, (hard cop, 
prtntouts or .tcroftla outpwt). 

s..1t 00£ F 0 .. AD-13I. 
itco"'. a. ... ttOll ..., 
Dhpo •• 1 AlltIIorh.tton • 

Subllt t DOE F 0" AD-331. 
Records ReWfttfOl'l Ind 
O1_ .. T -"tllor1.atton. 

7. 5Ws~Slf~~l;:'~~:l~r?':~:O:\!EF 

~. 

9. 

"iiiOrlh.d ,..11., up •• 

•• On. rtlIrOHntotho '""1110 of olC~ t7pt. .. ....... t. Off,r to 
..ttonal Arcbt ... ..t",ln 
I ,e.r of prO::UCUcn, or 
wn no IG",».r nMdtd. 

b. R .... t.11I9 tlla" 

FIIiDIIIIi AIDS. Grlpllt< or ... tt ... I..-os 
Iftd othir flMtnt ltd, r.latt", to QlPs. 

r.mhmtt IIOn!~~:~T!~ &~!!~f~l~ 
Fi.la ..,ti, froo I",".,.S, eb$.t"4IUons. 
t:ftd •• plor,Uo"I, COftIhtt:y of I nmntng 

:~ftl'::h!~. ~~.:;ni::r ,~;:..rte" 
fofte. I ...... ""'. trtlll9"lotto. dtl9r ..... 
annotated .~hl ptIDto9r~hs. Ind s","WI', 
<""""tltlon.l. 

Unttl no 10"," _clod 
for to-ntractor "Ie. 
fOllow dlsposUton 
sUnOrd for ,.IIUd 
eIIpS., 

P'fttl.nent.. Oft.r to 
.. tto .. l Archt ... 
.. Uttn 10 1t'a" after 
c~,.tto" of resultant "p. 

IO.tllrOUib IS. fRESERYEDI 

16. 

00£ RECORDS SCHEDUlE 17 

~ DESCRIPTION OF REtORDS Rt !ENTION PERIOD 

17. 

(controlled or "r;ccntrol1eod tIOSa1cs.), 
flttht 11,. IN •• es. or cocnUn.ate vt~ 
,yst(as lolled" flnd1rl9 .ldl .. 

•• Origtnal or Ntter ne9"the. 

b. Cop, nl9.thts, 1nte-"ftt9lttwu • 
r«tlfttd Re-g.lltvll. and glan pht. 
negatlvel, 

II) Anrohttd. 

12) U ..... httd. 

c. Prints. 

0) Allnohttd. 

(2) U ••• not.ttd. 

b. Prints. 

(1) Anroutl'd. 

Sub<lll DOE Fo", AD-lll. 
Records Relent ton jnd 
Otlpoul AuthGrtlitton. 

S_lt DOE Fora AD-lJl. 
Record, Retent ton and 
Ot,poul ..... thorllltton. 

Until no 10.1" flftded 
fo, contr.sctor ul,. 

Sub:ol t DOE F.", AD-JJI. 
RecOrdi Retention aRCS 
Ot .pou. Author1utton .. 

Unt I' no longer "leded 
for conl"aUr loiSI' .. 

Sub:olt !XI: Fe,., ~-lll. 
itHOt'd, Aetent ,on .n12 
DtipoS..l AuthOr'utton. 

SwtlrOlt DOt fetc AD-331, 
iKOrdS. Reteftt ton .,., 
DUpoul Auttwlr."ttoft, 
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ITDI
!!2:.... O£SCaIPTIOll Of R£CoaOS

(11 Unonnotated.

18. fIliDlliG AIDS. PMto ""ut" f1 Ii'll 1t~

indeael, cOded grids. COOrdinate VlcU.
"tid other finding .tds relating to rS'Ote
lensing tlJolgery.

UPlAlIAloa, IiOlES

11_ I t~nlV'" 9

aUnTiON PEa 100

Unttl no lO"90r needed
for contr4Ctor Iol$.e.

follow dUposttton
sUndaN for rel.ted
rfCl)te sensing trn4lJery
rocords.

The tem -gap- II used as a ganerll; tem for QSP'~ charts, cartogr&r.1'~ and
atlultS. The.ord -p\lbltstted" h used to ee." alPS or charts reproduced in
a..lltple copla b1 p;rtntt"9. pIwItovap.l\. or stcthr pt'CXltsws. If h.nd·
corra::ted edlt'AM are 'l1ed .Ith othrr p;,d)1hhed NpS In a untra' or put.r
:~~:In:f ~e~n the h.rnf.corrccted COP'Ui InsteAd, altnutn t~ file In

l!!!!..!!!
Mqls~ for Ittp\lt into Ii cccputer "Il~ a..I1 haye mcM'lng talliOt' for ,apla'nlng
the t,lnlque 'nfOraltton uHd In the SJ'$teJa or to wertf, the originAl lOurte of
InfOlWltton. If ttte ClIpS on .,..anged In 4 R~red or 41pMbetited fUel ret,ln
the origlna' lind CQ:lp1ete order. Findtng aids shou'd be retAtned tn conjunction
with tile Ol4pS.

~

An ..,,'uaUcn of these a.lIpi =u,t take Into accOl.lnt tPle repro&oclbUHy, rep&tltt ....
nah,e, aCeR"u. and 'egtbtllty of the gapS,

!.!!!U
. "abel .re oftin wnl~ a'" ••'Ylble Iteal of CirtO¥.phtC p,pr"sh~n and C41

han Iftdurlnl) valw (bCept culttple copies), l)te u::plc of each globe prodlKN
c, "CCLt:l.lJatect by Ute contr,ctor In an off Ictal capac It)' lhould be preJerved
pOr'Qlneratly.

00£ RECoaOS SCHEDuLE 11

[lPLAlIATDa' KOTES (Contlnu.dl

.!!!2.!
Grap.Me Indeaes are al:PS ccntalntn9 lines, syt:ibOh, or colors designed to shOw the

:m:~:t~e~o:;r=,r~:~:: °Ot~~~t;i~i::=:~::I::)'°rft:f~~eI::t::na~:r:~:t::
box HIU. (4td ftl, htdoUS, or Ngn'tie tape or other Iildthhtc.re&d.ble finding
oids.

ll!2.!
Sunl)' note. In gachlnC'-re,d,ble fom t.'Ia1 be pemanently vahable. Guldollncs for
the dls-posltton of autcp.ted records are found In RC!cord$ Schedu'e 20.

!!E..!!
Ylrtlc,,1 ..erl., ftla consists of ftla ta.ages tblt are eaposed wtth the o~tlC41
"a1l of U,e Cl"lIra approllNtely perptndlcu',.. to the earth's s~'flCe and ..Uh the
fne:. tal;o 41 MU'y hortrontal as pratt Icabh.

Obliqw .,1.' tUc consists of fila tCl~S thit Ire QStJe wUh the Ca::lQr. uls
dil'<ll:ted be_on tho llor1rontol olld tllo ..<ti(.I. IJlHquo pIlotOW411lll Is
gener.H, used fer recOMIlssance purposes .nd I%IIJ be repettth'.. If repetitive,
reprnefttiUve s~'e, N1 be selected by 4grHQertt with ruUona1 Archhe"

.!!!!!.!1.
Thne SlftIOr sJ'Stcas p-owtde ¢l;atOi1'l.phtc t~iI"', '~tICls ,fter ccme"ton or
trast.,n' of Infomltton frG:I raw dIU. The fila is cCl:Mtdereca to be tho
prtal" record, The,aw dati. If aUhiM-readable. is coyered by Aecords Schedu.e
20. lnct$hotovaphtc sensor rKcr'ds such" A'crown•• rodlc:coter. them,'
infrared, thergal u1tr..lollt...Rd ncntQAgery rid... are not coyered by thh
schedule.)
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11[11 
!!2:.... DESCRIPTI~ Of RECDaOS 

(11 Un,nnotated. 

18. flliDlliG AIDS. Ptu>to ""ut" fHi'l1 1t~ 
indea'I, cOded grid,. Coordinate VlcU. 
.tId other finding .tds relating to r~te 
lensing llJoIgery. 

UPlAIIATDa' IiO![S 

1t0G1 I t~n>v", 9 

RUEHTlON PER 100 

Unttl no lOrI9Qr needed 
for contr4Ctor ule. 

follow dUpDstllon 
sUndaN for rol.ted 
rfCl)te senstng trn4IJery 
rocords. 

The tem -gap- h used as a ga"erll; tem for "'ps. charts, cartogr&r.1S. and 
at1UH. The.ord ·pWI1shed" h used to ee." tIIpS or charts reproduced in 
DoI.Up)e copla b, p;rtntt"9. pIwItosrap.l'l, or stcthr pt'CXltsws. If h,nd· 
corra::ted edltlAM are 'l1ed .Ith othrr p;.d)1hhed NpS In a untra' or put.r 
!~~:In:f ~e~n the h.rnf.corrccted coptUi Instc&d. altnutn t~ file In 

l!!!!..!!! 
Mqls ~ for Ittp\lt into Ii cccputer "Il~ a..I1 haye mc1\a'lng tal..eo for ,aplatntng 
the !"In'que tnfOral\ton uHd tn the SJ'$tcsa or to Wtrtfl the originAl $Ourte of 
tnfOlWltton. If the ClIpS on ., .. anged In 0 R~red or olpMbetlted fUel ret,ln 
the original .nd CQ:lp1ete order. Findtng ,Ids ~hculd be retAined In conjunctton 
with tho "'ps. 

~ 

An ",,'uattcn of these Q4pS ~,t take Into accOl.Int lPte repro&octbUtty. rep&tttt .... 
nahre, acct"", and legtblllty of the gapS, 

l.!!!!2 
. "abes .... of tin ""I~ a'" •• 'Ylble Itcas of C.rtOiT,phtC p,prHsiGn and C41 

hi .. e-ndurtnl) valw (bCept culttple copies). I)te u::plc of each globe prodtKN 
cr .c(Lt:I.Iloted by Ute contr.ctor In on off Ictal capactt)' should be preJerved 
porglneratly. 

.!!!2.! 

OO[ R[CDaOS SCHEDULE 11 

(lPLAlIATQRY HOlES (Continu.d) 

Grap.hlc Indeaes are N:pS ccnta1ntn9 lines. syt:ibOh. or colors designed to shOw the 

:m:~:t~e~o:;r=, r!!:~:: °Ot~!~t;i~t::=:~:!I::)' °rft:f~~e t::t::n a~:r:~!t:: 
box lhU, (.td ftl, htdous. or Ngn'ttc tape or other lildchhtc.re&d.b'e findtng 
,ids. 

ll!2..! 
Sunl), notes In gachtn"",re.d.ble fom t.'Ia1 be pemanently vahable. Guido'incs for 
the dhposttton of autcp.ted records .re found In Ih!cords Schedule 20. 

!!E..!! 
YlrttC.' ..... t., ftla consists of fI'a ta.ages lblt ore eaposed with the o~tlC41 
.ais of U'le c...era approltNtely p8rptndtculu to the earth's s~'f4Ce and IIIIUh the 
ftlc:. tal;o as nen'y hartronta. as pratt tcabh. 

Obliqw .,t.l fUc consists of fila tCl~S th4t "1 QStJI with the Ca::IQr. U" 
dt"""ted be_on the hor1ront.1 ,,101 tile •• rti(.I. iJlltquo photOWapllJ is 
gener.U, used fer ntCOMItnancl purposes .nd I%IIJ be repetitive. If repetitive, 
repf'nentaUve s~le, N)' be selected by 4gtHQertt with fUUon41 Archhes • 

.!!!!!..!1. 
ThHe MftIOr s}'Stcas p-owtde ¢'I;ato¥.phtc t~iI"', s~ttctS .fte, ccme"ton or 
traste, ... l of tnfomuton frG:I raw d.U. The f1l0 is cCMtdered to be tho 
prtN.., record. The,aw uu. tf ",(hiM-readable, 11 coyered by Records Schedu.e 
20. lnct$hotovaphic sensor rKol'ds such" Atc,own •• rodlor.;oter, them.' 
infrared, thergal ultr .. tollt •• nd ncnlgagery rldn .re not coyeted by thtl 
schedule.) 
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DD£ RECORDS SCHlDUlE 18

ITEM
!!l!:.... DEscaIPTlD:l or RECORDS RITlNTID:l PERIDD

CLASSifiED IKrORMATlOK ACCqyNTlIUO AND Co.~TRDl RECORDS

Records Iccu=ulaltng fr~ genures Uken to pt'OlCCt class1fied tnfor=.otton
frcn unauthortZed dhCl0SYf'if in KcOf'd.lnce wfth (ItCl.lth'e Orct,., 10501. otttff
Eaecut he OrdeN. or statuto", or r'eiUlIlory rtql.lt~nts.

2. (RESERVED)

DOE RECORDS SCllEDULE 18

S£CtRITJ AID PaOllC"V£ S£RVIClS RECORDS

SK"rtty ,nd protect'•• un ices ....cords hw;I'lde the yutous ttl., created
by DO£ to centro' 4tkJ protKt chsstf11d tnfot"Nl10n. to protect Goyer~nt

:~:~~~:: :.r:~;:u~~~~::~l~r~.m::~l:~$:1w~~:~~~f :;s~:;n :~:n::~;,~t:o of
Gowermeont; to ~temtne 101.1t1 and 11tnns of tndhtdU4h ecplo,YM by or Hft.t~

~l~t frtCI ttle Go".~nt. ,nt.1 to avelop and tc:plectnt phn, fen- tM protK·
tton of IUe 4nd prC9trtl wnder e=f'"9l"'1 ConditiOM. (n,'wed ,re fUtts of
offtces hnh\g Oep.rtGlInt..tde ",pons'btl tUes for St'evrttl and protect he

:1~~:: =:C~~;n:t~~: ::n~:lt~~1c't=:~~lt~Ya~~'::::~on~n:e~~::rt:r,:~~ :~~;:~~1
and •tkt I:l.tters.

Thtl lChl'dule .wthort,,, for dhpou' r«o-n:ts. d!OC\,Cbt~ttng .dDlnUtr.tlve KttCl'l1
rel.ttng to tM Ibowe f..mcttcms. hlJ rtcClt"d1 cro.ted prtGr to l-l-Z1 Q.lst be
offem to the "oItio,..1 ArChhes. ,~ AICG~1 sentc. before 4ppl,tl'l9 the,,,,
dispol1tlon In$truttto,.s.

SECURITY AID PRDTECTlVE SERVICES PROGRAM RECORDS

J.

4.

~~:::: ~~I:I.~I~~f;tl~~·:~'~:"ed~.'pt
and tssw of chuUled cloc~nu.

!l2=I~o:.~(~{I~~~rtl~:~::~:led
rlhUrtg to the destruction of (1I,,'fted
docuoents.

2 yens.

2'......

ITEM
~ DESCRIPTION Of RECORDS

I. SECU'ln, POlicY FILES.

RITUTJON PERIOD

S. CtASSlflED DOCUMENT INVENTORY fillS. fom., 2 )'e.....

1edit" Gr reglue" used to show tMntU,.lot.....1....tI"'iI ••nd fl0.1 disposition
eNl of classified 4ocu:lents. but bclusho
of clautfled doclQtnt recelp.ts Ind
destructton eerttftcltes and dotuCl3nts
relattnt to Top Socret alterlal cowertd
ehMere In thll schedule.

6. lOP SEeR£! ACCOUNlIliS AlCD CONTROl. fiLES.

•• Ftles ..tch doc\Seftt tM offteta' poUc,
~"elcped tn the ot4Qinhtrlltion and
dt reet ton of securtty .M protect he
sen tce'S progr~s.

(1) Ma.......h and dtrgthes. Sl'e Records SChtdlol'e 16.
Itea I.

(2) Phns .I\d (OrrMpctr:ltnce. See Records Schedule 16.
Itea S.

13) Roporu.

DOE RECORDS SCHEDULE 18

See beords Schf'd1ol1e 16.
Itea 8.

•. ~:9lnM;:t:"~~:~~b~~t~~~~~ ~:nu
5e'cret docloAtnU. reflect tng the
receipt. dtsplte-h. or denructton of
the docu::ltnts.

b. FOrtl$ "eCIJp.an,tng doc:~nu to ensure
COiiTnutng ccmtrol. show1"9 n.-.., of
penons holndUl'Ig the docVQInu. intr,a
offtee routtft9. and cOC".parabll data.

7. ~HJ~.~~W~~ ~:~Ef;.ll:~::::~'t:t..uco.. to .I.nlfled ftl ••.

DOE RECORDS SCIlfOUlE 18

S yelrs after ctoc:~nts

""own on form arC!
dOl«lg,..dld. trans
ferred. or destroyed.

Unt tI rel.ted doC_nt
11 do.nVadcd. t"&n'~
ferred. or dlStroj'ed.

2 yean "ler
J:.lthGrtllttcn l.p1res.

lIEM
!!!!,.... OESCRIPllD:l Of REtUllOS

tW'
!!!.:... DESCRIPllll'l OF RECDilDS

b. ftf,s ,..,teh docl.lment the offietal
~ltcy. st4nd.rdS. ancl procedur.,s for
4401 nhtr,t tGn of OOl's classtf ICition
aftlS c!fClustflCltlcn Pf"OWa.a.

(1) Progr.;:::l ,nd pOI Ic, ~UICles.

RIlENIlD~ PERIOIl

P.m.nent.

8. CLASSifiED DOCUI'lNI ~ONTAIIil'R SECUllllY
flUS. toms or ii, s used to recot'd
~4nd padlock cCl:lbtn4Uons. nc:;lQ'S of
tnclhtCl"",ls knowtng co::btnattoM. aM
cocp.arcle dolU used to ccmtro' '"1'''
tnto elustfted do<~nt container-s.

RIlUIlON PEaIDD

Unt 11 110lptfSeded by I
new fom or 1ht. or
upon hrn-1 n of
conut,...".

FACILI IlES SECURITY AID PROTECTIVE SERVICES RECORDS

Reccrcl~ relating to ~oISurlS taken for tho p:rGtect ion of Gowem::ent-owned
hetltties and prh4ul, operated '«11ittll ghen security cogniunel by
t .... Goverrcent froa unalolthOrUtd entf)'. 1&bot.~. or 'oss.

c. At<ords docunent tng clnsUtut ton a~

4eC'Ustftutton 1'"1,. actionl taken
Ott tl'le bUts of tsUblhfted paltcy.
d'rectlwes. reoguhttons ••ncI gutdes.
Each fHe includes the re-que1t for
chsstftc4ltton rrwtl''''. ~latecent of
I:ctlon taken. buh for the dechton.

II.cClfDtnU of the rt'Y1e.r. plvs rthted
.nC! lUl)pOl"ting correspOndience.

0) Ae'dew actions Mhtch de"UU frtr.l
o.tobltShed pol icy .nd lOt 0
precedent for future oct ton. or

12..-.flec-t UftlolSlol.' sensithtlJ'. or
"'teh 4re of hhtorical tntnen.
cr th~ S-!ObJect of Iit1g.at tan.

I') He.d'tU.rtet>S. Pet"mollnent.

lb) Field or9anllations-. 6 yeors.

(2) All other files. 6,..rs.

(2) 00£ actlcn and tnforcatton p.pers Pef"m,lMnt.
(tlnglo cop,) .oncomlng
claniftcatten pOlicy.

(1) Ft1e$ doc~ntln9 the deYehparnt SO y'.".
of c1autf1C1tlan pOlicy.
tncludlng polic)' 1tuCIt~s.

14) loc.l guidO'. 10 years after gutde ts
~uperSeded.

g. lRESUV£O)

ID. SURVEY A~D INSPlCIION FILES IiOVER"I'lNT·
.,. • rports a su,"".",na tnsptettcns of Go-w.rn;;:llfnt-ovned

facti tUIS conducted to ensure &jeq~cy

of prottcltve and prnlntlwe £:iC4",res
taken 'gltnst hll.rds of fire. e&Jl'oston.
lind accidents. and to safeglolard
Infomlttan and hcl1ttles agatnst
sabOlai<' and unauthortzed entry.

SUAVEr AlCD INSPECTION FILES (PRIVAIU'
tn&tb rUILlfilS). ItpOrts of lU"""S .nd
tMPletions of p.rh.t.I, owned hetltUts
4SStgned securtty cogntunce bJ' Gowem::ent
4gtnct ..S. and related papers.

lNVESllGAIIVE FILES o.cu",hUng fr""
tnwenlgaucM 0' Itres •••plosions. and
~ctd."t1. (onshtint of ret.tned coptes
of r~rts 4n*, re'ned papers "'en the
ortgt",1 re-ports &r~ ,u=lttt4 for r."lew
41nd flltn9 In oUter a;ene-tes or Or9-1nl,."
tion.' .Ie::ents. and r~poru and fcthted
P4pers concerni ng «currences of slolCh a
~tPlOr nlture th4t they are settled 'oc"'y
withOut referral to ot~ 0I"'94nIUt10",'
elebrnts.

3 yut'S. or 3 ye.rs
dtlr tel"Cltnatton of
f.cll H,. tdltchewer
is sooner.

.. ,earl. or 3 yl."
dtlr temlnat ton of
f.cl1tty. whicftntr
ts SOOftlr.
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S(CtRITJ AID paOllC"¥[ S£llVICIS RECORDS 

SKlOrtty ,nd protect". un ices .... cords trw;l~e the .ulcus ttl., created 
by DO£ to centrol 4tkJ protKt chsstf11d tnfot"Nt 10n. to protect Goyer~nt 

::!:~~ ~:: !.r:~;:U!~~~::t!l~r~.m!:~l:~$ :1 w!~:~~~t :;s~:;n :~:n::~;,~t:o of 
Gowermeont; to ~temtne loJ.lt". and '1tnn, of tndhtdU41s ecplo,Yed by or Hft..~ 
~l~t frtCI ttle Go".~nt. ,nt.1 to avelop and tt:p\ectnt ph", fen- tM protK· 
tion of IUt 4nd prC9trtl t.mder e::e'"9ltICl candtUens. In(1wed ,re fUtts of 
offtces hntng Oep.rt.Gllnt .. tde "spons'btl lUes for I",,,,tt, and protect he 

!1~~:: =:C~~;n:t ~~! :!n~:lt!~1 c i=!!~lt~ya~~'::::~on~n:c~!::r t:r,:~~ :~~ ;:~!' 
and 1 t ke lOl.tters. 

Thl1 lChl'dule .wthort,,, for dhpoul reco.n:ts. d!OC\,Cbt~ttng adD1nUtraUve KttOl'li 
relating to tM Ibowe f..mcttcms. hlJ rtcOt"dI created prlGr to l-l-Z1 c::ust be 
offem to the "IttOI'l" ArChives. ,~ AICG~l Senlee before 4ppl,tl'l9 the,,,, 
dispolltlon In$truttlol'ls. 

SECURITY AKa PROTECTIVE SERVICES PROGRAM RECORDS 

ITEM 
~ DESCRIPTlD~ OF RECORDS RETlNTlO~ PERIOD 

I. S£CtRlfl POliCY riLES. 

•• Ftles "'Ich doc\Seftt tM offlct.l polic, 
~'Welcped in the .s4Q'ntstr~tton and 
d' rect 'on of secvrlty .M protect he 
sen Ice'S progr~,. 

ll' MoI ..... 4h and dlrHthes. Se-e Records Schtdlolle 16. Itea I. 
(2) Phns Il\d corrlHpctr:ltnce. See Record, Schedule 16. 

(J) Reporto. 

DOE RECORDS SCH[DULE 18 

It"" S. 

See beards SchNloIle 16, It ... 8. 

!!!.:... DESCRIPrt~ or R£CORDS R£I[NrtO~ PERIOI) 

b. fOes ,..,Ieh dOCl.lmcnt the oHtcta1 
~ltcy. St4nd.rdS. ancl procedu,.,s for 
440lnhtr.t ten of OOl', classUICItion 
and c!fClustftClttcn proW4.Cl. 

(1) Progr.;:::l ,nd pol te, ~uldes. PltNnent. 

(2) DO[ action and tnforeatlon papers Pel"m,lMnt. 

c. 

(.Ingle copy) concomlng 
classiftc.tlon poltcy. 

tl) Files, docu:.nt1ng the deYeloparnt SO ,e.". 
of clautftCitton pollcl. 
Including poltc)' 1tudllls. 

(4) loc.l guld'" 

At<ords docuntnt tng clnstf1C1t ton .~ 
4eClusiftutlOft r ... l,. actionl taken 
Ott t!'le buts of tstlb.htted policy. 
dtrecttwes, reoguhtlons •• rw:I guides. 
Each ftle tncludes the re-quen for 
ch"IHenlon rrwt .. w. ,Utecent of 
.ctton take-ft. bUts for the- decision. 
cCQ!ltnts of tM rt'YI,.r. plv, rthted 
.net supporttng correspondi,ncl. 

(I) Review .cttons Mhtch dewtltl frtr.l 
e.tobl1Shed polley .nd lOt • 
precedent for future act ton. or 
.-.flec-t uftloiSloIl1 'eftsithitJ'. or 
"'Ieh 4re- of hlltortca1 tnttr.n. 
er th~ S!ObJtct of I it191t ton. 

(.) He .. d'tU.rter,. 

(b) Field o'9.nllattons. 

(2) >11 other files. 

10 104r, after guide Is 
superSeded. 

Plt'1lldlnent. 

6 year,. 

6 ,e.r,. 

ITEM 
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ITEM 
!!l!:.... OEscalPTlCl:I OF RECORDS RETENTlCl:I PERIOD 

CLASSIFIED IKFORMATION ACCqyNTlIUO AND Co.~TROI. RlCORDS 

Records accu=ulaltng fr~ genures Uken to pt'OtCCt class1fied tnfor=.otton 
frcn unauthortzed dhCl0SYf'if in Kcontlnee with bf(loI\ive Orct .. r 10501. athff 
Eaecut he Orders. or Statfltor")' or ~lItor")' rtql.ttrcgents. 

2. (RESERVED) 

J. 

4. 

~~:::: ~~I:I.~I~~f;tl~!·:~I~:"ed ~.Ipt 
and tssw of chutfied cloc~nu. 

!l2=I!o:.~(~{I~'!!rtl~:~!:!!led 
r.1aUrtg to the destrueUon of cllnified 
docuoents. 

2 yens. 

2' ...... 

S. CtASSIFIED DOCUl<£NT INYE~TORY FIlES. Fom •• 2 )'e ..... 

1edit" Gr reglue" used to Show i4entU,. 
Int ..... 1 .... U"'il. and floal disposition 
eNl of classtfled 4ocu:lents. but bclusho 
of clau1fied doclQtnt recelp.ts Ind 
destructton cert1ficltes .nd dO(uCIlnts 
relat1ft9 to Top Soc ret a1ter.al cowertd 
ehMere In thh schedule. 

6. lOP SEcaET ACCOUOTIIOS AlCI) COXTROl FILES. 

•• ~:9lnlt;:t:e~~:~~b~~t~~"!~~ ~!nu 
Secret docloAtnts. reflect tng the 
receipt, dtspltch. or deltructton of 
the doc-u::Itl'lU. 

b. FOrtl$ "ccgp.an,tng doc:~nu to ensure 
COriTnutng ccmtrol. showi"9 n.-.., of 
panons hlndUl'Ig the docVQInu. tntr.
office routtft9. and cOC".par.bll data. 

7. ~HJ~,~~W~~ ~!~Ef;"I:~::::~'t:t.. 
ucon to cla"lfled rH ••• 

DOE RECORDS SCHEOUlE 18 

S leArs after ctoc~nts 
""own on form arC! 
dOl«lgr.dld. trans
ferred, or destroled. 

Unt H relatcid __ nt 

11 do.nVadcd. tr&ns~ 
ferred, or dlltrojoed. 

2 yean "tlr 
J:.IthGrt"ttcn Ixplres. 

!!!!,.... DESCRIPIICl:I OF REtURDS R£I£NrtOX PUIOD 

8. CLASSIFIED DOCUI'lNI ~ONTAINER SECuaITY 
flUS. toms or ii, s used to recot'd 
~4nd padlock cCl:lbtn4Uons. nc:;IQS of 
tnclhldwls knowing co::btnattoM. aM 
cocpoarcll diU used to ccmtrol I(C"" 
Into clu,tfted doc~nt contalner-s. 

Unt 11 sloIptrSeded bl I 
new tom or l1$t. or 
upan hrn-i n of 
conUI,...rs. 

FACIU TIES SECURITY AKa PROTECTIVE SERVICES RECDROS 

Re-ccnls relating to ~lSurlS taken for tho p'rGtect ion of Gowem::ent-owned 
hctlttt.s and prhaull' operated '«Hittes gh.n security cogntUnt. by 
the Goverreent froa unaloithOrUtd ent,.,., 1&bot1~. or 10". 

9. (RES[R¥[D) 

10. SURVEY A~D I~SPECTlO" FILES IiOVER"I'lNT-

II. 

12. 

.,. • rports 0 sU,""ln ,na tn'ptcttcns of Go-w.rn;:lifnt-ovned 
hctl tUes conducted to ensure &jeq~cy 
of prottcttve and prl'Wlnttwe 5:iC4$1j;res 
taken Igiinst hll.nls of fire, ea"loston. 
lind .ccldents. and to safeglolard 
'nfomltlon and hclttt'es ag.'nst 
sabotti<! 4nd unauthorized entry. 

suavn AlCI) I"$P[CTIO~ FILES (PIIVAfEl' 
tn&tb rUILlfilS). "ports of surn,s .niI 
inspections of p.rhltol, owned "cUtttes 
4$Slgnld securtty cogntllnce bJ' Govern::ent 
agencl .. s, .nd related papers. 

INVESTIGATIVE FIlES Icc.",hUng fr"" 
tnw.nigat1CM Of ftres. Ixploslons. and 
~ctd."U. consisting of "t.lned copies 
of r~rt' an*, relltod papers "'en the 
orlgtnll rlf'POrts ,r~ ,u=1ttt4 for r.wlew 
4nd 11111'19 In OUter a;encte, or org.nt,. .. 
tion.' .Ie::ents. and r~porU and related 
P4per, concerni n9 «currences of ,wch a 
~Inor nllu-re th.o1t they are settled loc.l1y 
withOut referral to othH' or'94ntUt10t\ll 
e'ebrnt,. 

1 yut'S. or 3 ye." 
.ft .. r tel"Cltnatton Of 
ftCn H,. ""tchewer 
ts sooner. 

.. ,e.r,. or 1 yll" 
Ifter terainat ton of 
facUtty. whicftntr 
.s SOOfttr. 



Attachment IV-1 DOE 1324.2
Page 206 5-28-80

OOE AEClIllOS SCHEPIlLE 18 DOE REClIllOS SCHEPIlH .8

mil ITEIl ~!!k... On(lUPTlOlI or UClIllOS R£TEWTlOX PERI 011
~ DISCRIPTIOW Of AECO~DS RETEliTiOX PUIOIl

13. PROPERTY PASS fiLES .uthorlzlnv .........1 of 3 IilOnths dter .. Dah stLOl!ts. door sUp s~rte,. l,Yur •property or Meerials. expiration or chechholU • ..,11 ~rd reports cn
moclt Ion. s.«urttl wlotatlen, (eacept copies In

14. GIJNlO ASSIGli,OT flLU n1httnv to 9U.rd
ftles of .ge-ne, uCl,lr1t1' offlen

11I1ljJ1'1:'.enU .na urerlgth.
co.erod by it... 2$ of thh schcdulo).

Led", ,..cords • 111'uS dter fin••
b. a~porU of touu .....ftero-hour, 'Kurtty 1 eanth... checks .... Ich etthtr do rot ,.nect

ont.,.. 5ecyrtt, vtoh:tlCnI, cr for -"tch the

Requests, anlll,,". reporu. change 2 yeors_ tn'amatton contained therein 11
b. docu=ootcd In tho fUos deftned In

nottces••nd other p.pers rel.tlng to It", 2S of thh schedul••
post 4Sst_U .nd stnlO9lh
requt~t,. 20. GUAilD SERVICE CDWTllOL fiLES.

15. PDUCE FUllCTIOliS fILES. files rolltlng to .. Control center ke, or code records, Unt 11 'lOpe'rSoded orexercise of poltce fa:nctIOfts. ~r;enc)' c.ll cardl. and butldtRg oblolete.

Ledger rocards of .,..en. uri ttcketeod. 3 yean ,fur ftrwl
rcconi .nd mplo,ree tanttftcattcn

I. Urdl.
ard ouutde poltce contleU. ent.,..

Reports, stategenU of wttMSHI, l )'e"S'
b. Round .-.pol"tl, servIce reports on 1 year.

b. tnt~rrupttoni and taits••nd pum;h
..mtR9 nottces. ,nd ottler cu.. p.lperl clOCk dlel Sheets.
relating to arrel\. ca::zattell'nu. Ind
trafftc "tolattonl. c. Autooattc Nchtnr pttrol charts and l,ter.
Re-ponl on cont,ct of outstde pol tC& 1 14,r.

regt stlrl of patrol and alam un tees.
c.

with bvtldtl\9 occuponts. d. Ams dlstrUwtion ""HU. Cb,rge J canthi Ifter rtt ...rn
records. ,tid recetpu .. of amI ..

16. P£A5OlIAI. PROPERTY ACCOUllTABlLlTY fiLES
"hUng to accountditl tty for ~rsonal 21. LOGS A~ll REGISTERS. GU'rd 10V' .nd
property lost or stol.". r'e9htcrs not COWlred elsMere tn this

1 ~4rs ,Iter ftrwl
$dl.cdyle... Led90r fIlos •

ont.,.. .. central gu'rd office Cluter 1091. 2 years Ifter fln,l
entry.

b. Reports, Ion statec:llnts, rec.tpts. I ye.r.
Ind other p.pers rol.lIng to lost b. lndhtdu.l 9U4rd post 100S of 1 )'e" .fter fl"'ll
&I'ld found "Uel... O(Cl,trrencel entered tn outer logs .. mt"..

11. lEY ACC!lUIITABlLITY fiLES. fibs ..lItt.V F'er ,U'1t" under Clute:u:t
to ICcowuDi 11 b for '.YI tssued. s.ecurlty. destroy 1

DOE RECORDS SCHEOOLE 18

ITEIl
!!k... DESCRIPTIO!! Of REClIllDS RETUTlOlI PUIOD

)'elf'S .fter turn-in of
key. For otOOr ar~as,

destroy 6 DOnthi dter
hrn-In of tt,.

DOE RIClIllDS SCHEDULE 18

ITEIl
~ DESCRIPTlQl! Cf RECORDS RlIUTlo., PERIOD

PERSD~liEL SECUR ITT ClEAAAliCE RECORDS

RKerdl 'Ccuwuhttng frCICI tn"utig'ttoM of persoMeI COl'ldllCtc!d un4er hKutin
Ordtr 10450, oUler uecut lYe Orders. or Stltuto". or re"i;lhto". requ'rElliileftU.

18. VISITOR COXTllO!. REClIllOS.

I. Vlsttor reghtr.tton utds or stat III'"
recordl. dClC~tng ad:II111on of
• tslton lor ...,10"" without om
cld p..ses) to 4¢:Ilntstroth. or
n1Strtcted ...... or tnst.llttlons
-reflecUng such data: IS RC)I of
whUor••d:ltn1cn b&dge ~r, d'tl.
hcI:It Idtrtss, citlztn-shtp, ,tl"'tton"l
of ,httor. tteo in and t11ilD out,
'trtftcatton of appointlllltnt occaston1ng
"htt, .tlether ·er cl."ed or under
esccrt. ft4at1 of ncorts. na::e-s of
peruns rec.twi"9 ,,151\01"'. ,nd letentt
fiutton of Irttcl ... In whltor's
poUlIuton upon departure.

19.

b. Rlvhten of perso.. luthort led
KellS to pc1uslon ar.lI. aatnu1ned
bl potrol= on dutY••nd n1Cordtnv
such dill U nu:e of c:o:plo,.ee or flm,
__~tcl. nulZler. ttcc check" In .nd
out, roasan fat tfltrlnce, Ilgnltur. of
pOrto", and nM:lI or inltl,ls of
patrol..,.n.

fACILlTI!5 CHECIlS fILES n11.ttnv to
porlOdic iUlrd force faetHt, chech.

Alstrtctton: F..lIltl..
-.hare ..pos-..... to rldl,
tten could occur. de-stro1
SO )'OAf'I Ifter dUe of
docl.lmnt.

unl811 reltrlcted 4bOf••
for ,real "ncter Qia1~
SIlcurlty, destroy S
)'urs 'fter ftn,l entry
or S ,.11" aft.,. ute of
4oc1oCl1\t, " ,ppr~i4te.
for other ar.al, destrol
2 YOlrs .ftor fto.1
Intr7 or 2 )"O,rs after
c&lte of docr&IJnt, U
opproprhto.

for lrell undor CM.t~

=~i:~ie:e;~~:r :nt"l
at S yea-I Iftor d,le
of doc~nt. 11 appro
prille; for other arelS.
dest.roy 2 1urt Ifter
f1n,I entl')' or 2 yel"
after d'le of ciocu:::ent.
IS I1pproprt,t••

22

23.

(RESERVEO)

~~~E~,S\~~n~~~~ ~~~;~S.
""llloyed by or sealnv "",Io,.,..t. or .tIo
Gtftorwhe require a securtty clearance.
Perscnnol SKurtty c1c4ranc:o clSe fHei of
00£ .rd corstrtctor Gilplo,)'tfl ,ftd cOt'sult
inti. uee11 pen::ltttin ani! tMtr
(q'loyees .nd cOtlI ... IUnts••nd others.
Such fHts tncluda F'ederal Bureau af
Inwelt1vatton reportl, Off1ce of Personnel
Man.s~t reparU. or other Gol'CrTRnt
,~nc, nflOrts. and letten. a:s::or,nrU.
• nd oUlltr CClQ:LlntClt tons pert Inlllt to the
cue.

puso~nlt SEClJRITT CLEAllMtE SfATlJS fiLES.

•• RecGf"dS IhclIltng the s«urU, clearlnce
sUhl of tntlvtduals. either tn tho
fom of Ilstl or rosters, or al
tndlvtdual CIS~ files eo.ntltnlng
copt~s of dOCl,C:Itnts contained In case
ftln described In lttQ 13 ,bowe.

b. Cua fll.s conutntn.. inforaltion on
tndlvt4wa11 of 1"1 nation.ltty.
polttlc,l beli.f. or praf.uton~
Qly b. of tntlreSt to Offtce of
Safliv'rds and secur1t, Qln,~nt
1n their conduct of asstgned functtonl.
04ltl conta1ned In Indhtdllli case
",pOrts froo tM F'81. CIA. or OPM.
offlcul eorre,poNence•••tracts
fr(l:l nCIIS gedl, publications. 'nd
stal1ar Dater1al. This record

ID yo.n foll""ll\9
tem'n'tton of clearance
or aceen luthorillthm •
disconttnuance, or
cancel1atten. pro"tded.
hcwYer. ,II eopt~ of
P"MoRnel SKlo&rtty
QijesttoM41rel. or
equh,lent. are reco"ed
fr... the ftlo .nd
reu'ned pendlt\g
ccr.pletton of Hellth
.nd Ilortoltty Study•

Destr01 It sts Q.r rosters
tile" supt'rs"od or
obsolete. destroy cue
ftlel upcn trlnsftr or
tep..,4t1en of related
tndlht4u.l.

S 10arS 4fter lost
,ntry to the usc file.
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ITEII 
!!k... DESCllIPTlOli or R!CORDS A£TEWTJOX PERI 00 

\3. PROP£1ITY PASS fiLES .uthorizlng ......... 1 of 3 IiIOnths dter 
property or Meerials. expiration or 

mQitlt Ion. 

14. GIJNIO ASSIGli,OT FILES ,.,hUng to VOlrd 
11I1if'1=8nh .na urerlgth. .. Led", "Cords • 1 1I'US After fin •• 

... t.,.. 

b. Requests, anlll,I", reporu, change 2 yeors_ 
nottces •• nd other p.pers rtl.ting to 
post .ui_U .nd stnlO9th 
requtrcs::.nts. 

15. P9!,JCE FtrIq;TIOlis FILES. File, ro"tlng to 
exercise of police fa:ncttOfts. 

Ledger rocards of Irrflt. ur, ttcketeod. 3 yean .fter ftrwl I. 
ard ouutde poltee eontKU. ent.,.. 

b. Reports, shtegenU of witRessel. 2 )'e"S. 
.. mtR9 notices. ,nd ottler cu .. p.lperl 
relating to ,-"wit. ca::zattcll'nu. Ind 
trotftc "tolattons. 

e. Re-ports on cont.ct of outstde pol tC& 1 14lr. 
with bvlldill9 occuPints. 

16. P£1lSOlIAI. PROP[RTY ACCou.TABlLlTY fILES 
"hUng to Iccountditl ity for ~rl0nal 
pr .... rty lost .r stolOft. .. Ledgor fiI ••• 17114r1 Ifter flrwl ... t.,.. 
b. Reports. Ion statec:llnts. receipts. 

and other p.pers rel.tlng to lost 
&tid found .rtlel ... 

I ,..r. 
11. lEY ~IITABILITY fILES. fib ..... ti.g F'er 41ntll under ClI.tc:u:t 

to ICcowUDi 11 b for kels t sswtd. s.ecurlty, destroy 1 

DOE RECORDS SCHEOOLE 18 

\TEll 
!!k... Dt:SCllIPTIO!! OF RECORDS RETUTIOli PERIOD 

18. VISITOR CONTROl. RECORDS. 

19. 

I. VtsUor reghtr.tton c.td, or slathr 
rKoNI, dClC~tng ad:Itl11on of 
whiton (or ...,10,... without offi
cial , ..... , to a¢:Ilnhtrathe or 
nlStrieted a .. n. or installttions 
-n,leeting such data: IS nJ::lI of 
"httor, .d:linten b&dge ~r. dltl. 
hcI:It Idtrtss. etttztn-shtp, stl"'tton"l 
of ,httor. tteo tn and UIiID out, 
"rlfle.tton of appolnt_nt occastonlng 
"htt, .tIether 'cr cleared or undar 
esccrt. ft4at1 of ncorts. na::e-s of 
ptf'SQRS recetwt"9 "hltor. And ldentt
flcltton of Irtteln In .hltor·s 
poUllu'en upon departure. 

b. .eghte .. of perso .. luthori led 
KellS to pcluston aren. QllnUlned 
bl Pltrol= on duty, .nd nlCordlng 
such dill as nu:e of c:o:plOJ'le or flm. 
__ ~'cl. nulZler. ttcc check" In .nd 
out, ,eOlon for tfltrlnce, ,Ignltur. of 
porto". and ntt:II or tnttt.1s of 
patrol..,.n. 

fACILIII!S CHEtIls FILES relating to 
porlOdic iUlrd force faetltt, chech. 

)'earl .fter turn-in of 
key_ For otOOr ar~al. 
denroy 6 DOnth, dter 
hrn-tn of ttl. 

Restriction: facllitl .. 
-.har ... po, ..... to "tU.
Uen could occur. de-str01 
SO )'CAf'I ttter dUe of 
doclolmnt. 

Unl." restricted 4bOft. 
for ,rtllll "netar Qiat~ 
Illcurtt,)', destrD,)' S 
yurs ,fter ftn.l entry 
or S )"tl" after ute of 
4oc1oCll\t, " ,ppr~ta:to. 
for other areas. dastroy 
2 YOI .. aftor fin.1 
Intr), or 2 yurs after 
c&lte of docr&IJnt, IS 
appropriato. 

for IrtlS undor CM.t~ 

=~t:~ie:o;~~:r :ntl'l 
ar S 18US If tor d.te 
of doc~nt. 11 appro
prlltei for other 'relS. 
4l1tro,)' 2 114r, Ifter 
Itn.1 entl')' or 2 ye." 
dt.r dlte of ciocu:::ent. 
IS 4:pproprtlte. 
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DOE RECOROS SCHEPIlH .8 

\TEll 
~ D!SCRIPTlO~ Of RECO~OS RErr"T10~ PERIOO 

a. Dati sttOllts. door sUp sl.AlIrt.s. .,Yur • 
chechholU • ..,11 ~rd reports cn 
s.Kurttl wlotatlen, (eacept copies In 
ftles of .ge-ne, U(l,Ir1l7 offtcH 
eo •• rod by it"" 2S of thit sehedulo). 

b. a~porU of rouu ..... fter-.hour, 'Kurtty 1 eanth. 
checks .... Ich etthtr do rot ,.nect 
5ecyrtt, wloh:tlcnt, cr for -"tch the 
tnfomatton contained therein 11 
docu=ented in tho fl10s dofinod in 
It", 2S of thit schedule. 

20. GUAaD SERVICE CO~TRDL FILES. 

a. Control center key or code records, Un t 11 'lOpe' rSoded or 
~r;enc)' ell I cards. and butldtRg 
rcconi .nd mplo,ree t.untlttcatten 

obsolete. 

""I. 
b. Round .-.pol"ts, servtce reports on 

1nt~rrupt ton"l and tHU •• nd pum;h 
1 year. 

clOCk dlel SheeU. 

e. Autooattc Nchtn., pttrol charts and l,tar. 
regt sUri of patrol and al am sen tees_ 

d. Ams dlstrUwtion "'HU. eblrge 1 canthi Ifter rtt.,.rn 
records, 1M receipU. of amI. 

21. LOGS A~1) REGIsTERS. Guard log, and 
r'e9htcrs not COWlred elsMere tn this 
'$dI.cdyle. 

a. Central gUlrd office Cluter 1091. 2 years Ifter fin.' 
entry. 

b. Individu.1 9U<Ird post log. of 1 ye" .fter ft"'ll 
OCCf,trrencel entered tn outer logs. mt".. 

DOE RECORDS SCHEDULE 18 

ITEII 
~ Dt:SCRIPTlQl! CF RECORDS i[JUlIo., PERIDO 

PERSD~HEL SECUR IT' ClEARANCE AECORDS 

Recerdl j(cuwuhttng frOCi In"uttg.ttoM of porsoMeI conductc!d un4er hec:utln 
Ordtr 10450, ot .. ' uecutlYe Orders. or Stltuto". or I"e'i;lhto". rerq""'8iileftU. 

Z2 

23. 

(RESERVED) 

~~~[~,S\~~n~~\~ ~~~;~S. 
<=I>loyed by or ,O<llng "",Io,.,.nt, or ,",,0 
o.tftorwhe require a security clearance. 
Perscnnol ucurtty clc4ranco cne fl1.s of 
00£ .rd tontrtctor Gilplo,)'tfl ,ftd COl'sult
tntl. uce" pen::llUln ,nil tMtr 
(q)loyees .nd COtlly'tanu. Ind otM". 
Such f11es tncludct F'ederal Bureau of 
Inwelttvatton reports. Office of Personnel 
Man.s~t reparU. or other GctIerTRnt 
.~nc, nflOrts. aM letters_ a:s::cr.nd4. 
• nd other CClQ:::l.lntcat tons pert tnCllt to the 
cue. 

puso~nEl SEClJRIl' CLEARMtE SIATlJS fiLES. 

I. Reco.rds shewtng the securlt, elear.nce 
sUhl of tntlvtduals. etther In tho 
fom of Itstl or rosters. or as 
tndlvtdual clS~ f11e$ co.nt,tnlng 
copt~s of dOC\,C:ltnts contained In case 
ftln described In lttQ II .bowe. 

b. Casa files conulntn'a! tnfotaltion on 
tndlvt4wall of Iny nattan.ltt)', 
pollttc.l belt.f, or profeuton ~ 
Ql1 be of tntlrest to Off tee of 
Safliv.rds and Secwrtt, QIIn.~nt 
1n thotr conduct of asstgned functionl. 
O.tl contained In tndhtd",t case 
",ports froo the F'81. CIA. or OPM, 
offtetal eorre,poNence ••• tracts 
fra:l nCIIS gedt. pvbltcattons. Ind 
st ... l1ar Dater1al. Thh record 

10 loan foll""ill9 
tem'n.tton of clearance 
or ICten 41uthorllithm, 
dtsconttnuanco, or 
caneenatten, pro"lded. 
hcwYlr. ,II eoptes of 
PeMGRfttl SKlo&rit, 
QijesttoM4lrel. or 
equt .. lent. ara reco.ed 
fr ... the file ,nd 
reUIned pendlr\g 
ccr.pletl0n of H .. ltt. 
and ""lUlity Study • 

Oestro, It sU Gr rosters 
tile" ,upersedO'd or 
obsolete. destro), cue 
files wpcn tr,n,ftr or 
Hp.tratien of reloted 
tndlhid"41. 

S 'Olrs 4fter 10st 
entry to the usc file. 

~ 
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25.

Z6.

r
DO! RECOillS SCIltOUl£ 18

ITEIl
.!!!!:... CESCRIPTIOX Cf aEecaDS

sorln h aoloUlned bl tllo Offlco
of »t09"rcl. iIld seellrll¥ to u,ht
10 ....,111\I out functloo, I..ohlll\l
such Irtas IS tntarn-Il IlCurlty.
espionage. slbotage. yta11Uons of
tI10 Atlllic El101V Act. or Other
redo,,1 ,utut...

NOlIfnO!lIOUS ~WUTT YIO!.ATlO!l rIUS.
tue hi.s r.lung tD ''''Ilusadans of
•1I"ed stc.rltl vlolotlon,. but tlcl.'h.
of filet cOllctrOlog ftlonlet and p.pers
phced 10 officIal Ptrtllftfttl foldtrt.

rEllllllOUS SEWUTT YllllAIIO!l rUES.
Recorasof CIUS irlVohtn9 'fio'idens of the
Atllllc £ftOrt1 Act .r othor redoral 1_ .f
lOCurll¥ loternt.

I. CUl'l ..t\tctJ Ire or ...re of w1dtnred
P'Ib"c. petft:ltftUl .. Or congresslQnll
tnterest.

b. Othln"

RU€IlTlOll PERIOII

2 le.rt after c""Plett.n
ot final correcthe or
dhclplln.rl Icllon•

PtfQInent ..

25 Ie....

Attachment IV-1
Page 207 (thru 216)

£ll[RGUC, PUlWINil RtCOAOS

aKord••c......llllng frill the to"",latlcn .nd 1"lII...oUtlon of phn. C.uch
as tlon pi ..., for prOttctlon.f lIf. and preportl dorlll\l ...f9tncy
COftdltl .

28. ~~~~mr~nl~~~~lblt for
pnpar.tI.n .i'&! 1$....0(0 of phM and
dlrectl..,. c...htlng .f a record C.PI
.f ••ch plan or dlractht h ....... with
rehted bacti1'OUftd Plpert.

29. ~:";; ~1:~lmSa~~am~e~~fJ; thin
""". ""Int.lned to cUt fIl.' described
In lUll 28 IbOW••

peE RECOllDS SCHEllUL£ 18

see RtCord. Schedult
I~. It... I.

Until .upe..eded or
ObSoltt••

nEIl
~ DUCRIPIIIl.' or RECOllDS

30. ~~~~li~~~o~~':~~;, ~~~
of cOllsolld.ltd or .eapr.lIenslv. r.port.
reflecting Deport=ontwld. reloltl of
te.n conducted undor _tgtnc, pia...

EMlRClIICY DP£RAYlO~S IES'S fiLES. P.po..
ICCu:a.llaU ng irCd uns ccnsuettd unt::er
e:::ertcl'I(1 phl'llS, , ..ch I'S tn,1,ruet1ans to
_ .. participating In tett, nafflng...1_10. ClO'","'. telU of c""",.I·
..tten, 004 hellltle•••nd retaIned
copl.. 0' r~rt"

RU£NTIOX P[RlOO

so. Records SChedul.
l~. It'" 5b.

r 
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DO! RECOinS SCl!tOUlE 18 

ITEIt 
.!!!!:.... CESCRIPTlOlt Cf REtcaDS 

25. 

Z6. 

sorlu h DllnUlned bl tile Office 
of »fe9""rcls ...s s.c ... 11¥ to n.ht 
In .. ..,1l1li out function. I .. ohlllll 
such Irtas IS tntarnll slCurlty, 
espionage. slbotage. yta11tions of 
tile At ... lc EI!01'91 Act. or Other 
Fedc-.I sutut ... 

NOlIfnO!!IOUS ~WlITT YIO!.ATlO!! FlUS. 
Cue hi.s r.lung to 'Rflltisn'ans of 
• 11"ed stcyrlty vlol.U ... , but e.cI •• he 
of flies conctrlling fol .. I ••• 1Id p.por. 
phced In offlcl.1 porso ... 1 fold.rs. 

FEUllllOUS SlClJaITT ,ullAnO!! FILES. 
Recorasof CIUS irlVohtn9 wio'adens of the 
At""l. [ftOrt1 Act .r othor FederAl I ..... f 
socurll¥ Inter .. t. 

I. CUl'l "'let! Ire or ... ,.. of w1dtnred 
P'Ib"c. petft:ltftul. Or congresslQnll 
tnterest. 

b. Othln. 

El!(RGUC' PlAJWINil RtCOAOS 

RnUlIOII PERIOII 

2 yt.rs .fter c""Plttlo. 
of fln.1 co .... eth. or 
dhclplln.rl Icllon • 

Ptf'QInent .. 

25 y.,rs. 

hcord •• c ..... lltlllll frOCl the fo"",l.tlc •• 1Id ",pl_nUtio. of ph •• «such 
II ....... tlo. phn., for prottetlon.f 11ft .1Id property dorlllll .... rgency 
COndltl ... . 

28. ~~~~mr!7MW~~!.lbl. for 
prtpIrition .i'II l$$OIIotl of pllM .1Id 
dlrectl .... consisting of • record cOP1 
of •• ch ph. or dlrecth .... oed, with 
rehted blctgrouod PlP.rs. 

29. ~:";; ~1:f!TmSa~~!{m~e!~fJ; thin 
t""Se ""Intllned In cne flies doscrlbed 
In IU .. 28 &bOWt. 

peE RECOllDS SCHEDULE 18 

See R.cords Sched.l. 
I~, U ... I. 

Until "P'"- or 
_Ill •• 

~ DE$(!!IPTlIl.' OF RECORDS R£T[NTIOlt P(RIOO 

30. 

n. 

~~~!li~!~o~~':!~;, ~~~ 
of consolidated or c""preMnll •• roport. 
ronecllng Dtptrt=l.twld. resolts of 
t •• u conducted .oder _tgtnc, pll ... 

(MlRGlIICY llI'£RATlO~S TESTS filES. Pip'rs 
ICCu::'aIlaU ng irCd uns ccnsUCttd unt::er 
RrtCI'IC:1 ptal'llS, , .. ch I'S tnl1.ruct1ans to 
_" PlrtlclPlllng In tost, tt.fflng 
... I_n, oeu.~s. tests of c_nl
e.lICtls ,04 hclIltl •• , IIId ..-lIlned 
coplo. of r~rt •• 

Set R.cords Sched.l. 
16. It ... 5b. 

Attachment IV-1 
Page 207 (thru 216) 
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DOE RECOROS SCKEDULE 1~

Retain 2!J 1UrS.. find
th.n f.llow b. and
c. reqLltrecents belON.

De'Str01 6 uontJ"IS 4'ter
cggpl.t ic:n or tel"'UtN
ticn of the relAted
proj.ct .r pr.J.cL$.

RETUTlQ.1 PfMIW

I~ y••rs.

Subroltt U4J[ ror... AD-l31.
Rrcc:n:ls Mttent ton irrj
OJ spoul Authort14t ton.

Dt spOse of ",*,en deUr
I:Itned hy eOl;1petent. OO[
rt'u.lreh 5lersonnel that
ttte ftles h"wC! sen-ed
~11 l'e"UCh pvrposu..
US 2'0. ""chtnt-Read.ble
Rec:~n:ls.~ ~ro1ides

dt$postttan ~L1hJel tncs..

R&D SOURCE OATA fiLES. P••th unt.,
electrontc tape, or cClliIparable ~h
Ulf'd to c:olltc:t 4nd 4SSe:b1e d4ta gf
4 p.reHaln..., or Inteml'dlate chunter
9l:f'lCnted frOli s...ch PtOCe1ses .s expert
tl!rrt'S or ObstNlttcm of I t'O\IUne.
repetithe N1tW"e', ,nd uud for refe~nct

in arrhing 4t dete-ratnoltlon, in the
COnduct of rasearch proJecU..

RIO LABDllATORY Io'OTEIKJOI(S FILES. :lOtob""k.
conuintng uchntc~li .tiJ scientific: die•
........I.tlng fr"" tho CondUCt .f resurth
.nd dov.I ......nt.

•• ~.t.bookS conulnln9 d.u .ssentl.1
In esUblts"tng patent or tnvention
risMs.

b. ~.t_k. conUlnill1l d.u det.",lned
b1 cCJ:pettftt scientUtc or UCbnlc,l
pers.nn.1 .Ithor t. be duplicated
1n technlc.l report. or ."M... in
project cale fUes. Or" to be of neh
.:I routine or fr4g::llt:nUI'J' n4ture th4t
th.lr retentl.n "e.ld n.t .dd .Igolf.
III;intl1 to the proJect IUt.

4.

5.

6.

mil
!!!!:... OESCRIPTlQ.1 Dr RE=S

(41 Rosult in judlchl dOCl.I.n.
or leghlathe .cthtlhts
affect tAg the fund tons and
actlvlti., of OOE.

15) AoS.lt In ,ignlflunt Ch..ges
In tho fur-ctl....f tho OOE.

b. All .thor cu. files.

RIO PROJECT LISTS. Lists. cord Ind.....

::n:;='~~~: t::~:~:? :~jt~~·
IllDlnht.rod by OOE•

OOE R(COROS SCHEOULE 19

RESEARCH A.ID IlEVEl~K[NT AECOilIlS

T".,se Ire recent$. (~lted tn tM conduct of tKhntCiI .ncs sctmUfh; rueue" Ind
""elop:::ltft't (R&D) .(thltin to dt'Ielop new conc:epts .. teochnlqwl. equ1p::Qrll ••nd
Nt.rt.1s. Qr codify l"ose in existente. The recOrdi rel.te to such phallU of
......reh .nd doy.l_nt a. tho .otfblhtr.:ont .f req.lr"",nu .nd prellnln.1')'
C:h4lrICterhUcs. ,apcrfcenutton. design, engtncrertng. mdlflc.tion.. tc-st1ng•• rId
uctPunce. ThQ' .ccu=ulate .t w.,tous org.lnluttculal le"eh.such U offtces
reSpOnsible for p-,*= dlrft:tton. Ind l.abor.torlts.

SCientifIc dlti .ccu::uhtlll1l d...11l1l tho eon4uCt .f ••poelflc ~rojoct .re
gene..lIy recorded I. hbcrn.1')' nottl>ook•••nd I.t.r ."""'rlred In technlc.1
r.port.. ""11. tho technIcal ...poru ..111 ......lIy .hoIf tho pr~.....h. and flnol
....ults .f tho ...sureh .ff.rt. they d. not al"oy••hoo how th.s. res.lts ..ro
achteved. or .men .. th~ry. devlCi. or praceu WI UMit concehed or redlJ.Ced to
p..ctlce. Th. l.bo..t.1')' .ottl>ook••nd .th.r sdsldlal')' scl••tlflc pipers rec.nt
tho ctUlods .nd procodu...s .Sed dilly by tho scl.ntht I. res.uCll perf.....nc••
• nd DIy poss." ..I fer tho UUblh""nt .f pot••t .r I...ntlon rlSbts.

Research and d...I t 1$ c.nducted by OOE pors.n••1 .nd by prhn. c""",relll
or roSt4lrc:h orglntuttons under contNet to DOE. Contr~c:tors furn1sh rellirch
result'S to not vtl tec:hntCil report'S~ e,lpertClllnt41 data. or cCGPIr4ble htdt.. 'hI:
roc.nt. bee_ tho pr.perty ., tho Gov......nt .nd .re .llI>jtct to the proolslons .f
this Sthedul••

Th. """' .f .... j.r res••rch .nd dev.I .......t proj.ct .r syst'" y be u.lsned to
...1....l'9Inlz.tlon.1 .1_nU ., 00£. thoU work ...Ig"""." y b. doSllllllted
.. ·Sl,lb-proJeet'S,· ·Usb.· Or" • pbUCS.· Tht1 Ire gener4Uy tdent t fted with the
...jor proj.ct .r 51stea throuSb th. 00£ proj.ct nu=crlng .r clustflcltl••
•ystea. Th. t ..... ·project· u u.ed I. tMs sched.l. 1..104., '1\)' rel.ted suO
projtcts. tost•••r FhI.... It 1$ de.lrabl. thlt th... reined ..c.nts be cons.l·
Idlted Int•• ,Ingl. proj.ct fl1. prl.r t. t f.r to • fed...1 Roeord. C.ntor.

F.r pr.j.ct••f long duration.....r•••1 r .ther fact.rs preclude reUlnl"ll
tho rec.nt. In 00£ unttl coapl.tl•••f tho .ntlre pr.J.ct. r.c.rds .f l.dhldu.1
.drr.jocts. tlSlS••r ph.......y b. tr••sf.rred t. fed.ral Recerd. C.nt.rs
fol owIng tho roqul .......t. In SUnd.nt 3 of thl. schedul••

DOE RECOROS SCHElltlLE 19 OOE RECORDS $CHIOU\[ 19

lTElI
!h.. DESClUPTIOll ~ RICtRlIS.

Hot
!!!!:... O£SCRIPflD~ or REClla05.

c. Other notebooks.

o. Record copy 0' rltports not sent to
the TKhnlc.al Infa~tton C~nttr

ITICI. on RIdge,.

b. C.pyl'l ...1.t.lRod by TIC. O.l Rld90:

III Moster copy of each repOrt
.ub:>ltted t. flC:

1-' Tho.. th.t hi•• bffn
alerof tlcod.

(b) Those that have nat been
alc..f lIcod.

III "tcroUChr DIner copy•

c. "" othC!r C:Opl(l'l ..

8. RIO ORAlIIItlO A:;O sPfClFlCATIQ.~ riLES.
An offiCial fHe cap)' of ettth dr.-ing
and .peclflcotlon s"",,ln9 fl ..l deSign
bnd technic.1 Chlr4etertsttc$ of Ileas.
doy.l.ped.

9. IRESERVEO)

I.

l.

3.

RIO PROGR.Ill FilES. Progr.... dOClRlnU.
leiii3ules~ 4nd correspondence altnutned
by offices r6ponstbte far extcLlUcn.
....1 nd a..Tysh .f r ....rch .nd
dov.I t Frngrcos ••nd ..1.tlll1l t.
tho 9> 1 pllMl1l1l .nd '''1'OrYIsI.n
.f tho pr09l'-.

IAESlRVU)

RIO PAOJECT CAS[ FilES. Project Cu. f11 ••
refittttng the Milo.,. af 4 proJ*et frCD
Inltl.tI.n t. c""lll.tlon. Inclo4lll1l
,.e"uc.n. de'tltl~nt~ destgn~ ,nd ten
I"tsulU. Included.ra records ,yeh as:
project propOul i rCtv1ew ~randa and
(Ql;:A!nu; proJect authorizations 4nd
dlroctl...: copl•••f unplll>l!shed ......
scripts. j ..., ..1 .nlcl.s••nd cenf.renc.
papers; FrogTItS'S "POrts. CCl1'ftSpondtfta'
l.fh;onclll1l tho direction .f tho project;
.nd IhU .f pObllutt.n••nd fl1",
relul t In9 f ..... tho pr.j.ct.

I.. Cue files dlt!Ql!'d by 00.[, ccntrlctc.r.
or t~.. IIotl...l Archlv•• t. hi••
..captl...1 ••1... boc.....f the
MlI1ly .Ignlflunt ..t...., .f tho
reseirch ltd dhelcp:ael'lt tmohed
or L11'11quenoss of thC! casC! fUo.
Included 4tt1 fUes that:

III Shoo do••I.paent .f .....nd
st9\tflunt techniques.

III R.ltt. t • .- .nd .Ignlflu.t
"IthodolO9l' .nd ...urh".

(3) W.re the .ubj.ct of c.ngr...l•••1
tmest1gatton or c.a::e \lndtr
Int...". ~lIc SCnltll\)'.

RETINTlOli PERIOO

Perwnent.

P.........t.

1. RID T(CK!lICA!. REPORT FILES. Pwll.hed
,rid urtPLI:liUSll.e<I sctentiHc .tnd techntc.l
reports.

RETE~flU.1 PERIW

Sub:JI t OCE f.m
AO-3Jl. Rec:~rdS
RoteRt ten 4nd
01$""..1 A..thurilition•

P'RaI~nt.

J 1ltin or ",ntll no
Ictl9tr neeclr<l , ur
reference. tIfItth~er

Is I.t.r,

Ptf'E.'Wnent.

t4Q.nr«ord··return to
1t br• .,. Idten no lon9lH'
uNdid for refenutClt.

S.. US ll. O..I~••nd
Constnoctt011 Rt:eor'dS
for dhposltttn
tnstrveticns..

~
"-:\
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OOE R(COROS SCHEOUL£ 19 

RESEARCH A.ID Il£VEl~K[NT R£CORDS 

T".,se .are recent$. (~lted tn tM conduct of tKhn1u1 .ncs sctmUfh; rueue" Ind 
""elop::ltft't (R&D) .(thltin to dt'Ielop new conc:epts .. teochnlC;WI. equlp::Qrlt, .nd 
Nt.rt.1s. Qr codify ,"ose In existente. The recOrdi rel.te to such phallU of 
...... rch and dev.l_nt a. tho estfblhtr.:ont .f requlr"",nu and prell"ln .. '), 
ch4lrICterhUcs. ,apcrfcenutton. design, engtncrertng. mdlflc.tton .. tCiUng •• rId 
uctpunc.. ThQ' .ccu=ulate .t w.,ious org.lntuttculal le'l,h. such u offices 
reSpOnsible for p-,*= dlrHttotl, Ind l.abor.tortts. 

SClontlfic dill Iccu::uhtill11 d ... ill11 the co_t .f • specific ~rojoct .... 
genor.1I1 recorded i. Iobcrn • .,. nottbock ••• nd later ''''''''rlred In technleal 
r.ports. ""11. tho technlc.1 .. porn .. til ...... 111 shalf the pr~ .... h. and final 
... sulU .f tho research eff.rt. they d. not .I.als ,hoo how thos. r .. ults .. ,.. 
achieved, or .men .. th~ry. devlet. or praceu ws UMit concehed or redilJ.Ced to 
pr.ctice. The I.borat • .,. nottbocks .nd .th.r sdsldla.,. scl •• tlfic pape .. rec.nt 
the ct\hods and procedures used dill)' b)' the scl.ntht I. res."'" perf.mance. 
• nd DI7 pos,es, .. I .. fer the uUblhlr:>ont .f pat •• t .r I .... U .. rISbU. 

R.search Ind d ... I ....... t Is tondueted b)' OOE po ...... 1 and b)' prl .. t. t""",rclal 
or roS04lrc:h Grglntuttons under c:onlNct to DOE. Contr~c:tors furl11sh relllP'CI'I 
result'S to not vtol tKhntCil report1~ e.lpertClllntal data. or cCGpIrable htdt.. 'hI: 
reconts bee_ tho pr.perty .1 the Gow ....... nt .nd are s""J .. t to the provision, .f 
this ~ched.le. 

Th. """' .f .... j.r ...... rch .nd dev.I ....... t project Or 5Yst'" ... y be a .. lsned t. 
•• rl .. s .!'94.tz.tt ... 1 .1 ...... nU .1 ooE. Thes. work .nls_nU ""y b. de$lllftUed 
.. ·SI.Ib-proJects,- ·Usks.- ot' ·pbUCS.· Tht1 Ire generaUy tdenttfted with the 
... jor project .r 51st ... throuSb tho ooE projlct no=erlO9 .r clu,lflcatl •• 
SlS1.... Th. t ..... ·proj.ct· 0$ used I. thl, schedul. includ.s al\)' rel.ted ~ubo 
proj .. ts. tasts •• r ~s... It Is deslrabl. thn these reined rec.nts be tons.l
Idlted i.to • ,Ingl. project fll. prl.r to transfer t •• fed.ral Records C •• ter. 

F.r proj.tts .f 1"'9 duraU ....... re •• 1 ..... r .U .. r fact ... precl .... reUlnlAII 
tho rec.nts in DOE unttl t....,l.tl ••• f the entl .. pr.jett. r.c.rds .f indlvldu.1 
SdrrOj.eu. tasU •• r ph a .. , ... y b. tr •• sferred to federal R.c.rd, Cente .. 
fol OWing the roqul ....... t, I. sUnd.nt 3 .f thiS .chedul •• 
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!h... OEstalPTlDlI ~ A[CtRIIS. R£T£NTlOli PERloo 

I. 

2. 

J. 

RIO PROGR.III FIL£S. Prngr .... dOClRlnts. 
Iciiilduies. and correspondence altnutned 
by offices rHpanstbte far encuttcn. 
.... Iew. and anolnls .f r .... rch Ind 
dtv.lcpae.t Ff'091''''s •• nd rel.UII11 to 
the 9> .. r.1 plaMl1I11 .nd sllPOl"ltsl •• 
.f the prGgl'_. 

(RES£RVEO) 

RID PROJECT CASE filES. Project Cuo fll.s 
refittttng the MIlOr)' of a proJ*ct frCD 
I.IU.U •• t. cOClII.U ... Includlll11 
ruut"C-n. de'tel~nt. deSign. ,nd test 
rtsulU. Included.ra records s"eh IS: 
project propOul i rov1ew ~randa and 
Co;:AlRU; proJect authorizattons and 
directives; copl.s .f ... ~...,I !shed ... ",. 
scripts. j .. , .. 1 .rtlcles •• nd co.fo .. nce 
papers; FrogTHi "ports. CG1'ftlpondtfta' 
iolll .... 11I11 tho dlrectl ... f the project; 
• nd lists .f publluti •••• nd fll'" 
relul t In9 f ..... tho pr.Ject. 

I.. Cue files dlt!Qtd by 00.[, centrlcter. 
or t~ .. fIItl ... 1 Arch .... t. "',e 
.. coptlonal ,.1 .. beel .... f the 
hI\I111 si!i"lflunt nature .f the 
relearch atd dhelcp:ael'lt tmohed 
or un1quenoss of thC! C4SC! fUo. 
Included 4tt1 fUes that: 

(II Shoo de •• I."""nt of .... and 
st9'tflunt techniques. 

(ll Rein. t. _ .nd si!i"lflu.t 
"IthodolO91 .nd ... ur ..... 

(3) Were the .ubj.ct of con9r.ul ••• 1 
Imest1gaUon or c.a::e .. ndtr 
i.t ...... ~lIc SCnltll\)'. 

Perwnent. 

P.""no.t. 

ITEII 

1f£K 
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DOE RECORDS SCKEDUL£ I~ 

!!!!:.... t)[staIPTlQ.1 er a£=s RETUTlQ.' P£NIW 

4. 

5. 

6. 

(41 Ruult I. judiCial dOCl,i ••• 
or leghlathe .ctivities 
affect t"'g the fund .ons a",d 
ICthlti .. of ooE. 

(5) Result 10 si!i"lflunt Changes 
In the fu"ctlons .f the OOE. 

b. All .ther cue mo,. 
R&D PROJECT LISTS. Lhts. cord Ind ..... 

::n:;=' ~~~: t::~:~:? :~jt~~· 
oIIDl.ht.rod b)' OOE • 

R&D S~RC£ DATA FILES. PU'ch unto. 
electrontc tlPt, or comparable !:Iedta 
ulf'd to colltet 4nd ane:b1e data gf 
a p.teHalnu, or Intemtdlate chunter 
9I:f'lCnted frOli IloOCh PtOCtUtS .s expert
tl!rrts or ClbItNattcm of a t'O\IUne. 
~tithe NltW"e, ,nd uud for refe~nce 
in arrhtng .t dete-ratnoltton, in the 
COnduct of rasearch projects • 

R&D LABCRAIORY NOTEBOOKS fiLES. :lOtobooks 
conuintng uchnic~li .tiJ Sclentlftc dat. 
........ 1.\11111 fr"" the CaM .. t of ...... rch 
.nd dov.I ...... ot. 

a. ~Ot.bookS tonutning d.U .... ntl.1 
in e'Ubltsftt"'9 patent or invention 
rights. 

b. N.tebook. c .. Ulolll11 d.u det.",lnod 
b1 cca:peteftt stlent tfic or technlc,l 
pe ... nn.1 .Ither t. be duplicated 
In technle.1 reports or .hM ... In 
project cale fUes. or to be of such 
.:I rouUne or frap",UI'J' nature that 
their retentl.n w •• ld .ot add Slgnlf
ICintl)' to the proJect tUt:. 
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15 y ..... 

Subroltt 1l4J[ fon.1 AD·;UI, 
Recc:t'dl Mttent Ion irrj 
OJ spoul Authortzat ion. 

Dt spOse of ,.fIen deUr
!:lIned hy cQI;1petent OO[ 
reu<lrch 5lersonnel that 
ttte files h.vC! se,..,~ 
~11 re",,"Ch purposes. 
US 2'0, M4c"tnt-Read.bl, 
Rec:~n:I', ~r011des 
dt$postttan ~uhJel ines. 

Retain 2!J 1UrS .. find 
th •• follow b. and 
c. requtrece"'U belC*. 

Dellroy 6 uontJu after 
cogplet la-n or tel"'UtN· 
ticn of the related 
proJect .r ~r.J.tt$. 

M:... O£SCRIPflO~ Of R£COROS. RnE~T1u.1 P£RIW 

Sub:JI t OC. r.ro 
AD-3Jl. Rec:~rdS 
Retent ten 4nd 

1. 

8. 

9. 

c. Other notebooks. 

RID I£Cl<!IICAL R£PORT FILES. Pdllshod 
.nd UftPU:llU$l!.e<I IctentiHc 4nd tf(hntc.l 
reports. .. Atcord cop), 0' rltports ",ot sent to 

the Tech",l"al Info~tton C~nttr 
(TIC). Oak Rld90. 

b. COPy(,) ""lnt.IRed b)' TIC. e.k Ridge: 

(I) Moster cop)' of each repOrt 
,"b:>IHed to TIC: 

(.) Those that "',e bffn 
alcrof ileed. 

(b) Those that have etot been 
alcrof lleed. 

(2) "tcrotiche Dlster cOPt • 

c. "" othC!r c:oplt:l .. 

aID ORAlIIItIO A:;O Sl'~C!f1CATIQ.~ FILES. 
An offiCial fUe caPt of each dr .. ing 
ond specification s'-I.9 fl .. 1 desl!i" 
bnd techniC.! c.l'lar4ctertsttcs of nea, 
dev.l.ped. 

(R£SERVED) 

01s"" .. 1 Mthorlr.t I ... 

P'RaI~nt • 

l,eus or "nt'l no 
I ctl9tr nee<llt<l fur 
reference, tlfatth~et' 
Is I.ter • 

Ptf'E.'Wnent. 

t4Q.nr«ord-·return to 
It br4rt ldten no lon91.!r' 
uNdid for refflntftCI!. 

S .. US l2. O.sl~. ond 
Con1tnoctt011 Reeonts 
for dhpo~tUcn 
tnltrvcticns.. 
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11£"!!!:... D[SCRIPIIll:l OF RECO«IlS

10. Rill PROJECT CONTROL FlUS. Copl.. or
dOCUiiinu c.onuinid in project case f1lifl.
preHatNI')" '''.leMoS, drl"lfti1. spe(Utca..
tlons, .111 pbot09r~'" clet_"'" b7
""'l'ltlnt SclontlfiC and \Oellnlul
persoMel not to be of sufflClont valu.
for I...orporotl... Into praject cu. files.

II. lamRVEOI

IZ. un IWESTlGATlVE FILlS. RoconlS pertaining
to eapicrnictl of the ftuib111l)' of Uf'IIsolt
cltol prOllOul for prQjecu ....hol fron
Individuals.

I. ProPO'<lh multi", in autftQrhed
projects.

b. ReJectol proposals.

13. R&D PROOJREIlWT FILES. Fo""\ .ontracts
Ct' ~g~nts. with unherstttes ~ c.......
~i.l COrlCC'rtl$, .arod tndIYldu.h fer
rese.arch al'ld develapael'lt ~rk, .and
l"'e1.atld Pipers. but uc:lushe of tec-hntc~l
cr scientific d.lt.a furnistted to the
Glnem:l!1'lt PU"~ftt to the teres of
tl'le COl'ltract Of'" ag~nts .ltt! CoPtes
of contr.ct".\ daC:~I\U flied tn
1"0Jlet cas. flies d.lI".., In Itea 3
of this scfte4u:le.

R£TENTlOll PERIOD

:~s~~:.'iml~~;"tlon
project, or earHer, .no
tbO)' ",..I tbolr
purpOSO.

roll... disposition
u.anclard for iUa 3.

S years .fter
•~I~tloa of
in'fcsti9Itlcn.

Sec tt~ 4, Retards
Sc_I.3.

IT[M
!!!:... DESCRIPTIO:'! OF R[toaDS

d. Final reports reflecting thl re,ulU
of uplrlcents ·conducted "Ith
PlrUde uceler,lors.

16. Il£APO., FIELD TUT a[CORDS acc"",htld at
test shes and consisting of various types
of =t1on plct"", fila. osclllngr_. and
",goatlc tapes on whl ell are recorded rN
or uno."luatltd dlta~ 1M eY.1uatfon diU
resulting froa studY of ahoy....torl.l.
tnc'udfng re:l)r,nd.1I. gf.phs, toul.t1Cft1,
re-perts_ ,and related P':Pifn referred to
c:oll,cthely 41 -Ae4ucld Oat... •

a. Raw test data, COM htlng of "Itchell
._ra fila. Ast.nl. Pbotot_lItl
fila. and Fut.. fila; trajoctCl')' data
osctl1ogrf.flS. tela::lCttY psctl1ogrCd.,
and "'i'\ltlc upes•

b. AKu~ed dn•• .&, d.scribtd .boye.

RE!EIlTIOIl PERIOO

Pem.anent.

S 1ears, or 1 ~It
aftlr Ctqlletlon cI'
final evaluation
report of tost project,
,,*,iche..er co:=t's ftrd.

Unttl CCClllet. weapon
er sulIa..ccIlly bee_S
obsolet. and Is ......ved
froa stocl:pll••

14. ~:"~'~~·P~~~~~~:I~:~~i...~~P~~:.~~s. ~~~:.:~~"rseded or
i-r13 other tecMlcal and scttntl fie ::""U
ree.l,ed fnn Co..r~nt agt'flC les,
cCIC!'QlIrctal concern'S, or other soutee-s. used
.1 .a nl'feren« source In the ptrfomance of

DO[ R[CliQOS SCIl£Olll£ 19

~.
~:}"

II£H
!!!!.... OUCRIPTlON or RW);lOS.

the rne.rc:b and c:helcpntnt f~etton. !l:ut
••eluslve of officl.l fth ccpie-s of then
dacu«eI'lU.

IS. PAllna.[ ACCEl[UlOil UPU 1HUT R[CORDS
result \"9 frca ellper,~nn conductt'd
wi ttl put tcle acceleratan (SPirt
chAfr, .nd butble eh~er.'

•• Rh d.U recanted en fila.
IOIagnet Ie UPt'. punched cards.
c:~uter pt't ntouts. record c:haru.
logs.

b. Raw d.lU (jete-mtned to h've
prOb4i,ble nlve for sICaMiQ
eulu.aticns or futul"e dUftrt-nt
tlperiaenU.

c. _". data .nd daU reflecting
UJt.I'W.l CCCl.lr~ tKcnSe<l 0t1
f11a, a.t.,.ette Upe-s, pync.hed
cards, cOlIp.uter prl ntaut', 1~s..
j~ notebooU lIIItch seNe .as
boIc.kup for reports ge-ner.ted
dcrrlftl) npert~nu.

RHEIlTIOIl P[RIOll

Until pertlnlnt data
have bUn ex:trolcted.
redu.t~ Qr slH:WIrtzed,
evaluated. and In\Or
~I"'ettd 4RS tH rcw dolt.
is no lonljer .needed for
experlr..cnts i or 5 ye4i,rs
foll ...lng the acquISItion
of the dati, ld\1c:Ite-er h
••rller. ~rDYtded tllat
the d.lU have ~
rcvltoed by quallflol
scient! ftc persennel and
deteralned to tt.Ii.,r r.J
Il-rett&ble va lYe for
$Ocot\d.ll')' evIl"at tonto Of
fut~, different
es.pcr1cenU.

Review annuli I,. dhpOsc
of ...."" no Jenger of
nlue for returc:h
purpOSOs.

IS ylars.

~. 
~:}" 
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IItK 
!!!:.... OESCRIPIICl:'C OF R[CD«IlS 

10. RID PROJECT CONTROL r IUS. C.pl .. or 
dOCUiiinh c.onuinid in project elSe f11111. 
preUatNI')" '''.lcUI, drl"tftS1. speC:Utca .. 
U.ns •• n:I pbotograJIM del ..... ..., bJ 
""""etlnt Sclontlflc and hellnl .. 1 
porSOMel not to be of sufflchnt .,Iul 
for I ... o'PO .. t I ... Into prGjoct .... files. 

II. IRmRVEO) 

IZ. un I!IY[STIGATIVE FILlS. Roconl. ""rUinIng 
to e •• "'ern ten of the ftuib111t)' of Uf'IIsolt
clto:l prO\lOSII for prQjocU ...... 0:1 fron 
IndivIduals. 

I. Propcn. .. h multi", in autftorized 
projects. 

b. Rejecto:l prop.Slh. 

U. R&D PROOJRlMEnT FILES. F.""I co.trocts 
Ct' ~g~nts with unhtrsttttt. ~ cc.::aer
~1.1 (OrlCC'n'l$, ,rod tnClhtdu.h fer 
rese.arch al'ld dev.lopaent ~rk It and 
t"elitild Pipers. but uc:lushe of tee-hntc.l 
cr sclenUftc d,lt.a furntstted to the 
[icntrTEl!1'lt PU"~ftt to the teres of 
the COl"ltract Of" ag~nts .ltt! copt.'S 
of contr.ct",\ daC:~l\ts flltd in 
I""oject cu. f II •• dell..., In It"" 3 
of this scfte4u:le. 

R£TENTlOlI PUIOO 

:~'~~:.'iml~~;·tlon 
project, or earHer, .n 
thf)' ..... e tMlr 
purpOse. 

roll ... disposition 
u.anclard far 'IUP 3. 

S years .fter 
c~l~tl.n of 
in'fcsti9lUcn. 

Sec tt~ 4, Retards 
Schedule 3. 

14. ~:"!'~~·P~~~~~~:I~:~~i ... ~~P~~:.~~.. ~~!:e:~~O"tded or 
i-r13 other teeMlcal and scttftU fie ::""U 
ree.l,ed fnn CoYr~nt agt'fIC tes, 
cCIC!'QlIrctal concern'S, or other SGlItCH, used 
.. , .. nl'feren(O saurce In the ptrfomance of 

DO[ RE WIgS SO«Olll£ 19 

!!!!..... O£SCRIPTlON Of RECI);!DS. R[fENTION P[RIO\) 

the rne.rc:b "snd c:ntlopntnt f~ction. ~ut 
•• elustve of off1cl.l fth (Cptes of then 
docwrents. 

15. PAana.E Al;C£l£UlOiI UPU I HUT RECORDS 
result \"9 'rca ell",r'~nn conductl'd 
wi ttl put tele- ace.'eralO" (SPirt 
chAfr, .nd butble ch~et.' 

... Rh daU recanted en fila. 
IOIasnet Ie Upt', punched cards. 
c~uter pt't ntouu., record c.harts. 
logs. 

b. Raw d.Ua deumtned to have 
prOb.ble niveo for 'SICOnd.lQ' 
tullUUcns or futu'" dUfttt-nt 
elptr1aenU. 

c. S-". daU .nd data reflecting 
UJt.Iw.1l CCCl.lr~ I"KcnSe<l 011 
f11a, a.t-;nettc tapes. pync.hed 
cards. cOIIp.uter prt ntouts. l~s, 
.~ notebooU IIIItch seNt .as 
blc.kup for reports ge-ner.ted 
dlrf'tftl) npert~nu. 

Until ""rtlnont data 
have bUn ex:tr.cted. 
redu.t~ Q1" slH:WIrtzed, 
ov.IUaled. and Inter
~tettd 4RS tH rew d.l. 
is no longer .needed for 
experlr..cnU i or 5 ye.,s 
foll ... ln9 the •• quUllIon 
of the dati, Id\tcltc-er h 
earlier. ~rovldtd tMt 
the d.-U have ~ 
re.lewed by qu.llflo:l 
.. ltnll flc persen .. 1 and 
deuralned to b.Ii.,r r.J 
Il-rctt&ble "a lye for 
$OCOM.I')' ev.luat. tonto or 
fut""'. different 
es.pcr1cenu. 

Review annual 1" dhpOse 
of .... "" no Jenger of 
...a1". for rcturch 
purpOs.s. 

IS yo .... 

ITEM 
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!!!:.... DESCRIPTIO"" OF RECORDS 

d. Fln,l reports reflectIng the results 
of ex"trlcents ·conducted wIth 
Plrtlc1e oICcelerltors. 

16. wtAPO., FIELD TEST RECORDS , .. "",hted n 
test Ut .. Ind COllS\oUng of .orl .. s types 
of =tlon plct ... fila. o .. lIlogr_. &nd 
"'goallc tape. on ldIl ell are recorded rN 
or uno."luatltd dlta~ 1M eY.1uatfon diU 
.. suiting froa studt of aho.e ",torl.l. 
tnc'udfng re:l)r,nd.Ii, gf.phs, toul.t1Cft1, 
re-perts. ,and related Pl:pen referred to 
collecthe1y 41 -Ae4ucld Oat ... • 

a. R ... test d.e •• COM htlng of Kitchell 
c ..... fila. Atkanlo Photot_lIte 
fila •• nd hstu fila; traj_cry doh 
olctl1ogrf.flS, tela::ICtt)' psctl1ogrCd., 
.nd "'i'\ttlc U""s. 

b. AKu~ed dnl, .&, dlJscrtbtd .boye. 

R[lENTIOIl P(RIOO 

Ptm.anent. 

S .rein. or 1 ~ar 
aftor (Oq)1.lI011 of 
final ov.luotten 
report of t.st project. 
"*''lche .. er co:=es ftrlt .. 

Until CCCl>let ..... pon 
er sub.uecllil bee .... s 
obsolete and Is ....... td 
fl'O:l stockpile. 
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PART I • DOCU'<£NTAlIO~

1. Ttt ~d\tne-r"dabl.cellh on -"tth the)' are Qnt often recanted are
nas..ble and reusable. thus creating a cost effecthcmen hetor tn lhetr
NnagEOltnt ""tCh is not present with core pemsftent ~h.

2. 'he ~'l1netic media en ~tch =O$t Nchtne-readabte records 41re recorded are
not. dcst9ned to be ptl'NMnt storllje eed" for records. Thus the fr4Cjlltt)'
of cost tnforNtton in Qlchl~...Id.ble fen:! QlIkes tt NndatCl"1 that svch
R:cords be brOUght ",nder control Ii iNrty as ponlble In their Itfe t)'cte.
IdeaH)' this control should be ••frehed at the tiGQ • s)'sttQ h cre.ted•
...en before It hn 9t~rited n<.crds. If tfth is done. dl$po$lt,on sUn..

1':~t C4fa~)'~~~~~~f~a~~:n ~tf:l:: :i :~~:l~:~ ~:~eO~n~~~~n~:~a~h::te.re stered unt»r opttQlQ conclittcns.

3. Due to the e.ne Nith "mich mch1ne.. read'bte records N)' be updated or
rewtsf'd and t!'te Qedla rI!'\ISN. thll't, Hfe cycle 1$ briefer and core ~le.
thin tt\4t of other recents. \l\l1e the outer ftte is tl)st often of .!Irchhat
¥alue, Sl:Qet11T.l!S other ¥f't-s1cns should be reutn.ed becauso thetr infoma
tton.l ~Qntent Is c:cre coa:;tlete than rohted Nster ftl" or espe-ehlt)'
retev4nt to roE policy, dectsiOtls. or special repOrts.

DOE RECORDS StHElIIJl£ 20

""'HI~E-'lEADASlE REtlnOS

this SChedule covers NChtttc-readable records and rel,led document.tion.
MacM~re.d.ble records req",tre processing 4nd ctec.od'~ for conyers'on to
~l\6redlble 'nfomnlen .nd ue uII.I,1I1 stered otl cudh .tl1Ch e,s"e t~
tUy to GOd1fy ,Jnd upd4te. federal statutos 4nd regulations doftne fcderdl
records IS the products of Govern::.nt bullneu and specifically include al1
~t. Oft ..tI.tch they Ny be recorted. Wh«l tnfomAttcn uists in both aAchlne-
rNdable and hard COP1 foms, tM:ll,ldtng COr.Jlater output rntcrofortl (COH), various
'.=IetO" btu en the dech'en of lIlhlch Gatd1u:::a shQ.utd be ret.. tned for 4rchh,1
purpol6. k:cn9 thew are the relathe colt of Itcraii 4n4 preu'rWitton. the
rehthe conyenttnce of reference, ,nca the hc11tty with IiIltch ~st hlrd '0\»)'
forut ~1 be reg, nerated fro;:! Nchlne.. re.d..ble fUes (. ~roc", which is conI,
to n!'teru).

The disposition of dat.ll on tIIdla Clother thaR coc;;puter Q!l1netic tape (such
M punch um. pjper tape, dhc PIC"I. or dnt:l\) is a..tho.rt,H by this
Kht4vle; hQlIlIt¥lr, c.Jgnettc t.pe is vluall)' required for tranlfer of orchh4ll
d4lU tCl tho HallOMl Archtvel.

Kacht~readiDbl. recentl differ ff"Q:l records on oUter ~dh tn feur Il':"ortanl
ways;

DOE REtORD$ SCHEDULE 20
PART I • DOtUM[NTAllutl

4. B«41USC! Nchtne-readlble rocerds IllUst be SlJbJfCted to both lliit"chantcal
and electrontc processing Gnd d.coding to be converted to hu::an-re,dable
tnfol"Oltt01t, tfle reCOrds. ,....,.011 tng suth proceuH (doc:~nutton) cult be
scheduled with the D4thl.....nadable records.

The qualttles .... tch separate ClIchit'le'-rudabl. records f,~ those en ott\er
cedt••ho ClIIke tt difftcult to prodlice a su!:aject..ortente<t schedule for WChiAe-
readable rKords. Thus. thh schedule cateiorhas records for dispos1tton
sUndirds on the bUts of tho klnd$ of records or ftt.s that .re Co;:::lII)n to Q)st
ADP s)'ltt=l. The)' are dtwided tnto tttree classes:

Oocu=enUtlcn (Part 1) cowers those records nqulrN for luntetng Q,lchine
reidib!. rKom·..for converting t~ fra::ll h~~re6d.ble tnforNti~ to
encocfed 44ta and ¥Ice ¥eru. Thou are ttle deserlpUwe doclPtnU rltqutred
to 1nlttate. dt'Velop. operate. and Q,41nUin spectftc app1tcattons of ADP
sylt~. The dlsposttion of doc~nUtton 1$ "'*ed to the dlS9osltlon of
the rehted C41chin""re.doble f11es.

Processtng ftles (P.tt 11) .re those alcMne--re.dable ftles ~pl01iE'd to
create ancl use a Niter ftte. Processtng ftl.s Include wort filetS. ra.N data
tnput ftles, ~ubl1cattQ.n files, and securtty bACkup Utes. Processing fnes
91ne,,", d;t not qu.lify for lonl) ter4 rettntto.n. those for ..tItth dtsposal
" not .utherlted atJ1 contlln tare co::pl.tt tnfon:wtlen than thQ related
Niter fUll' or be ospechl1y relewant to DO[ polt~y. deetstons, ar spechl
r.perts .nd thus posun patentl.I hlstortcal wall.1e. App1tution of the
sched"l.s for proceSSing fttes .tl1 increase the ,n.tlabttlty of space on
Qachtne-readabl. =ctdia and redUCt DOE o.pendtture$ for additional stock of
Q1~attc t:lItdh •

....stet" ftles (PArt 111) constitute the definitive stlte of a datd ftle
in a s)'st~ fit • ghen tieet. Such ftllS are Cltesorhed In th,' SChedule
only partly on the bnts of ~J"t content. Other Iq>ort4nt constl1c!r.ttons
teg4rdtnQ dhpositlon are the fo-mat of the d-4U fila and the manner tn
wtIlch It t$ updated. Su(h ",rt.bles Influence thl! ICOpc of the lnfon:lol
ttoAil uh,ce of " ftle &~ QI)l' rcqut,.. sub=J.h,lon of OOE fOn:l AD..3Jl.
Records Retention .nd Dtsponl Authortut1on.

The l!Khton table forwt Is uud for tw reasons: (1) tt re4"'es req.,t~nts

for ••phn4tof)' footnGtes. and (2) nshU the user in conccptualhtl'l9 the Nl't1
caUto,tes .n4 subcategorle$ of records tnwohed.

~
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I
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""'HI~E-'lEAOASlE a(tenas 

this SChedule covers Nehtftc-readable records and rel,ted document.tion. 
MacMne--re.d.ble records req",tre processing 4nd ctec.od'~ for conyers ton to 
~~redlble infomattcn .nd ne 1.111.1,111 stered 0tI cudh .tilth e,s"e t~ 
tuy to GOd1fy ,Jnd upd4te. rederal statutos 4nd regulations doflne fcderdl 
records IS the products of Govern::.nt bu,lneu and specifically include 4111 
~1. Oft ..tI.tch they Ny be recorted. Wheft tnfomAttcn ulsts In both £lAchine-
rNdable and hard COPt foms, tM:ll.1dtng cOr.J'oter output rntcrofom (COH). various 
f~ctof"S btu en the dechten of -.hlch Gatdlu:::a shQ.utd be ret .. tned for 4rchh,1 
purposn. k:cn9 thew are the relathe colt of Itcraii 4n4 preu'rWitton. the 
rehthe conyenttnce of reference, ,nca the hc11ttl with IIIltch ~st hlrd cop), 
forut ~1 be reg, neratqd frc;r.l Nd!Ine .. re.d.llble fUes (. ~roc", which is conI, 
to n!'teru). 

The disposition of daU on ardla Clother thaR coc;;puter Q!llnettc tape (such 
M punch c.tm. P'Per tape, dhc P""l, or dr1&J\) is a..tho.rl,H by this 
Kht4vle; hQIIIe¥lr, amgnettc t.pe is vluall), required for trander of orchh4ll 
d4lU tCI tho HallOMl Archtvel. 

Kachl..-re.dAbI. recentl differ ff"Q:! records on oUter ~dh In feur Ir:"ortant 
wa)'s; 

1. Ttt ~d\tne-r"dabl. ce(!h on ""th the), are Qnt often recanted are 
nas .. bte and reusable, thus creating a cost effecthcmen hetor In thetr 
NnagEOltnt ""ICh is not present with core pemsftent ~h. 

2. 'he ~'I1net1c media en ~tch =O$t Nthtne-readable records 4In! recorded are 
not. dcstl)ned to be peI'NMnt storllje c-edta for records. Thus the fr49tHt)' 
of cost InforNtton In Qlchl~ ... Id.ble fCn:! Qlkes It Nndatcr, that ""ch 
R:cords be brOUght "nder control Ii Hrly as ponlble In their Itfe (),cle. 
Ideall), thiS control should be e.frehed at the tiGQ • s),sttQ h cre.hd • 
... en before It hn 9t~rited n(.crds. If tMs is done. dl$PO$tt1Dn sUn· 

1'!~t C4fa~)' .n;~!~~~f~a~~:n ~tf.l:: :i !~~:l~:~ ~:~e O!n~~~~n~:~a~h!:le 
.re stered un~r opttQlQ (onclitlcns. 

3. Due to the e.ne "tth "mlch ruchlne .. read.ble records N)' be updated or 
rewtsf'd .nd t!'te Cltdla re\lSN. th"l, Hfe cycle 1$ briefer and core ~te. 
than tt\4t of otl\er recent,_ \l\l1e the onter ftle 1$ tl)st often of .!Irchhal 
¥alue, st:J:let1IT.I!s othcr ¥f't-s.1cns should be reutn.ed becauso thetr infoma
tton.l ~Qntent is c:cre coq,tete than rol4ited Nster ftl" or espe-ehlt)' 
relev4nt to roE policy. dects;Qtls. or special reports. 

OOE REtORDS SCHEDULE 20 

4. B«ause Nchlne-readlble roceNs lIIull be SlJbJfCted to both rr,e.chantcal 
and electrontc processing Gnd decodtng to be ccnverttd to hu::an-re'dable 
tnfol"Oltt01t. Ute reCCrds. ,....,.01' In9 suth procH1H (doc:~nUtlon) cult be 
scheduled with the D4thl ..... nadabte records. 

The qua"ttes .... Ich "p.rate CIIchire-rudabl. records f'~ those en ott\er 
cedt •• ho CIoIke It dUficult to prodlOce a subject-ortented schedule for WChiAe-
reldab'. rKords. ThuS, thts schedule tateiorhas records for disposition 
sUndards on the buis of tho klnd$ of records cr ftl., that .1'11' Co;:::III)n to Q)st 
ADP s)'stt=l. The)' are dtwided Into tttree classes: 

Oocu=enuttcn (Part 1) cowers those records requtrN for lunteing cachtne
reidib!e rKom .... for converting t~ 'ra::ll h~~re'd.ble InforNti~ to 
encocfed 4aU and ¥Ice ¥eru. llun,e are ttie desertpttwe doclPtnU rltqutred 
to tnlttale. dt'Velop, operate. and QltnU1n speetltc app1tcatlo.ns of ADP 
syst~. The dhposttton of doc~nUtton Is Itrt.ed to the diS9osltlon of 
the rehted c.achine-readoble f11es. 

PrOCeSSing ftle'S (Part 11) .re those a&cMne-re.dable files ~p1011l'd to 
crelle ancl use a Niter ftle. Process'ng ftl.s Include wort fHets. n" data 
tnput flies, ~ub1tcatlo.n files, and securtty backup ftles. Processing files 
91nenUy d;t not qu.lify for Ion!) terA retention. those for ..tilth disposal 
" not .utherlted aiJ1 conUh tare co::pl.tt Infon:wtten tI'I4In thQ rchlN 
Niter ftle or be OIpechll, relewant to DO[ polt~)'. deets'ons, o.r spechl 
r,petts .nd thus pos"n potentt.1 hlstortc"l wallo1e. Appltut.on of the 
schedule' for proceSSing 'ties will Increase the ,n.'hbtllt.1 of Ipace on 
Qachtne-readabl, =ctdla and redUCt DOE o.pendltures for additional stock of 
QI~attc EOIItdh. 

"ISter fUes (PArt Ill) (o.nlt'tute the definlUve sute of a detd fne 
in a s)'d~ fit • gtwen ttect. Such fillS are catesorhed In thn schedule 
only partly on the bnts of ~J"t content. Other Iq>ott4nt conslc1er.tlonl 
teg4rdtnQ dhpositlon are the famat of the d-4t4 fila and the manner In 
wtlich It Is updated. Su(h url.b1as Influence thl! scope of the tnfon:lol· 
ttOAa1 ..,1t.ee of " ftle ,nt;J CoIy rcqu',.. sub=J.t"ton of OOE fOn:l AD·311. 
Reecrds Retention .nd Dtsposal Authortut10n. 

The I!tClston table forwt h uud for tflCO reasonl: (1) It re4",cs req.,t~nts 
for •• phn4tol')' 'ootna.tes. and (2) n,hts the user in conceptualiJtl'l9 the NI't1 
catato"" .n4 subcategories of record 1 tnwohed. 
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File function
dfllqnolt Ion Consisting of

~
nUln with I~
rel.ted dati §
file.

dispose of
wtth related 18
file. ~

'~i
~

mefUrltt"lgn
d.,19nUlon Con"stln9 of IIiht~h 'n' Tho

Wort t....,or.". ~dllM-~.4.ble ntol Cltdl•• or mt. I'D' n.lJui. for
r:edU used bl console oper.- tnc;lucled In • I1br.rl l~l.'t
ton or Upe h.Indlef'$ to control Sl$tl!U, or '1illS use or reuse.
'.cIUt"" gene-r.l coquter """Ole! ~tetltloll cl4ltes
n.lIS Such u sorn .nd hdve e_pl reel
Oltr;e$

Telt d4lU 1>I;1lI~-rt.d.ble Cltdl. ust'll routl~ 01' bench:lllrt d.U dt$posc of
In tutt 119 • s)lsttl> seUconltrwetedorused ~nno

for the purpose of tenln9 longer !ftlPCIled

:::
Jnltl.l G.u Clctlln~I',~lIlecrdla ~,.. u$Cd for up:l.tl"1l tin:! dispose of I

t.lnlng If.t••bSlracted frCD rc:qulrtod to suppol'\ ~c~ .fter thin:! ...
sO\Irt:e doc_nU or oth,l' nNeUon of l:luter file eycle. 1 '"
1IPIl1. an:! etltend Into t~ ~s1St~ for the first tlroe
per update eyc:l e IIllt I'l!qulred to $\Illpllrt dlJllosl: of ~

reconstrvctlOli 0' cnter .ftet'r. ...
'lie or used as Inplit d.u is s.t- r-
for 41 one-tiDe ltud1", Isf.c:torlly

'"su,",ey ot' • .lpel'lr:ent llrocessed
tnto fln.1
01' rtduc:ed
d.au.

afflc:l.1I, dfSI~.ted to dIsPOse of
repl.ce or serYe as the In ueo,..
basic source dn. In I teu danee .lIth
of the b.n! COP1 ot' otller lnstruntlllls
InjlUC SOUl"t1t' dOCu::>ent .pplle.ble

to thl;! I"rd

"f~; ,
10

u

12

13

Reports

Infomltton
retrIeval
rautlllf

prInted ftn,l reports contGln
Ing tile stltlsUc.1 ubul.uon
.1Id .n ,IOa11s1l 0' the ,tndlllg\
of a stUlly 01' surve)' Including
• n""rathe description cf
Cll!thoclolo91 tr.\'loyed

serllt'l of ....clllne tnstructlens
deslllllfd to retrieve Infoma
tlUtI frOO1 sptClflc cl4lta
,ystees

Which 're

for ~ysteos ""ICh "'llli~
~tentloJl of rel.t.ttd cl.aU

genoral PIIrpast' progr.es

speel •• purpose progra::lS
for d.au ft les for wtIldl
dlSpos.1 Is dUtMrlled

specl.l PUTPOSe progr41:'4
fol' 41t. flies for """tell
disposal Is I'Dt -"Jthori zed

)~
"~
~~!)

>

Ttoen

retain one
COCly.o1tll
ttlated ftlt
speClftc,
tlOIlS.

dIspose of
III1lcn I'D
101l!llt'r
neede1l. ~

""O~
0Ic+
tQ c+
IDOl

n
N::r
W3
Oeo

::s

""I-l
<::
I
.-I

\
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fn~furitl'otl
dnl9ftlttllll Conslstlnll of Whldo 4re Then

retained by ADP operlt iOnll dlspost' of File fUliction
el_nt, " ll.Ielllp to ..tletlllll dnI!!l!ItI010 Conslstln9 0' Vllteh 're Then
NglIctlc ~I' 101l~er

!inteded. c:opyor
otller files

10 conVl;!rted to DigneUc: cllsposc of
do~nUn9

tile S':II!Clfdl. .rtu Vlrl- process,
flcatlon of trans,ct Ion,
d.at. Oft llT' cu••
reined
l'lolll1letlc i nllt used as Input to • 'ub:=lt DOEArdl.o 6.. alSur file 01' processed fore NJ 331, ! U1 C::: Into &ftjl,led or reduced AKords t 0LJ ~ c...cl~ tll.at conhtn SOU1'CC docu:.tnU dispose of . d.au and I'Dt requIred til llelentlon N rr1Qr191n.1 entry d.U with Itl ,ccOr- .., ftCOllstruc:t • Alster 'lie .1Id Ollpo,,1 = COft II:! or written Inserts d.ance .dth

~
,l,uthortza- .

tnstrutt lon, tion.

I
I .....

.IlPl1c.lIlt OJ W
to tile liard

~ ON
COllI' or 7 Nelll~re.d.ble aedl a files not 'l'fCo~e dlsposc of liO ~other flies ~ cruted by .I'D\blt'r .gc/llCf r'C(ehlng IS rcftrellU it .
do~Wlelitt nil .. ElItel'l.l. ... Nthe Slet liO ..proceu,

punChed cu,h llT' ~per tlpe electric .c:counting Nelltne dispose 0' ...
trlM.ct lOll, 8 .,.
or e.se. ernted .fttr 1-1-10. output In .ccor-

cont.ainl"9 dolt J ~str.cted d.ance "ith
'rOtl $OUrc:e doc~nU IJIlI used tnstruetion1

12 IIItrn:edI,lt' mchine-,..wblt Iltdl. IISed In dft upddtt'll S1S1Sl dhpost of for eollv~rslon til ~!l'Iftlc: Illpltc.ble
data IlIllul , cOlOlalnln9 output wi thin or Iftel' Sullse- aedla 01' processl", on elK- to tile loin!
OlIlput frCD one r'Ull to • S:QSequelit r.i.: ~::

trlc: .ceountl"ll Nchlne copy 01'
run th.at D.lllipulates. sorts. fqlllp:ll!nt other flies
or nlles d.U throutlll tlllt' CllllUtli doa=elltlng
s1stea~ tnc:11I4n eheclpoillt.. detail Ifn. thf sa=e

ptOCUS,

\ 

file fllllU\gn 
d.,19"UloII ConHsUnq Df IIht,h 'n' 

Won. t....,or.". ~dllM-~.4Ible ntoI Cltdl •• or mid ""t 
r:edU used b)' console Operd- Inclucled In I I1br4lr), 
ton or Upe h.andler$ to control S),$tI!U, or fl IllS 
•• elllt"", ~rdl coquter """lise! ~t.,.tlon d.tes 
n."1I$ SuCh U lorU .nd ~ve e.oplrtd 
OltrVC!~ 

Ten d4lU I>I;III~-~Idible Cltdl. ustd roull~ or benth:urt diU 
In testtll9 , ')lUtI> seUconnrwctedorused 

for the purpose of t.:1tln9 

!nltl,1 diU Clct.lne-r,~lIle cedla ~,.. IIstC1 for upd,tl"1l tin:! 
,.Inlng d.t. IbUracted frCD required to suPpOrt. ~(on-
SOl/ree doc_nlS or oth,r nNcUon Of l:luter file 
1IPd1. an:! .,.tend Into t~ 
$1st~ for the first tltooe 
ptr update cyc I e mit I'I!qutred to SlIllpOrt 

reconstrvctlOll 0' cnler 
file or used ,s Input 
for 41 one-tiDe Uudy, 
surveyor e.lperlr:ent 

Clfflel.lI)' df,t~lted to 
repl.ce or serve IS the 
bule source dn. In lieu 
of the b.rd cop), or otl!cr 
Injlut SOUI"tIt' docu::>ent 

TIIflI 

n.tJuie for 
I~t.tt 

use or reuse. 

dispose of 
~nno 

longer 
needed 

dispose of 
.fler tMI'd 
eycle. 1 

dIIllOS., of 
.ftet'r. 
diU IS s.t· 
Id.ttorlly 
processed 
.nto ftn.1 
or rt<Iuced 
diu. 

diSpOse of 
III leCO,.. 
danee .lIth 
I nstrun I II'IS 
dppllclble 
to th!;! h,rd 

! 
::: 
... 
'" 

~ 
~ ... 
r-

'" 

tile fUflctlon 
dfltSllltton 

U I"famlt I on 
relrleYjl 
routll'lf 

12 

13 

Con~l~tln9 of Which ... ~ 

printed ftnal reports contain- for ~yneos ""tCh reoq\ll~ 
Ing tll~ sUthtlc.1 tlwl,Uon ~tentlol\ of rel.t.ttd 41U 
.nd ,n .ndl),s1l of the 'Indt"" 
of a study or surve)' Including 
• """r.the dtKrlptlon cf 
aethodol0'n' tr.\"oled 

5ertlt's of ... aclllne Instructlen, gtnora' IKIrpo,,, prograes 
drslgl'lfd to retrlev!;! tnfoma-
UUtI frOO1 ,pte"lC: d.U 
51necs 

special pUf1)OIe progra::lS 
for diu ft les for IdItdl 
dISPOS" Is MltMrlztd 

specl.l PlTP01e progr~ 
for 4at. ftles lor """tell 
dlspos.1 Is rot -"Jt.hori zed 

'hen 

rttaln one 
COIIy .. lth 
,.'ated ftlt 
specifica
tions • 

dispose of 
III1Icn "" 
IOll!Oit'r 
1Iftde1l, ~ 

--------~-~--~--~-~--------~-----~----~------~~--~-~-------~-~~---~--~--~---~~~~~~~-----~--~ 

file lunn,on 
4nlSNttllll ConslsUna 0' Wbld> .re TI!.,. 

retained bl ADP oper.t 10 ... 1 CUSPOl" of File function 
el_nts IS boIe'"O) to IOIlrn nil dn I !!!!!tI on C01ll"tI"9 01 VIItch .re Then 
NglIctlc ~Ia lon~er 

nteded. copy Dr 
otllrr fl1rs 

10 Cll'lv!;!rted to Dlvnetic dispose of 
do~"Un9 
the S.:Ie 

CII!CII. .rter Vlrt· process, 
flc:attO!l of tflns"t I on, 
dlt. Oft or CUe. 
reined 
AIIgn!;!tlc 

! nllt used n Input to • sub=,t DOE cedi •• 
anter 'Slit' or pnlCrssed Fore III 331, ! U1 C ::: 111\0 ~')'Ztd or ~duced Records t 0 lJ ~ C"''CI~ thlt Contlln source docu:.tnU dhpou of . dill 41nd rot reqlll red tea Iletentton N rr1 crlllln,' entry d.U .. Ith III 'CCor- .., ftCOll$trutt • Aliter fUe .nd Ollpo$ll = CO fI'~ or written Inserts dlnee with 

~ 
,l,uttlorln-

InSlrvtt Ions tion. 

I 
I ..... 

'l)pl1c.II't OJ W 
to the hard 

~ 0 N 
COllI' or NeIIlne-re.d.ble aedl ~ files not ~ reco~e dispose of Ii' ~ other fl1n ~ cruted bl .""tblt'r '~1IC1 teeehing IS reftrellU it cIocWlentlng ow EIIterl,l. ... N the Slet Ii' ... process. 

punChed c'1'111 or ~per UPit' electric .ccountlng Nchlne diSPOse of 
... 

trlnSict lOll, 8 .,. 
or c.se. creeled .fttr 1-1-10. output In .ccar-

COIIUllllng dltJ ~str.cted dlnce wtlh 
'1'01:1 source dDc~nU IJ'd used tnstruulons 

Jl Inten:edl.te mclline-ftwllie IIMI, 1I1ed In 1ft "pdlttd ~1StSl dhl)Ose of for (OlIYerston tea ~g:.rtlc: 'Ilpltc,ble 
dlt. I lIj)ut , cont.lnln9 output wi thin or dter Sutlll:!- atdl. or PtOCfSstll9 on elec- to tile bird 
OlItput frCD one run to • s:Qlfquent 1ir.! ~!: trlc accounting Nchtne coP)' 01" 

run thollt ~nlpu'ates. sons. fqlllp:ll!"t other fila 
cr nlves data throutlll thlt' clI'IUln doa=entlng 
'lstm~ lnc:lu4n chtclpolnt.. dtutl !fit. the sa=e 

ptOCUS, 



rUe 'lIlItiiOll
dnlgn,u~ COnJIs\lllg of lIhieh al'(! Thtll

InforllittOtl metll_reldable lledl. COIlut~ • cu=1.Ulfe IIldU t.o sct_ dispose of
retrieval In\1 d.ta Cre.tld b)' the qr!il" tltle .nd tccllntcil publll:1- after third

:m:,:lttr ::rI:ft~~~a;~II;'::':oV'U\ ;:=~,,:~,,:::~~~:;,lroS =~~I
ere.te a lltlI DIstel' file

USeGlllacne;;URl stll41 dispose of
or suNt1 Ifter I:l!stltr

clat. file
hn bHn
pnnen IIt
IsfictOl')'.

aldllne-re.d.ble ~dl. contiln- ulldnu of Iteros liquidated
In9 It(Q$ u$til vlth .n tnput froa Qlrnnt Itaws fl1n
NSter fne far c1'II11.10II of
.n outPl,lt r:l4ster file

U'1 0
I 0

N fT1
00
I -""

00 eN
o N

.;:.

N

=

~

,5

IS
!~
§

Iqll

hllfe ~n
c,...ted A"'d
Il"onll I.t
hfut01)'.

dispose of
.fter thIrd
update
cycle. 1

dIspose of
Ifter third
lIjld.te
C)'Cle.'

~It DOE
fol'l:l N) 331.
Records
Ilet~t1Oll

.nd Dhrosal
Autllo·tu
tlon.

1Ih1~

used In a4dltlOlllI '1141)'1 Is

""ltd tr.llSact Ion 'fter
eu::ulatlwe fltIIl r:l4lter fHe
Is prtp.rtd 'nd dottl'l:lllltd
to be succasful••nd thtre
is I'ICl IlfCtSSlty for sutls
tical .1I11)'sls

edit, «!'~::lun. reject. 11st..
_tcbed clIta ."~lllltll1!11
error••m re"In fl1es.

rnerlillt'tliln
des IgllItlon ConsistinG of

13

=
14 VIHd

I~
transaction

~... 15
~...

16

!
dispose of
IS pf'OYlded
for related
JIIster dAta
file.

s=11. DOE
rom ~ 33'.
RecOrdI
llottGtlOll
and Olsposil
Authorlza
UOIl.

Sutalt DO[
fora NJ 331.
RKOrds
Retentloll
and DlspoSiI
AYthllrlza
tlon.

rtllrodueed .nd dlsssltllted
n • plAlUe.Uon Dr used for
produtlll'J • prtnted puIll1e.-
tlOll of less htstort:••
prcserw.tlOIl 'I.lue thin the
aaClllllO-re.dlble mI. ustd
to prorIlItC! It

an - aud11. tran- of • file
lIll\ dtS90Slble unoe.. this
scMdllle

III 'ndtx to record !=Iterl.\
Mil u cornlpolldence.
lepl hurlngl, patents, and
tr.dS'll'ks. 'nd record cop)'
of publlcatlllllS

aadllPe-~b'lt lledla COlt
t,'"lllg SlllIT'Ce output dn.
otr'-tted fl'Olll the systt£!
(vltbWt cltstl'O)'llIi tile
louree file)

P1I1lllca"cnzo

18

19

11

~-~~------~-~----~----~~~-~-~-----~--~~~--~------~---------~------~~~--~--------------------

rlle-funcUon
4ntW'!tlOIl ColIsht tn"l;If Vl'Ileh ",.. T~n

~~"l'lll!I Nthlne-reldllllc lCItdla contl'n- Illlt req1llrcd fo1' CAlI s'te dispose of -rir. functlon
s,sttl:! !=Ister Ill!I dat. for Such -houseleep- .udlt tn aeeord- IfeSI9t11tl0ll CCMIUlng of Vhtdl Ire Th,n
file In9 SystellS· IS flsc,l a"OLIllt- danc:e with

.l1lty. SllllP1J Allll9f:C'tllt, Instruct 'ons 21 Prtnt alctll~-re'dalllen1dh con- used for proctuclng requIred slJ!)::Ilt DOr

.1Id paynll .11\1str.tloll "l'pllUble tllnlng swrce OLItput diU prIntouts of t.llIal.t tOM. fa", AD 331.
to IIIrd copy eat ....cted Ittn the slnca ledgers, tables re<,llsters. Records
or other (lolithout ~strollll'J th& .nd reports of In extl'Kllll)' Retenthtn
fUes dOCu- SClllIU file. SPtcl.1 tzed tIIture hiving and Disposal
~ntlng tile less hlstorlul preseN.tlen Authorlu-
SIQI! precess,

~
v.'ue thin the l:lIIdlt_ "on.tr.ansat1.IOIl. redlble mi. used In

or e.se. producing t!leo

requtred for liAlI site .IIcIlt dlspoSlt of - 5I 22 SIICl11'lty althtPe-re'dlble Iltdll that II;Idntd dispose ofIn aceo...

~
blCt.up Is Ident le.l \11 fo"",t to .fter thirddlncewlth Nster Ii Ie .nd ret.1 ned .s ll;ld.te =tIIrd cop)' security In elSe r:l4ster file c7Clr. I "'tJ:J=o

r«Ot'dS 1$ dl:Allged 01' In.dwertelltl)'

~
SlIc+

retention

~
rr&Sed lQ ri-

rrqllltG>ents Z3 • one-t il:lf study or lurvey dispose of ('DCIfOIl' records
IS pro'''d~ 0s..tlJact to fer relnd ~

~~6AO .lAIlt.
&'laster fila. .,

... ---CD
federal lOin aldllPe-rttaible -=eclta tont.tn- cu::ul.lIve ll.&tI of rumSs OI'I'O$c of ... ::s
.nd gr.nt III!I d.t. C!'tlted bl the ~rg- mde .nllible thr~gh 4fttr thIrd c-f
progra::l Ing of priOr IOIster file loIlth frdcraH)' SUl/POrted 10111 lI;ld&te
Qlstrrfl1e w,lt" tr.ns.ctlon dlt. to lind llrl!lt pru\1T~ C1C le.! .......

H:ft:,tlnrnc~:re!:~urll- <:
froa fo~' pherd In clSe noneu=ulat iv" pertodic sutnlt DUt t
files. flies of statUI of ftdl!r.1 foro N) 311 .....

loall 1I1lll gT.nt ""Wit)' llecOt'dS

" I ),1Jr l)
/1 I ; "07

File rllUilOll U'1 0 
dHlwu~ ~'$\IIlS of ""Ieh II'(! Thtll I C) 

N f'T'1 
11 InforllltiOtl Cllldll_rud.ble lledla conuI.,. a cu:ulatt'fe llIdu \0 "1_ dispose of File IlIlIaton 00 

retrieval lng data CreaUd b)' tbe qr!il" Utle and tccllnicil publll:l- after third deslSMUon Con,\sUn!l of IIhI-:flare Iqll I -"" 
f,)'StC!tl IIIlttl' '119 of prln IIIster fn. viUt UIIIII, and blbll •• lc IllS 

=!~I edit, «!'~::Iun. reject Itst. 00 eN refel"tllCe valid tr",,," I 011 data to other non-record aaterl.I hne ~n 0 N crelte I IItII DIstel' ftle ~cltcbed data ."~hllthl!ll c,...ttd A"'d 
error. a1'lll renin fl1es. Il"onll sat- .;=. 

18 III 'ndlx to record -=atert.l sull:llt DOE !sfutOJ")'. 
Mil u cornspo1ldence. Fom ~ 331. 

IIsea III • one-fiR! sluili 
N 

ltpl hlllrlll9l, patents, and Reconll 13 
diSPOSe! of 

V.d8'lrks •• nd record cop)' 1l0ttGUOII or ",N11 .fter llaster 
of publlc.atlOM and Olsposil "U 

dlt. file 
Authorin- g hn bHn 
tlOII. pnnen IIt-

= 'sflcto".. ! 
19 .n -audit trall- of • file dispose of 

nlI\ disposable unOe1' this U pf'OYided 14 V.ltd aaChlne-reidable ~dll ecnUln- IIpdnu of Iter>$ lIqllld.Ud dlsPOSII of = scMd1lle for related a tr,nsactlon 'rl9 tt(QS IlseG vlth In llIput froa Qlrnn' status fnn .fter third 
JIIster dAt. NSter fne far c.-e.l.I on of updlte 

! ftlc. E ,n outPl,It I:luter file cycle. I 
~ ... 15 y, lid transact Ion 'fter dhpase! of 

ZO P1IbIlc.aUcn I:IIdllpe-~b'lt mi. ~O!t- I'tllrodueed and dlssslnited sutalt DO[ 
~ oculattwe fllIIl Cluter file after third § ... IS prtp.red ,nd detcrelntCl lIj!date ~ l.'ntftg $lIlIT'Ce output daU n a plAlllc.tlon or used for fora NJ 331. to be successful. all4 thtre C)'Cle.1 

otr.a:ted fl'Cllll the s),ster:! prodwtlllCJ , printed puIIU,,- RKOnts ... 
(vllbWt cltstroylnv tile tlOll of less hlstorl:.1 ReUntlon Is no IIfCGlSlt)' far slIth- II'! 

source file, preser ..... UOJl value thin the and DlspOS.1 Uell all.'),sls 

aadllllO-readible mi. ustd ""thor I". 
to prorIlItC! It tlon. 16 1I$cd In additional .n.aI),Sh ~lt DOE 

fore N) 331. 
RfCorCiS 
Retention 
.nd DhroSil 
Autho·tu-
tlOft. 

~-~~------~-~----~----~~~-~-~-----~--~~~--~------~---------~------~~~--~--------------------

file fUrlCtiOll 
4n19"!ttOJl Consist tnfl;lf ,",Ieh .. " T~n 

~~"l'tll'J Ntll1ne-re.ulllc 1Citd1. contain- M\ req1Ilrcd for CAlI slu dllpose of -rir. funttlon 
S1sttQ -=aster 1119 dna for SUCh -houselecp- audit In accord- IfeSI9111tlan Call1lning of !Ihlen Ire Th," 
ftle In9 slste=S· as fbc,l '''Cllftt- d.lnc:e with 

.11111. slll1P1, AlNp!Cltllt, I nst rutt Ions Zl Print aaChint-readallle nldla con- used for proctuelng required slJ!)::Ill DOr 
alld pl)'1'Ol1 .Inlstratloll appllc4ble tllnlng swrce CIItput diU Il"lntouU of t&IIIaI.at'IIM. forn AD 331. 

to II.Ird COP1 e&tr.cted Ittn the synca ledgers, tables l'C<,Iisters, RfCOrd~ 
Of' other , .. Ithout ~1trolll19 tM .nd reports of .n eatl'Klll'), RetenUall 
flies docu- source .Ile. SPGcl.,lzed IIItllre hlYlng and I)lspolil 
~ntlll9 the less hlstorlu' PJ'tsorva\lell Authortu-
SiAl! process, 

~ 
value th.n the cachl_ tlon. 

tr.ansact to:!. relid.ble mla used In 
or Clse. prodl,lc:lng thco 

r'equl1'ed for !iAII sne ludIC, dlsposlt of - 5 22 SeCllrltl aathlpe-re.d.ble lit"" thn lI;Idattd dispose of In .ecor-

~ 
bact.up is ldellt leal In fO""'t to .ftC!r third 

~nce wlttl = bard cap)' I:luter file and retal lied IS LI;)d.te "'tJ:X=-sfCurlty In cue ustC!r file C:1I:lr. recOt'llS Is da:;aaged or In.dyertelltl)' 

~ 
SlI c+ 

relelltlon 

~ 
rrned c.c ri-l'Iqull'G>lnU Zl " one-t I fOe stud)' or luryC!1 dispose of CD III fOIl' records 

s..bJac:t to 1$ pro'''d~ 
~ 

0 
6AO .lAIt\. fer related 

~~ &luter IlIa. ., 
... ---CD 

Feder, I lOin aaChlnr-retaC'r -=edl. cont.ln- cu::u"U .. r d.&t.a of fumSs CISi'DSC of ... ::s 
and gr.nt I rI9 data cre.ttd by tile ~rg- mde ann.ble thr~gh 4ftcr third c-f 
progra::a I rI9 of priOr IOIster file .. tth federall), SUjlpOrttd 1000n u;odIh 
AlstrrfOe y,ltd tranuctlon ~t. to ,,114 lIrlJlt prugTlIIolS c,cle.! t--I 

H:ft:.t. Tnc~:r C!:~l!"I- <: 
fnll'l fo~' phetd In cne noneu=ulnlvO! perIodic suln" DUt t 
flln) fUes of statlll of red.!,., foro N) Jl1 ..... 

hun lInd gt"nt .cUYlt)' KetOt'llS 
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Attachment IV-l
Page 243

Unt II no lo~r needeod
foro 4dCllnhtr.the "'St.

Dis-pos" of In accor'd.nt
wtth the approwed
dhpostt letn Instruct lor
4Pt)t tUblt to the
RCOrdS of tdttch they
dre olI P'rl.

DOE REtlhlDs SCKEOULE 21

0" colo,. ar'glnal plus separ.,te
opUc;al soundt,..clt, .n Interrodf.lte
CoJster pOstttyV Or 4l.lpllcatv
ntgltht plus OPt leal s.oundtrack.
'M a sound project ton pr' nt.

(1) r tle:s pro&.ced by or for 00£ th.t
.re tnUnde~ for InterTIal staff
u,e..·the ortgl nal negat he Gr
color plus sound and a project to"
prtnt.

(J) FUllS .cqulred by DOE--two
project ton prlnu.

(4) UnNtted wttak.s Ulel trll1':$, the
discards of ftln productions • .tIlc;!'!
hawe Cleen 'PDroprUtcly arranged.
hbt'lC!d••~ descrlbed·... th.
orlgh,•• neg.th~ or color ortglNI
and a work p,.int.

(5) rtl~ res"lttn9 fna a ..lsu.1 or
el~tront" tr.nsfer of yldeo
rec;ordlngs.

b. A,.e Included '$ part of a prOject ftle.
"se file. ,.e-pOrt, or a sleilar type of
recG,.d.

c;. Are not peraantnt r'tCcrds as descrlbed
IInder Itea 24 of lhh scftt4vh.

d. Arc fdul ty or technically poo,.
photogr.phy.

J. SlJUl<D RECORDINGS FILES. Sound reco-.lln'l'
on Upes or crl'" tMt:

ITEK
~ DISCAIPTION OF R£CORDS

P'mlne-nt. Offer to
Natlon41 Archtwes
""en no lot'l~,. needed
far 4!:Sntnhtr.the ust.
or ""ttl 10 )'&lrS old,
lirIItchever " later.

R[lENIIDN PERIOD

I. STILL PICn.'PE FIlES. Sttll .,..t09r.phs.
siia. NU, fihatrtps. posters. ortginal
art""rl. 'M other p'ctor.,1 recGrds that:

•• P- ide dr:lQ,cenuUon of DOE's
C,.S t"ttcn. functtons, polictes,
procedure" .nd .ssentl.1 tranu(t Ions;
er conutn InfGraatton thft is unlq'lt
I n SUbstance. orr.~I'lt, or RiMer of
Pfl1etltatton, and un,ntlable tn 4nothQr
fOrcli er ctoeu:Jtnt e",nU or phtna::eN
""ch .... "gnUlcant; or utllllt •
stgnittcol'tt new tKhnolog)' .nd repres,nt.n 4dvance In th. state of the • rot •

(I) St 111 photOgl'.pIl••

(.) Bhck.nd white photoir.p~·
ttte crl']I'•• • ncr ... the .nd a
captl~tted prlo••••

DOE RECORDS SCHEDULE 21

AUl)!OYISlJ,\L RE=S

This lettOli.lle covers 4udfavhu.l and rolated records th.t have bien ("'led b1
or fer DOE and those acqut~d by DO£ In t~ coune of r.,st~ss. Audlo-,hllal
records creattd ~rfQr to 1..1·46 Qlst be offered to the ft,atfon.l Af'C:hhrs
befcre 4pplytng dhposlttDtl instruct'on, set forth In thts ~.chtt~le.

Audtov'lu.. l rwcord-s Include st1l1 plety,"_ ootlon ptclyres. sound "KONings,
video recordtn9l. and relttrd ~ntattQ.n used fer. or nece,uf')' to, the
:~:n~~i~f~~a~~:~e'~c::~=~e'fa1.Dr ~4rtng on the origin, acquhtttcn. ust'.
AudlowhUll records t"Jt Q!1 hue continuing l~al. adl:ltntstrathe. and reuarch
",ll,le '1"0 of two kindS: (1) those creat~. acqutred, used, or dhtrlbuted by
DOE f.r Inf._tl..... purposes••nd (2) lhose "norded In conJunctlo. with the
transactton of DeE: bustnus cr resulting fn;l] DO( progr4:' respo,r,tbftltlf'S. As
SUCh, the, -=cnstttute htden;e of the CFg4ntlIt1on, functions, poltc;y d~yelop ...
Ql'nt, deetstOM. p:roct'dwrcs, operlttons, or other btthlttes of DOE. Addtttonal
ascrlpthe tnfomaltlGn appttc;able to the dlspostttGn Instructio", fa,. selectf'IJ
Itegs 'I"Q tncluded tn eaplanAtor, netes at the end qf this scht4.tle.

ITEH
~ DEsCRIPTION OF RECORDS

DUE REtDADS SCHEDULE 21 ODE REtDaDS SCK£lJULE 21

ITEM ITEH
!2:... DESCIlIPTlDlI OF RECOllDS RETUTION PERlllll ~ DESCRIPTION OF RECORDS

(bl Color pIlotogl'.p!l1--the .. Prooflde dOCu:lenUtton of OO£·s
ortgtNl coler trans~,..ncy or94n1.z,tlon, functions, pOlici"",
or (01Gr ne9'the, a captioned atrocedures. and Inent ..1 tranuctlons,
prtnt, and 4In Interneg.tive If or contatn tnfCrDlttcn th.t is vntque
one h 41yuhble. tn sl.Obsu~e. '''''4n~''t or Qlnne" of

(21 Ctth..r stU I pictort,l reco,.ds...-the
presentat Ion and unau11.ble In another
fora; 0" dacuo:I!nt actual ....ents or

ortljJ'nal Gnd a reference print of g.he'ntl:lrna -.tilth .re slsnlftCinti or
each. utilize- a slsn".unt new tec.hnolo91

b. Are 1nclvdecl as part of a projltc;t ttle, OUpOse of tn 4C;~Ord.ncl!

and represent ~n advance In the state
of the .,.t.

cue ftlll, report. or a ,tClnar type .tth the 4ppr~..d
of record. dt,pasttton tnUNcttons (I) Con-unt 10"'11 IIlolIss-produeed

applicable to ttle l:IJltlple- eOP1 dtse recordings--
recordS of """ Ich t_he)' the Qjster t.pe. Qttrb or
.,.. ~ P4rt. su:cper, aftliS one disc p,.."lng.

c. Are not pe~nent rec~rds IS ducril:ted Untll no lonc;e" need" (21 Malinot t c audt a tape r~o"dt nis
under It... h of thts schedule. for odl:'ltnt strat tya usa. (r,el ... ta-re!!I, caueUe, or

d. Are faulty or tedtnlcall, poo:r Dest..., t<»edhUI,.
C41rtrldgeJ- ..tfte orlVlnal t4Pt ctr
the earl test ~neratton of each

pIloIOV·/lII1· rocordt R9 and 4 -dutbl nf(' I f one
utsll.

2. IQTIDlI PltTlJRES FILES. Hotion picture
fttl:lS, Inchidlfti ttetatlyes, QlIsttrs, And b. Me Included as p4rt of a pl"Oject
prInts of productions .nd unedIted outukes ftle, usa ftle. report. or a stGltla,.
.nd trlClS th.t: type of record... Proylde ¢O:C:u:»nttUcn of Dell·' Plrwntnt. o-;f.r to

Driln1utlDn, hnc\tons. poltctfl. "'tion.1 ArehhOi .men
prOCedures, .nd euentfal \ranuetlons; nC' loniG'r needld for c. Are not Plt~nent records u described
or contltn InfOr"Clltion that 11 unique "=Inhtr.the use, cr under It~ 3. of thts 'c"KYle.
1n ~st.nce, .rr.~nt, or aaMtr .ncn 5 yurs old,
of preHnUUon',nd "nn.llAble In .n1chenr ts later. d. Arc faulty or technically pOc,.
•nother fo~j, or doc~nt actual nents "cordlnVI.

:~t~:;a:'~~:~~,:;a~~::~~~or .. VIDEO RECORDINGS FILES. VieiRO recor'dlniS
And l"tP"'t'Mnt'l:n .dyance In the st.u that:
of the ,rt. .. Pro.lcte doc~ntn.tQft of DO["'
(I) OQ£..spoftlOrt'd files Intcnct.e4 for Cl"9lnlzatiOft, fund ton" polletes.

crtstrfbo.tt~-thearl91nal nf'94tiYe prOCe(JUrlll. and ess.ntial transac;tlcns;

RETENTlo.~ PERIOD

Pem.snent. offer to
Hattondl Archlwlll .ttwn
no 10RCJer nee4ed for
c4c:tnlStrathe use. or
lIlben !I years olet,
.tItchner is later.

Dtspose of in 'Cc;ordance
wtth dlsposltton
.nst~ttcns .pplltc1.
to the record, of ....1'...
they are a P.rt •

Unttl no longe' n:eede4
for adclniStr.t he uu •

Dispose of ttAt4tately•

Pc!I"Q!Mnt. Offer to
Kat tonal Arch1Yol .taen
no longar needecI for

,

l
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DOE R[C(IRDS SCH[DULE 21 

AWlloYlSU.II. RE=S 

This sctto.t.lle covers 4udfovtsu.l and rolated records th.t haYe bien '"'led b,. 
or fer DOE and those acqut~d by DO£ In t~ coune of r.,st~ss. Audlo-,hllal 
records creattd ~rfQr to 1 .. 1·46 Qlst be offered to the ft,atfon.l Af'C:hhrs 
befcre 4pplytng dhposlttDtl Instruct'on, set forth In thts ~.chtt~le. 

Audtov'Iu .. l rwcord-s Include st1l1 ptchmH. ootlon pt(lyreS, sound "KONings. 
video recordtn9l. and relttrd ~ntattcn used fer, or nece,uf')' to, the 
:~:n!~i~f!~a~~:~e'~c::~=!e'fal. Dr ~4rtng on the origin, acquhtttcn. ust'. 
AudtowhUll records t"Jt Q!1 hue continuing l~al. adl:Itnhtrathe. and reuarch 
.. l!,le are of two kindS: (1) those creat~. acquired, used, or dhtrlbuted by 
DO[ f.r Inf._tl .... l purpos •••• nd (2) lho •• "nor4led In COnJunctlo. with the 
transactton of OCE: bustness cr ... sultln9 fn:D DO( progr~ respo,r'ibftttIH. As 
such, U., '!CftsUtute h1den;e of the Cl'"g4ntlltton. funct10ns. poltc;y d~yelop ... 
cent. deetstOM. p:roctodu:rcs, operlttons, or other «thtttes of DOE. Addtttonal 
ascrtpthe infomalttGn apptfc;able to the dtspostttGn tnstructio", fa,. selectf'IJ 
ttegs 'I"Q tncluded tn eaplanAtot')' netes at the end qf this scht4.tle. 

ITEK 
~ D[sCRIPTlON or RECORDS R(I[NIIO~ P£RIOD 

I. STILL PICn.'P[ FIlES. Stili .,..togr.phs. 
siia. HU. Ithatrfps. posters, ortgln4l1 
artN\rl, .M other p'ctor.,l recGrds that: 

•• P-,..,,,ide dr:lQ.cenuUon of OO[fS 
crS ..... t"ttcn. functions, policies. 
procedures. and .ssentl.1 transact Ions. 
or (OQutn InfGr'CWItton thlt is unlq", 
In SUb,tlnu, orr.~I'lt. or RiM'r of 
P'l1et1Utton. and un.Vltlable In 4nothQr 
fOn::li Gr ctoeu:;:Jtnt e",nU or phtnQ::eN 
"'Ich .... slgnUlcant. or utllilt • 
'Igntflcal'tt new tKhnotog)' and represtnt 
.n 4dvance t n ttt. state of the .rt. 
(1) St 111 phot09".pI\,. 

(a) 8lack.nd whit. photoiraplll'-
the crl']I, •• • ncr.",the .nd • 
capt1~tted prlo .••• 

DU[ RECORDS SCK[OUlE 1I 

Pemlnent. Offer to 
Natlon41 Archtwes 
""en no 10t'l~,. needed 
far 4!:Snlnhtr.the use-. 
or ""ttl 10 .)'&ars o.d, 
..... Ich.ver " later. 

DESOIIPTIDII or RECOIlDS R£TUTION PERIllO 

(b' Color plIoto9".ph1--tllo 
orlgtN) colGr trans~,.ncy 
or colGr ne9ithe, a captioned 
print, and 4In Interneg.the tf 
one h 4y""ble. 

Il, (tthe-r stU I plctorlol records ... -the 
arlljJtnal lind. reference print of 
each. 

b. Are tnclfoUled as part of a projltc;t ,.Ie, DfSpose of In aC;~Qrd.ncl! 
cue filII. report. or a slClUar type •• th the 4ppra.nd 
of recerd. dllpo,ttton InstNCltons 

4ppltCOble to ttle 
recordS of tr.'h Ich t_he)' 
.re a P4rt. 

c. Are not pe~nent reca.rds 4iS descrUted Until no lonc;er needed 
undor It ..... of this scbedul •• for admlnt strat twa uso. 

d. Are faulty or tedtntnlll poo:r Dostr'01 l<»odhUI,. 
phoIOV·I>I\1· 

NlTIDII PICTURES FILES. Hotlon plctu" '''!:IS, Inch,dlftg tte9lt1wes, QI'ttrs, ,nd 
print' of productions .nd u.edlted outukes 
and trl ... that: .. Proylde ¢O:C:U:ltntatlcn of Dell's Pef'QIntnt. o-;f.r to 

crilnlutton. hncttOM. poUCI .. , ...,.Uon') Arehh05 .men 
prOCedures • .,td .uenthl tranS&UIons; 8(' tonpr need" for 
or contltn Infor"Clltion thlt Is unique "=tnhtrathe use. or 
In ~$t.nc ••• rr.~nt. or NMtr .ncn 5 yurs old, 
of presenUlton',nd "n.IY.lhble 1n .ntche-.., fs 'ater. 
• nother fo~j, or doc~nt actual nents 

:~ Ir.:;a:'~~:~~,:;a n!!~!!~~~ or 
and l"tP"'t'Mnt'l:n advance In the st.te 
of the art. 

(I) DOl·sponsortd files 1ntcnct.e4 for 
dhtrfbo.t.or.--the orlg'nal nf'g4tiYe 

, 
I 
I 

IT[" 
~ 

.. 
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IT[M 
~ D[SCRIPTIO' OF R(CORDS 

or COlo,. o.rjgtnal plus separate 
opUc;al scunClt,.aclt, .n tnterrod"te 
CoJster posttlyv Or 4I.Ipitcatv 
ntgitht plus OPt Ical s.oundtrack. 
.n-'! a sound project ton p,.' nt. 

(1) r tle:s pro&'Ced by or for 00£ th.t 
4ire inUnde~ for interTIal staff 
use .. -the origl nal negat he ar
eolar plus sound and a project to" 
print. 

(l) FUllS .cqulred by DOE--two 
project ton prlnu. 

(4) UnNtted wttak.es Ulel trtll':$, the 
discards of ftln product fans • .tItc;h 
hawe Cleen 'PDroprtatcly arranged, 
hbeted. and descrlbed· ... th. 
orlg",.1 neg.th~ or color odglNI 
and., work. print. 

(5) rt1~ res"lttn9 fna a .. t,uat or 
el~tront" tr.nster of yldeo 
record I ngs. 

b. A,.e Included '$ part of a prOject fitI'. 
use file. re-port. or a sleilar type of 
recGrd. 

c;. Are not peraantnt r"tCords as described 
IInder Itee 24 of thh sc;ftt4vh. 

d. Are fdul ty or technically poor 
photogr.phy. 

D11poS" of In accONant 
with the approved 
dispestt fetn Instruc;t lor 
4Pt)t 'ubtl! to the 
Rcorets of .tateh they 
dre 41 P'rl. 

Unt II no lo~r needeod 
for 4dcl1nhtr.the foIS!!. 

). SOUl<!) R[CORDINGS rILES. Sound recor.lln'l' 
on Upes or ell Its tMt: 

OO[ R[tIlaOS 5C"(OULE 21 

OESCRIPIIOH or REtORDS .. Pro_fde dOC;&Q!nUtton of OO£'s 
or94nllotton, functions. policl"", 
atroceduras. and eUent -'1 tranucttons. 
or contain tnferD4lttcn th.t is "ntque 
In slA)sUnce, orr4n~"t or Qlnner of 
presentU Ion and unautl able I n another 
fora; or dacuo:I!nt actual !hents or 
g.heono:::.rna -.tilth ire sisnlftunti or 
uti'ize- 0 s'snlt.unt new tec.hnolo91 
and represent an advance fn the stlte 
of the .rt. 

(I) Connnt 1 ana 1 filius-produced 
r.a.ltlpte- COP1 dfsc recordfngs-· 
the Qjster t.pe, Qttrb or 
su:cper. aftliS one disc preSSing. 

(2) Maiinat I c audt a tape r~Qrdl nis 
(r,el ... ta-re!!l. caueUe. or 
Clrtrtdge) ..... tfte or'V'nal t4Pt ctr 
the carl test ~neratton of each 
rocordt R9 and a -dutbt nf(' I f one 
exlsU. 

b. Me .ncluded as port of a project 
fOe. C4iSO ftle. report. or a stGltlar 
type of record. 

c. Are not per=lnent records 4IS descrlbtd 
under 1t~ 3. of tbts sC"Kyle. 

d. Arc faulty or technically poer 
"cordlnVI. 

VIO[O R[CIlaOIIlGS FlL[S. VieiRO recordlniS 
that: .. Pro.lcte dO(~nt4ltlOft of DO[", 

ertAntullan. f"net tons, poltctes, 
proce(Juns. and esstnttal transutlens; 

R[I[NTlo.~ P[RIOD 

Pem.snent. offer to 
Hattondl ArchtvllS .tt"n 
no tORCJer nee4ed for 
c4c:'ntltrathe use, or 
lilben !I years old, 
.tItchner is later. 

OilpGse of in 4I(c;erdance 
with dhPDs It ton 
.nst~ttons .ppllcc1. 
to the record, of ..... c ... 
they are a P.rt • 

Unttl no longer neede4 
for adclailtr.t he un • 

Dispose of ttAt4lately • 

Pc!I"Q!Mnt. Offer to 
KAt lonal Arch1Yol .taen 
no longar needed for 

, 

l 
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DOE R£COROS SCHEOULE II

1lE"
~ DESCllIPTlO~ Of RECORDS

or centain tnfGn::Iatton ttln is unique-
in Sl.Ibsunu. 'rT4~l'tt. or r\Sflnf"r
of prnent.tton and ",".a.ailable in
.nother fomi or <1ocul:lE!nt .:ttIU.' evenU
or pt,eno..""W:1\I .",tch are signtftCllnt;. or
utntze " i19ntftc4nt r'Iew technology
And ~preunt an ~...ftCe in ttl. SUU
of the art. InchcdC'd In! the «'91ft••
or Nrlte1.t 9"nerattcn of the recerding.

b. It'e' tndudt4 as I)an of 4 project ttle.
c4ISe 'tie. report. or a stat 14,. type
of f'tCof'd.

c. Hue been tr,nsferred by whu4l o-r
el«tr'Cntc procen,\ to r:l)Uon
picture fllel.

d. .rl! not peon:'1lllftt'nt records 4S described
~n4er itee '" of thh sc~tt.

A1"e hulty or te~hn1c,lly poor
re-cordlng1.

s. AUDIOviSUAl. OOCUl<l:OTATI~ FILES. Flll4'n9
.Ids .snd dOCvt:ltnUllGn f116 "ht tng to
• u:dlovtual t"ecords. tncl~dtng:

a. ~~i1:;r~~d',~~~I;;~~t C~I::~I o:t~e
cards. d,to sheets, shot Hsts.
conttnull;H. review sheell. indexes.
etptton lhts. (jUIogs. or ot ...,er
dOCl,lC'llentat Ion in , ttatu.l. Gltcrofom.
or Nct'tine-readable foro that h
nteesuF)' or helpful for the proper
tdf'rrt tft:,Uon. retri ..", ••nd \1st
of the .sulJt o,i su.) record, de'scrlbed
In ERS 21. Iterns 1. 2. 3 and 4..

DOE RECoaOS SCl<EllUlE 21

RfHOTlO~ PERIOO

alt:ltntstrathe use. or
"'en ~ yean old.
.... Ichenr ts later.

Dispose of In It;Col"'Cl4nce
wi th the approwe-<!
dtsposttlon Instruct tons
appltcable to the
~cords of .... Ich Ulty
4re a part.

Dispose of ..fter
nrt f,t ng the adequ4lcy
of t~. mOl C01'1.

Untt 1 no longer needed
for adalntstr4the ule.

Dhpose of tllft<ltately.

01 spose at In ~ccrd4nte

with Inltrvctlons
covortn9 the relalelJ
f1Udlovi$uo) records.

proclt4;,rn. prOWla::Iittlc rf'spon'llbllttfn. aM dtyelcp:lltnu. This Itea Incl~s

l:lOtton filetS Nde for dhtrtbutlon and Intended to Infom. uach. or eflttrtlfn.
and fthas Nde <!Ind utt1tzed In the cours" of OOt buslne" fo," Internal staff use
and Mt neee"ort17 available to the public.. This itee 0110 Include's tel~vhlon

IdYertlsecl!ftU and IMOItnceaenU. CQ:l:lCft1, referred to 41 -Tv spots,- -"Ieh
dMcrtbe. elphtn. or p:n:x::ote 00( Protr'4DS and acthltlts. FreqlAntl, tMie
anncurlCt'Otntl are produced 'n varfant fof'RS which describe the UD! protna or
act hit)' 1M. broadl, speaking. furnhh the SlAt butt InfOraltlon but In I
S)'gIlt17 diff.rent IN'angtatnt, CI:t" tM, are of Ivch I ~ral nehte' tNt tJJefr
tnfo~ttonll ..nd evidential Yllue 's IncOMequntfal. hl't'J'TV spot produted
by or fer DO[ II not , pemaMnt record. A representattn s.a=pltn9 of TV S4)Gts
should be l.ntffl~ II per=aMnt record, and offered to the "'tlon.' Archives.
Deteralnotlcns tS to .t\lu TV spots pas"U sufficient walue to .,rrant selec·
tion as perwnent records should be bIIsed upcn the slv-tftcaftCe of ~etr cont,nt
and the qUlltt.r of tts pre-senUticm. Thlne spots not s.)ected .IS perNnent
I'«ords a~ d'sposabl. In Iccordance .Ith the dhpos.tlon tnstNctie-ns for
Uea 2c.

~

Included ar& aotlon picture p:rodvcttot'ls as .en IS unedited foou~ (outtake'S
~ trias) tht haye lIatted ac.nht....the UN Gt' Int.ntll such n aot'cm
ptcture ftll:tS litlose subJtct aatttr 11 transttory In NtUnt or 11 of pure)y
local Intereu. Such l:lOtton ptcture ftll:lS r;,IVht deptct athletic events.
soctol gith.,-Ings. or other acthltle, Mt dl,.ctly "lat~ to cor operltlons
or rl"lponstbU'tles. Inch:ded 11$0 Is aotton picture foouge of low-len')
a.mtnhtrathl staff functiens and c."~nhl ,cthltle'S showing hard pre1en
tattons and cOCI:leftclations. This Itea aho Includes CW)ttcl.n picture, that present
SUMlIrd. wll·known. wtd&ly lvallable technical Instructton (l.r Qlnagtrtal
trlln'ng PtOV'QS .... tc" were ICqul~ fro:l Gcvem:::l!f't jge>netes hiving estlb·
lhfttd Go'Iernlilfftt-.tde tralntng function, and ,..,ponslttt1ttte-s tu<h AS the
Office of Per10nnel ttin-l9f'C1ent or the amtd 1P,rwice,..

~

Included are c(r.lpleted audio prodllCttons .tIlch are dlstrtbuted an discs and
intended to Infom. tllCh. or entertain. Aho tncludtd o1Ir& -radio spot ~sters
of r,dlo anP\Ol,lr.(tae'nU tlhlch .scrlbe .nd tap).tn slgnlflClnt 00£ progr4ttl 4nd
aethlttes. rrequerttly thne .nnoun(ee.ftts Ire p~ed In variant fcr"els tdttd\
de1crlbe the 14::1e prova:l or acthit,. and broldly spelklng fumhh the S&:We
basic InfOtt:l4tiO-n but In a s"!;htly dlffertnt arrangtn!nt. 'n 'uch cue-s enly G

OOf RECoaOS S(HIOl!lE 11

.!m1.!
Inclu4eod .rt edited mtton plcturf productions a, ...,. "I unedtted fooU4f
(outu..., And trias) thflt l»plct ,t9"tflunt DOt ,ct1v;t1n. personalttin.

~

Ind\ldt'd .re photogrGphs of S'gr'ltflcant DOf acthlttes. ~rlon.alttt".

procedure1. 1)I'OfJf4~ttc rMpoRSlbt1tttes 4nd dtvetOPJlfnu -"idl ..re nade
atal laMe to the public ..nd thou whtch are Q4de 4nd uttl tied In the count
of OOE bust ness but ""tCh 're Intfnded for Intern.. ' staff uSe and not tlOrNUy
...aihbh~ to the pUbltc.

It... I.P!
Inchll~f'd '1'(1 l"Kords ttlot eaph1n. ir.struct. l1dverthe. or tllustrote [lOr
progr40'1 and f\lrct tOfts. l rt~re\.nt4t ht S4-t)1tng of these recGrdl sh:)Utd be
lde-nttfl.cl as Pt'mlIMtlt ""cerds I:nd off.,..d to ttl. ,...tioft,' Archhes.
Oetf'fQ1n.ations as to the tterns to be sehcted as pem..lMnt rtcords should bl-'
based upOn the st'JntflCAtlce of thetr ca.nttnt And ttle untqutness 4nd quality of
tts prnentatton. OtsPG1ttion of GUdio ",cordt"gS t"'t rtlott to ftlastrlp,
or sllcte sets ll';ou'd ~ in accord .Uh InUnoctlon, qowernl,., the- f1Ssociatf'd
ft1astrlp or slid' set ..

JttQ Ic

tncl\1dtd are sttll photo9r4phs that han lIl:'ltted -IC:o:l1ntstrdtive USf cr ;l'it.rI'st
such as f>t\otowaphs .ho" subJc:ct c:'I4tUr Is transtto,"y In nature or Is of purely
locl11 Int.rest. Svc:h photog;raJl-hs 1:l19lt de-plct athletic evt'nh. ,oct .. l
g,tthf'r'"9s. Or oth.r 41Cthi· tn not dlrHtly ~t.ted to 00£ aperAttons ur
responstbt1lti.s. lnclu~ aha .re pt'lotoeyapM of low-l••~l .sd:t1ntstratht
staff fUl'lctfo"s 4nd cereQ)nhl acttwlties ll\Cw1n'il awani pr.sentat1ons and
cCAlltftdat Ions ..

IU"
~ DISC.I.TlO~ or RECOlIDS

b.. P~ctlQft ftt!'s or stelt1ar ftl,s
""{cn tnciudi productton cont"Ctl.
scripts. transcrtpts. Dnd other
dOevNtlUt 10ft ~'rll'l9 Otl the
crtg'"••cc;uhltton. rel ...st. 'nd
ownership of th~ production.

hph"'4ltc.ry ~otes

RlllOTIoN PIRIOO

Ohpose of in ..cCord,ne.
with tnit nlct tOtlS
covering the related
a\leliowisual l"Kords.

butc tnfemaltlon but in a slt9Mly dfffe-""t .rran~nt.. In such cnn only a
sD:Pltng of reprue-nUthfi! radio SpGts ~rUlnlng to a spectflc 00£ actlYtt)' or
prtlgr.C1 ftH-d be constdrred perQ4nent records. Thh 'teo .. ho Includes sound
l"Kordln9' of st9'tffclnt ,peedin. conft'"f\C:I'S. c~ittee r:eetfn9S. 1m2 Gtl'lt'r
recordings -.hlch N1 be ~dt In the cou"e of buslnen but _ich Ire tntended
for tntllrnal sUff use and not nDn:I5lly QScle available to the publtc. Those not
selectf'd IS perNnent records should be disposed of In accordance- .tth the
dtsposltton Instructions for Uea k.

ll!2..l£
Incluted .,.. 'OUI'Id rt'cordlngs .t.lch hawe Hatted ad:olnhtratht uu or Ifttere'St
such u recordtnp ""tch ~re pt"OC!lJCed for .nd uttHzed 1ft soae eth,r audio
visual production such as 4 mUon picture or a ,lIele stto.. Sound recordln9'
wt'Iose 'ubJect Ntt~r h trlnsttor, or of a local Interest Mturl' ,,~ ,lso
tnchlded.

.!!!!U!
Inc)~dfd Ire wldeO recordtngs .tIICh are dtstrl~t.d otld Intfnded to tnfo1"t!J.
telch. or entertatn IS -ell IS wtct.o reeordtngs of stgnUtcant FOV4~ttC
ew,nts. procedures. conf,rences. ~ttn9'. opentlans. 1M tec-hnlqultS.
and oth,r recardtn'ljls Nde In tl\(l, course of bustneu but .tatch are tntendeet for
tnurnll staff ute and not nomal1y .val1ab'e to the public. This tte= aho
Inel.,.., televiston adverttstatftts and aMCl:ftCet'lrnts. c(lll:l"l)tl17 referred to .s
-ty spots.- whiCh df'scrlbe. uphtn. or pro:l)te DOE Pr"OVl:ctS And octhtU".
frec;uently thltS' annQUncttJents .re produced in """tant fems ""Ich ducrlbe the"a! pfOlJr,g or activit,. and hrotd17 speaking furnish the sa~ boslc InfOf'QIttcn

~f~"I:f:~~~1i:~":~~~~:r:i~,./~~st~::a:~::n:~~~..9f~~ ~t~tthat
produced by or fer OO-E ,ttould not be con,tdertd I pemaftf'ftt record. A l"e9rt'un
tathe Ia~ltng o( TV 'pOll should be tdt'nttfled &I pe~ntnt records and
offered to the Noltonal Archh". Detemlnattons IS to .... Ich n sPOts POSSHS
sufficient walue to ...rr..nt seleettCltl as perNMnt recCrds should be based upon
the f,lgntflcaftce of their eentent .nd qu..ltty of th.e'r p~sent4tIGn. ThO'sll
spots not selected as pemanent records by DOE are disposable in 5ccorctanct '11th
the disposition Instrwctlons for Itea 44. DO[ originated "Icleo ",cGrelln9'S ,tid
rtCordints acqulr"e'd by 00£ fro:a non-Go.ern::'ftlt lOUr'Cti that cenUln unlqve
dOCl.CCJltntatfon 0' or far DOE prowaas and stao. their relatlon",htp to aM tq)4ltt
on Ute publtc or present. historical occount of SOl:le aspect of 00[',
clevllcpz:lInt •

r 
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01)[ RECORDS SCHEDULE 21 

lIE" 
~ DESCR IPT10~ Of RECORDS 

or centain tnfGn::Iatton ttln is unique-
in SlA)sUnce. 'rT4~l'tt. or r\!nnr-r 
of prnent.tton and ",".a.ailable in 
.nother fomi or <1ocul:IE!nt .:tttu.' evenU 
or pt,eno..""W:1tI ""'ch are "gntftellnt;. or 
uttltze " "9niftc4nt r'Iew technology 
And ~preunt an ~ ... ftCe In ttl, ,Ute 
of the art. Inchcded In! the «'91ft •• 
or Nrlie1.t generatton of the recerding. 

b. It'e' 'ndudt4 as I)'rot of 4 project ttle, 
c4ISe 'tie. report. or a stat 14,. type 
of f'tCof'd. 

c. HIVe been V.nsferr~d by whu41 o.r 
el«trcnlc process" to. r:l)tion 
picture 11 lei. 

d. .rl! not peon:'l4lnt'nt records 41 descrtbed 
~n4er itec '" of thh lCt\e4ule. 

Are hulty or te~hn'Cllly poor 
re-cordln9l. 

s. AUIlIOVISUAI. Dot,,",.TAT1~ FILES. Ftll41n9 
.Ids .snd dOCvt:ltnUtlGn flln "ht tng to 
• udlovtual .. ecords. tncl~dtng: 

a. ~!i1:;r~~d' ,~~~I;;!~t C!,::!, O!t~e 
cards_ d.to sheets, shot Hsts, 
cont'null'H. review sheell. indeles. 
uptton lhts. (jUIogs, or otl".er 
cSOCIolC'lltntat 'on in ,. ttatu.l. Gltcrofom. 
or Nct'tine-readable foro that h 
Meesur)' or helpful for the proper 
'dent Ut:,tton. retrl .. "l, .nd \1st 
of the ,:u4t o,t SU" recont, <h!scrlbed 
In ERS 21, tterns I, 2, 3 and 4 .. 
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RET[.T1D~ PERlOO 

alt:ltnhtralhe use. or 
"'en ~ yean old, 
"""chenr ts later. 

Dispose of 1n It;corcl4nce 
wi th the approwe-<l 
disposition InstructloRi 
applicable to. the 
~cords of .... Ieh tJley 
are a part .. 

Dispose of after 
nr' fy' ng the adequfICl 
of t~. mOl C01>1. 

Unit 1 no longer needed 
for adafnlstr.the yU!. 

Dispose of 1l1ft<1tately. 

Ot spose at tn ~ccrd.nte 
with tnltrvetlons 
eovorlng the relate'" 
flUdtovhuol records. 

~ DISC.I.T10~ or RECORDS RfTENTION PERIOO 

b. P~ctiOft rtl!'1 or s1e11lar ftl.S 
""{cn tnciudi production contrlCts, 
scr'pu, transcr'pts, Dnd oth.r 
cklCvNr'ltit tOl'l ~lr'1'I9 0tI the 
crlgtn. ,cc;uhlt'on, rel •• st. and 
ownership of th~ production. 

hphft.jt(l.ry ~otes 

~ 

Ohpose of in JeCord,nCl' 
with 'nUnlct Ions 
coyprtn9 the rehted 
ludlovhual records. 

Inc1\1dt'd .re photographs of stgr'ltftcant DO[ acthtttes., ~rson.alttt". 
Proce-dUf'e1. I)l"OfJ"a~tt( rHpoftSlbtltttes 4nd dtvelOprlfnts -"tdl .re- n!~ 

a.a'hble to the public .M t"ou which are Q4de- and uttlhed in the count 
of OOE bus.neoss but lIblch .re tntendtd for Intern,' sUff use and nat norNUy 
.. a1hbh~ to the public. 

It.., I.P! 
Inclu*d are- l"Kords ttiot p.phln. tr.-struct. l1dverthe. or l11ustrl1te [lOr 
progr4OS and 'uret tons. l f'f~l"I's.ntat ht S4-,,11ng of these rKGrdl sh:)Vld be 
ldenttfl.cl as Pt'rNMltt ,...ccrds I:nd off .. ,..d to ttl. ,..tiol'l" Arch".1. 
Oetf'fQln.atlons as to the Items to be selected as pem.aMnt I"tcords ,hould b(o 
based upon the st'JntftCAftCe of the'r ta.ntent And ttle unlqutness 4nd quality of 
Its prnentatlon. OiS-pe,ltion of GUdfo ,",cord'ngs thlt re10tp to fnastr'ps 
or sltcte sets sto;ould be tn accord with '""noetton, qovernl,., the ""octated 
"'attrtp or sltde set. 

Heel Ic 

Includtd are sttll phat09raphs that han ltl:'llted aC:o:llnhtrdtln USf o:r ;l'itf're" 
such as r-hoto9f"aphs whos. subJc:ct C'MtUr h translto,",. in nature- or Is of purely 
local tntf'rest. Such phDtog;ral)-hs l=Ii9'lt de-ptct athletiC evenh. soct,l 
91th.r'"9s. Or other uthi· tei not dlrHtly rel.t~ to 00£ ~rAtlons ur 
respOtlstbl1.t 1.,. lncly~ aho .re photoC}f'apM of low-l.v~ • .sd:ttnhtrat ht 
staff functions and certn:tntal acttw'tin lI\Cw1nljl awat"d pr.senUtions and 
c(Allf'ndat Ions .. 

.!m.l! 
Includeod Jr. edited mUon p'cture produtttcns as ~11 on unedited foota(Jt' 
(outu .. es And trtas) thllt ~ptct S'9"tftunt DOt ICt1vittn. personaltttH, 
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proclt4:.lrH, prOWla:ltttc rf'spon,lblltttH, aM dtyelcp:llt"U. Thh Itea tncl~s 
I':IOtlon filetS Nde for dhtrtbutlon and Intended to Infom, Uach, or eflttrtlln, 
and ,th.,s Nde .!Ind utt1hed In the tours" of OOt business '0," Internal staff use
and nGt neeess.,rf17 avaIlable to the public.. Ttlh itee .,ho tnclufts tel~vhton 
IdYertlsecl!ftU and IMOItnceaentl, cQ:l:lCftI, referred to 4S -TV SPOt'l,- -"Ich 
deterlbe. elphtn. or p:n:x:ote 00( Protr4DS and acthitlfS. FreqlAnt1, thHe 
anncurlCt'Otnts are produced 'n varfant fOrRS which describe the SID! protna Of 
acthtt)' 1M, broad1, speaking, furnhh the SlAt butt InfOl"Cltlon but In I 
sllg1lt17 different aN'aftgtatnt. a:r tM, are of Ivch I ~ral nahr'e' tNt tMfr 
Info~tlonll and evidential Yllue Is IncOMequntlal. he..,. TV spot produ:ted 
by or fer DO[ II not • pemanent record. A rtpresenutt .. s.a=pltn9 of TV S4)Gts 
should be I.ntlfl~ II per=aMnt records and offered to the ".tlon.' Arehtves. 
DeteralNtlons tS to .t\lu TV spots pol"" suffIcient Wll"e to .,rrant sele<: .. 
tlon as perwnent ~ards should be billed upcn the siv-tfteance of ~etr COt\t,nt 
and the qUlltty of Its pre-senuttcm. Thine spots not ,elec:ted II pe1"Nf'lent 
I'«ords a~ dlsposabl. tn ,ccordaltce .Ith the dhposttlon tnstNcUO-ns 'or 
Uea 2c. 

~ 

Included al"& aotton picture p:roductlons as .et1 IS uned'ted foou~ (outt,ke'S 
1M trIas) tht haye lIaited ,d:rtnhtnthe UN Gt' intentst such is aottcm 
ptctun fttl:tS litIose subJtct a,atttf fs transitory tn Nture or " of pure'y 
local interest. Such I':I0110n picture ftll:lS r:1IVht depict athletic events. 
soctol glth.,-'ngs. or other acthltte, Mt dl,.etly "1at~ to CO[ operltlons 
or f"I''1ponstbtltttH. Inch:ded 11$0 Is aotlon p'cture foouge of low-IeYt>l 
a.mlnhtrathe staff functtens and c."~ntal l(thtttt'S showing hard PrHfl'
tatlons and cOCI:Ieftclattons. This itea aho Includes CW)t1cl.n pictures that present 
SUMlIrd, wll .. known, wld&ly lvallable technical Instruction (l.r Qlna9lrta' 
trlln'ng progr'as .... tch were ICqut~ fro:l Gcvem:::ll!nt .genc:tes hiving tit.b .. 
lIsfttd Governlilfftt-.tde trltn'ng functions and ",spons'btlltte-s 'lfJ(h AS ttlp 
Office af Personnel ttina9tQent or the amtd Sf')rvlces .. 

~ 

Included are c(r.lpleted aud'o prodllCttons -"'ch are distributed on discs and 
intended to Infom. teach. or entertatn. Aho tncludtd ar& -radiO spot ~sters
of r.dlo anPlOl,lI'lCtae'nts tlhlch .scrlbe .nd tapl,ln slgnlflc,nt 00£ progrurs 4nd 
acthlt'es. rreqvl'fttly thHe .nnounceclRntS Ire p~ed tn variant fQr"e!s tdttd\ 
dHcrlbe the U::I! prova:l or act hit,. and broldly spelk'ng fumhh the S&:We 
basic tnfott:'lattO-n but tn a s"!;htly dtffllr&nt arrangtn!nt. In such cue-s only., 
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bule Infcmatton but In a sltgtltl, dtffe-"nt 'rr4n~nt .. In such cnH only a 
u:;.lIn9 of reprue-ntatln radio SpG\S ~rtltnlng to a: specUle OO[ bctlylt)' or 
prtlgr.o ftH-d be consldrred pen'!llntnt records.. TMs 'teo Iho Includes sound 
l"Kordln91 of s'9'tffc.nt speedln, confe"f\C:H. c~lttee r:eetfngs. 1m2 etl'l~r 
recordings tlblch N1 be ~dt In the cou", of business but "'.ch Ire Intended 
for Internal sUff use and not non:l511y Q)de available to tht public. thole not 
seleetf'd as perNN!nt record, should be disposed of In accordance .lth the 
dispOSition Instructions for Itta le. 

ll!2..l£ 
Incluttd .re 'OUncl r"t'cordlngs ... lch have "cUP<! ad:o,nhtratht uH or Ifttere'St 
such u recordings .m'ch ~re pt"OC!lJCed for .nd utl11ud In Soae ether audio .. 
visual production s.ueh as 4 mtton picture or I sUcle sho.. Sound recordtn9s 
.mose subject Ntt~r h transttat", or of a local tnterest "'turt' .,~ ,lso 
tnchldod. 

.!!!!U.! 
Ift(I~dtd .re video recO-rdlngs .tItch are dtstr1~ted ,nd tntended to tnfo1"t!J. 
telch. or e-nttrta.n IS -.ell IS ... tct.o recordings of SlgnU'cant FOV4~ttC 
e-v~nts. procedurel. cGn'erenees. ~ttn9'. Gpertttans •• M ttc-hntqUH, 
and oth.r record'n'\1S Nde In tl\e cou",e of busln .. " but ""ch are 'ntended for 
Internlt sUff ute and not nomally .vaflable to the public. This Ite= aho 
Inc1~s televhlon ad ... rt'statnU and JMCl:ftCtt'lrnts, cOCl"l)tl17 reftrred to IS 
-ty spots,- which d~str'be. up1a'n. or pro!:.,te OOE Pr"OVl:ctS and ac:thtUH. 
frec;uently thC!'s, anftounCtr:lents .re produced In uri ant fcms -"Ieh describe the 
Sla! Pr'Olrlg or activit,. and hrOld17 speaking furnish the sa~ boslc InfO"'ltton 

~1~n':f:~~~1i:~,,:~~~~:r:i~ ~s t~::a:~:!n:~~~ .. 9f~:.! ~t~t that 
produced by or 'er OO[ Should not be cans'deritd a pemanent record. A represen
tative la~ltn9 of TV sPOts should be Idf'nttfted II pe~nent record, aM 
offentd to tht Nattonal ArehhH. Oetemlnatfons IS to .... lch n spots I)O$.'"S 
,ufftclent walue to •• rr.nt selection as ptrNMnt recCrds should be based upon 
the ,lgntftc6ftCe of their ccnhnt .net qu.1tty 0' th.e'r p,..Stntatton. Those 
spets not selected as pemanent records by OOE are dhposable in accorctaftct with 
the dlspositton 'nstrwctlons for ttea 44. DO[ orlg'Mted v'deo ",co-rdl"" ,nd 
rtCordtn,s acqutr"e'd by 00£ fro:a non-Go.ern::'fnt sources thllt cemUln unlqve 
dOCI.CCltntatfon 0' or for DOE prowaas and show their rehtfoftSh'p to aM iq)fct 
on Ute public: or present, historical account of SQr.Ie aspect of OO['s 
devtlcpcII"t • 
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Instnlctl.... !lllyomlng tho disposition of aotton plctu~ ,tI", tIIat _taln
i:::r~a:ft~~fsw::h~?:~all, In avId... merdlng , .....t will'" found In

~!!

Intl.cIod .re v19. recordings ""Ieh are ...rel, translt.1")' In n.it.~ and those"".C/l depict ....tt.. Ittlvtttu &lid 'unetl.... !lavIng onl, ".rglnal l"!lOrtanco.
Yldoo ....rdlngs tllat pr'Utnt stacelard...II t"""". Il1clel, avatlabl. teCllnleal
Instruction or ISINgerlal tratnlng proV''''. ""Ich were acquIred f...., G".rMlnt
'gellCl.s h.vlng .stabllshed Gov......nt-ll1d. functtons or respcnslbtllttes such
as tho Offtce .f P.rs_1 __t or th. amod S.rvlces. a~ Included.

I
I
I
I

I
Attachment IV··I
Page 245 (thru 256)

.~.
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Inslnlctl .... ga •• mlng tho disposition of aoUon plttu~ '11", tIIat _taln 
i:!:r~l!ft~~fsW::h~?!~"II' In avId ... rttcrdlng , ..... t ,,111 "" found In 

~!! 

Intl.cIod Ire vldo ... cordlngs ""Ieh Ire purel, Irlnslt • .,. In n.it.~ Ind tII .. e 
""ICII depict routine IcthlUu &nd '.netl .... lining onl, ".rglOil l"POrtlnco. "dto rttCrdlngs thlt P'Htnt sllcdord .... 11 t ....... "'del, lullible ttellnlul 
Instruction or ...... gulll trllnlng proVI"'. ""Ich ..... Icqulred fnx:l G ... """!.t 
1gentles hiving IStlblhhed Gow ...... nt-wld. f.ncUens or .. SpcnslbIlIU.s such 
u tho Offlc •• f P,rs_l __ t or th, lmod s,nlces. I~ Included. 

I 
I 
I 
I 

I 
Attachment IV··' 
Page 245 (thru 256) 

.~. 

~ 
J 
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Drsll'N AlID CDNSTRUCTlOlIlllIAllll<&S AIID R[lATED R[CDRDS

'btl KPte:Nh p.rowl4n SJlI4t'tnc!'S for t.I'Ie dhpoSltton cf ~tSlgn Ind construction
dr.wl "9' and rel.ted records that h,w!& biten (,uted 01" ree.heel by D"o( In
connection .Ith cfftc:hl activities. Drawings refer to those irophic Of ~9t.

;::::~..,~:.,;n:i.~:~~~ =;~u:~':Q::~~I:~~~~ft~r: ::::1:tton
tr..l1dtWjJs, Ur~tUf'C$, phnU. uti "ths. and other public won, projects. as
...11 aI c:dscel1areOUl t'ngtnt'trtng ,nd fu,tc.lIofl proJectt JUett at cachlnery and
equtp:::ant. Relat~ rtCord, t"chlde engl""rl"9 st!.dles, dUlgn ulcuhttOM,
project perfomanee dOCut:'lltntatlon. tncteaes and ftndt~ aids. spoc1ftC4tlons. ,rid
thrM--dtaenslonal ~1s. Ittst dts'gn and constl"'UCtton recorets lose their
usefulness aft.r IPt'Clftc ..rtods of tlce. c..ner.l". drawings perUtnlrl9 to
the conc~tua' Of" pfllltatnary 411119" ~rocen 'ose thotr adl:'l'nUtrithe useful
l"IIt'SS dttr tht fil\61 COl'lltf'\ICtton ph." are accepted. thes. records Should be
con$td..-ed tNCth, .fter tl'le co::phtion of ttte CGftnNctlon ItroJKt. PreciS.
~as... red dr.-tng'S ""ich .Ire uUd and 'in.. 'iled elIrt", the constnKtton prOCIfSl
hne • conttC'l,llng value during the lUe of the factHty .spechl'y for rep.ir
•~ adlnten.nce~. fht fiNltled (-IS-built-) COMt~tton 4r4WI"'9s as ..,11
al ...p.tr 4nd alteraUcn drwing'S (or atcrofOf"Q Coptl'S) Should be canstdlf"ed
4ctin ~l1e the structure- 11 ,tU1 und, ~intained, or camed by the Feder.'
GoYe~nt.

After the destgn 4f\d construttton fi101 are to lonl)Qr us.f'... to DOE, ecrUln
recordS have conttft1.llng hhtertcal v.lu., P4rttc:uhrly for the .rehttKtur4'
hiltori,n, hiltortc P1"'ltStf"Yattonl1t, and socl.l htstorhn, SIl\C. It h uneco
f'lO;:Sic 4nd unntcnury to retlin G tcr.q:l'ete lit of dt4wtn9S 4rd re14tld record,
for etCh construction projtct 1PQn,onl'd b1 the fed.rol Go¥el'Tl:ltnt, tt 11
nttesury to aata .. selectta.n of rKCU'd' for ~~rtltnt pt'tSfn.ttcn. This
se'ectlon ~It Uke Into considlration not on'y the types of tecords but .Ilia
the nltlilre of the indtwl4uIl constNCtlon projects. The 96'~f'I' Intent of .tly
IIhcttGn should be blsed CII'I docu:enttng the Itrvcturu and project'S th.t 're
archttltCtur4l1y~ hhtorically~ Ind technological'y s'gntfic.nt. trltorl .. for
the wlectton cf the s'gnlftcant records are cont.lned in the notes following
tile uMduh. TlIe ...lm tOIl of llldhltlv.l bvlldl"i' ... proj.tt> ......ld be "'de
by persCJRMl with Appropriate htstcrical training, su-t)je~ to the .ppr0Y41 of
N4tfon.' Archives .nd Records SQNice (MARS). ~ record' created prter to
1·1-21 Qlst be OfftrN to !lIARS before .pp"t", the dtspl!ltton Instt'UCttO"l tn
this sctle¢l.lh.

This lC~wl. relttes prt~rt1y to recerds on the design and constvttton of
tutldtng'S. The principles I1Ub'hhed More can 4ho be cpplied to
other lUtic ItNChres .,.d clscellorteous engineering proj.cts.
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:~..~.:r:~~,.:rr.~p",.~~;~I=I:;r~~~':':.~ro;;~~~~:~~:;~~I'
~,"=~:ic.~s;,,:r:1~.;r:.I~:t:~~~"';~~~r'''':.:m::.::rm.:~
ph"s, Intertor and hUrto.. 111...tiGnl~ 1M IHtton:Y. o~tll, l'tructm'I'~
~~~~t::to'~~:~~;:~':y;.~.C;:':~':;' .:~~~.:::::~ "L::.'::I~;'
prOYld. llOC 0.17 d,UI1Id 1.'tnl<Uc., fcr tile ....Clo. cf tile bvlldlllll. bat
Iho pr....t • t""pr......h. Illd detallid pin.,.. of Itt IIe,I,••

FI••I CC."NUI... Sp.dfIUU..... ,o.,.lcptd durlllll TIll. J[ 0.'1,., o.Ullld
...qu' .....nu for £hi prOJect ;n'cn h!.nttfy ..tert.h and worbllnltl1p ....., ....
_t>, .1Id ••plil. tile Dlterhh Illd "",IIDI.' 1_, depltted ... tilt rehte<!
",,"11llI 4r1Wl1lll'.

t3l::.=rTtif.:':;'&'J:jUj::rD"~::=O:~~ :~KJJ~:n:::9
resPGn"tbiHU" of partictplnts; perfOrBltteo 41Igr.; Ind tedtntcal. cost. and
ICMdwl t contro' 171Uas for tM project•

a::J~lC:"Y~rlW· t ...~:·r.dJ.op~::,~~~:~ ;o,:1:t,.d~~~1 O;':1:~~IO'"

~iiH~tr~e:; c~::~~~u~~~~,7~~:f, ~r.;C:i;~·:,:·:,.."=r:.:;11
or by lllouf"......" of pn4lI<Ct CO be f.~rtuted or .._lid I. thol. 1Ilop,.
The.. drlWlllll' ""Ich Incillde ph•• fcr .rctllteec..r.1 f.lc..r.. ,,'" I.terlor

:::Y~~U<':.~:I:::~~-::~~=.t1tt::~I~~~CllO,,;r:~I;I:''':''r;:'I:~tnl<.
tic., for .._1l1lll CM proIutCt Oft tile Job ,'te. IMrt ClIJ .lto be .......I'J for
flit..... operltlcn .llll _I.te...",

:m~~t::=.Altotea:':'~.~':·lt~:I:1,:~~;.::c=~nrepair, IlId

:=ridrd,:r:lWCw":~~t:~np for lta=ard dltaUs and othtr docUltnti

R!pOrts Iftd 0tMr DocU!l!fttattoa, Proarns ,..porU~ constructtGft ca:pleUon
,.porb~ eqw'p::tent .,..cifleltion,. o.perlttrtg and "I"wane. tnstruetl.GM
(Dlnull,) ...rrentH dlta, fin.' tnlptcUon Ind IcC~tanC. ,..rts, Iftd other
tnfotUtton doamtnUng the ccnltn=tion proce-II.

r

RETEIITIOlI PERIOD

• Untt1 prOJlct CCll'l91e
tion (s" b. ~ bel CIIIIII,
for ue.pt i04') i or upon
iWOJect tlrainlttcl:ft •
"""tl\ev~r is c4rlter.

PlfWlMnt. Offer to
lIARS .n•• ftl. ts
lnatt .... (See first
par.graph of intro
""ttl... to tilts
~~ed.I'.1

(1 J Project descrtpt ton~ locattcn~
englnotrln9 or desip costs and
Plrfo~nce schectull.

(2) Arc:hltott.r.' ",nclerl.,s .1Id
fl1\61 oItchttectur41 ,nd
engineertng dr.tnt'l (selHted
to 14eq\Utel)' deptct the
prtnctpa' architectural ,nd
..,t_rlng fut.res).

(3) Specllt ..gl_rl., or dest;n
I"lpOf"ts~ studln~ Ind doIU
(for proJeets of te<hnologica'
or archlteetl.lr.' ,tlpltflunce).

(4) Construction ((lIOl;pleUon Rlports.

IS/ Models.

I. Inittal DltsifJ!'! Pl ..n.ning Recorcb.

b. RtccrCfS selected for '~Itectur..'.
htstortc4', and technologlca'
lisntflcance (see notes at e'" of
lChedul1 for selecttGn criter',).

1. PROJ[CT PlAIINIWG Af(Q D[SIGN FILES.
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Other OOClOInutton and Infot"Qlltion. lnferaaUon, CUrrfspeMonce••nd othor
record, dOnlijiCd dl.lt'lng the constructiOtl process. USlnU.l to perfOl'N1'lCe
of thQ process but not I"entt,l for project teCord purposl'S following project
cu:plettcn (Iuch u t"\trtg procen repCl''U ,nd other interia projtct Kttwtty
Infort:lltton).

ITEM
~ DESCRIPTlOlI OF R[C05lllS

nth,r OCCu::'lel\tl and InfofNttol'l. Infor=atlon~ correspondeftCl. aftd other
rtCOrdS diweJoPt'd durin9 the piannt", aM dest~n ph"". Hunthl to tit.
perfOf'NtlCe of t'" ;Crocl'SlIl INt not eslttrtt.l for pcrojKt r'l'Ccrd purposn
follO"In9 project co=:plltion.

thole- rKerd'S whiCh Ptrtain to or .Ire citw.loped durtn, tf'le constNction prcuu
u'Sually consht of:

DD[ R[CDRDS SCHEDuLE 22

f:'~:~reO:\ ~~ ::':hi::1t:~i"'J~de~::::~h:~ s~::~~ ~:~~ ::i~:::~~'
of the ProjKt. includtn9 butldlng perspecthes~ .'e\lations~ flocr phns,
and othff 9tr.eor4' flt4turu. oNt1'-of-QJgnltud!> cost ~t ta2tes and Pf'rlur
NftC. schHules;, and NI tnclude th,..-dfcwnstCtl.l c:adeh P....P4red for
tllustr4tion or p~'Sfntatlcn purpoSlS,

Adw.nced PhMtns RecOrd!. thne conr t'" pre-Tttle I dMlgn oKthlty
aOCl.l.=le'ntat\on~ includin9 constructiO-n project d4U sheets or other typl-S of
projKt propos.h, cone.plu.al dlst~ !tudllS and ""pertl. COflc~ptl.la1 "fet)'
41'14 e-nviF'Clft:lltfltll Ic::pact 4ft,I1J1."~ COlt t'SttQltts. pe-rfcn;l,Inct Khfrrcflollt'1~

e::ethods of project perfen':l4nce~ Ind the 4ettp criteria for U\~ project. and
• wl'OP=l!'nt of t~ ProJKt mI",,~nt phn.

Pre1tatn.r Tttle t De t R Grd. Tltll t dnlgn studies. 4rtd rvportt
sutPar J ft9 t s gn re,u s nc ud1ng rore rtftned defintttOfl of projKt
rtqutreatnU~ cost !'StINtt'l, pt1"f4rwnce scheo.'e-s. nrthods of project perler
~e~ uhty, ond en\llrom::-ntal tq)let '1'1.'1'11) 4ftd preparation of preHQlnary
dr••tn9'S .nd conltructton 'S~tficattons.

~~~::'£~H~~ ~~lcm:}fI:~"::;fo~~~el~c~:::;~s:C:::~sd:~·~~:jK:i=~for.
ClftCe, UN' ",fny 'M enwtf"Otl:ltl'lt.l t~ct 4I\Il)"$t'1 (~portl);, If,M final
project Q,lna9ft1l'nt plln fer c:on,trvcttGft.

~t::i~:f:mn::r~::,~":s~::c::r:~t~"::::e~::~d::c=t::O~;l~~
durhg projtct p14nnll\9 .1M dt'ltgn .... teh docut:llnU the englrtflrtl'lt and clntgn
dtct,tons.

Tho,.. records ""tch .re dir-wlf'ODN 4&*"rln9 ttl, ."li" p-rocell 9tftt'r411y consist
of:

,...,..
\

r 

r 

,...,.. 
\ 
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orsH'N AIIo CoNSTRUCTlOli IlfIAIjII\&S AIIo RElATEO RECORDS 

'btl KPte:tuh ",row14n SJlI4t'tnc!'S for t.I'Ie dhpoSltton cf ~tSlgn Ind construction 
dr.wl "9' and rel.ted records that h,wi& blten (ruted 01" rae.heel by nO( In 
connection .Ith cfftc:hl activities_ Drawings refer to those irophic Of ~9t. 

;:::!~ • .,~:.,;n:i.~:~~! =;!u:~ '!Q::!vc~I:~~~~ft~r: !:!:1:t1on 
tr..l1dtWjJI, Ur~tUf'C$1 phnU. utt "th,. and other public wort, projects. as 
... 11 H c:dscel1areoul t'ngtftH,tng ,nd fUrtc.lIo" proJectt "'ttl at Nchlnery and 
equtp:::ant. Relat~ rtCords t"chlde eng' "",1 1'19 st!.dles. dO'llgn ulc:uhttOM, 
project perfomanee dOCut:'lltnUtton, tncteaes and ftndt~ atds_ SPllcU1en1ons. ,rid 
thrM--dtatnslonal ~1s. Itt,t dtstgR and constl"'UCtton records lose their 
usefulness after spt'Ctftc .. rtods of tlce. c..ner.t1,. dr .. lngs perUtn'rl9 to 
the conc~tua' Of" prltliainary d1l119" ~rocel$ 'ose thotr adatntstrlthe usefu'· 
I"IIHS dttr tht 1il\61 conltruction ph." are accepted. thes. records Should be 
con$td..-ec1 tNcth, .ftl' tl'Il co::p'ltion of ttte CGft\tNctton JtrGJKt. Prects. 
~as ... red dr",tng'S "".ch .Ire uUd and fln ... hld elIrt", the constnKtion prOCIfSl 
hne • conUC'l.Itng ya'ue during ttte 11f. of the facUtty .spechl'y for rep.tr 
• ~ Qllnten.nce~. Th, ft&\.l1lted (-,,-built-) COMt~tlon 4rawl"'91 as ..,11 
as ... p.tr 4nd alteraUcn drwi"9'l (or atcrofot"Q coptes) 1hould be con1tdlf"ed 
4ctin ~nl the structure- h stUl und, ~'ntained. or camed by the Feder.' 
GoYe~nt. 

After the des'gn 4ftd construct ton fl101 are to lonI)Qr us.f'J. to OOE, ccrutn 
recordS have conttft1.llng hhtcrtu' 't.I", •• J:l4rtlc:uhrl, for thl 'rchltKtur41 
hhtort.n, hhtortc pt"Htf"Yattontst, and socl.l historian, SII\C. It II unec~ 
f'IO;:Sic 4nd UnntCHUry to retltn G ccr.tp'ete lit of d1'"4.ln91 4nci nthtld records 
for etCh construct ton projtct sponsonl'd by the fed.rol Go¥el'Tl:ltnt, It 11 
""esury to aata • selectta.n of rKCU'di for ~~r.ent prtSfnUlcn. This 
selectton ~st take Into considlration not only the tyPH of tecords but 4110 
the "Itlitre of the tndtwl4u.' constNCtton projects. The 96'~ra' tntent of any 
IIhcttGn should be blSed CII'I docu:I!nttng the ItrvcturH and proJKU th.t 're 
archttectul'4l1,~ hhtorically~ and technological', "gntftcant. CrHor ... for 
the selection cf the stgnU'unt records are cont.tned tn the not.,. following 
tile uMduh. The ... 10<1 lOll of Indhltlv.1 bvtldl"i' ... projett> ...... Id be ",de 
by persCJRnel with tpproprtate htstcl'ical tralntng, sut)ject to the .ppron. of 
N4t1on.l Archives and Rt'Cords SQNtce (MARS). ~ record, created prtcr to 
1-1-21 Qist be OfftrN to !lIARS before appl,t", the dlspl!tt.on Instructions tn 
th', sC"@'¢uh. 

Thi1 1C~wl. re"t.s pr'~rn7 to recerds on the design and constvctton of 
tutJdtftgS. The prlnclp1es I1Ublhhed More can 4ho be cpplied to 
other sUtlc nNChres .,.d cUcelloneous engineering proj.ctl. 
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Those records "".etl ." dtwIf'ODN 4&*"r'n9 tht dln'~ p-rocell 9Iftt'r411)' con,"t 
of: 

f:'~:~reO:\!~ ::':hi::1t:~i":!~de~::!:~h:~ ,~::~~ ~:~~ :: t~:::~~s 
of the ProjKt. tncludlng butldtng persPl'cthes, .levattons. flocr phns, 
.lind othff 9tr;eor4' fIt4tur". ~-of·QJgnttud!> cost ~t la2tH and Pf'rlur
NftC. sChHults;, and N)' tnclude th,...-dfcwns'CtI.l c:adeh P .... P4red for 
tllustration or p~$ifntatlcn purpollS, 

Ad ... nced PI.Mlns ilecerd!. thne conI' t ... p.,..-tttle I dMtgn Kthtty 
docu=-eon£a£\on. including construction project d4U s"eelS or other typlS of 
projKt propos.h, cone.ptu.al dHt~ studttS and ""pertl. COflc~ptual uf.ty 
41'14 e-ny'rcm::IItfIUl Ic::pact 4ft,Ilyt.H. cost HtfQlU'S. ~rfcn:l.lnct Khtcflollt'S. 
e::ethods of project perfcn':l4nce. Ind the 4elfp crUer .. for U\~ project. and 
.wllOP=l!'nt of t~ ProJKt ma .... ~nt phn. 

Pr.,1tatn.r title t De t R Grd. 11t11 1 dHtgn stud' .. , 4rtd reports 
sutPar J ft9 t s gn rt'IU S nc uding rore rt,tned deftntttOfl of projKt 
requtreaenu. cost t'Sttaatt'l, peri4rwnce 1cfr;eo.le-s. ntthod1 of project perlcr. 
~e, ufety, ond envl~ntal tq)lct .n.11'11' 4ltd preparatfon of pntHQ1nuy 
dr •• lngs .nd con1tructton '~tficattons. 

~!~::r!~H!~ !!lcm:}fI:~r::;fo~!~e l!c~!::;!s:C:::~sd:~·~~:jK:'=~for. 
ClftCe, ftN' safn, .M enwtf"Otl:ltftt.l t~ct analyse'S (~portl); if.M ftnal 
project Q.lna9ft1l'nt plln fer C:Qnstrvct'Gft. 

~t::i!:f!nn::r!::,~":S~!!i t!:r:~f'!''':~~:! ~d::c=t::O~;l~~ 
durhg proJtct pl4nnln9 .1M dt'ltgn ..... ch docut:llnU the engtrtflrlnt and dHfgn 
dectltonS. 

nth'r OCCu::'lenu and InfofNtton. Infor=.lltton. (orrespottdeftCl. aftd oth.r 
rtCOrdS diweJoPtd during the p1anntftg aM des'~n phIS", Hunth' to ttt. 
perfOf'Nnce of t ... ;CrocH'1S INt not e11Ifttt.l for pcrojKt f"'I'Ccrd purpous 
fol1~ln9 project CO=:P'ltfon. 

tho1t records whiCh pt'rhtn to or .Ire citw.loped durin, tfle CO"StNctton prcuu 
usually conlht of: 

Attachment IV-l 
Page 257 

DO[ RECORDS SCHEDUL[ Z2 

!! .. !.:r:!~,.:rr.!:f'.;. ~~;~I=I:;r!~J!'!:.~ro;;~~~~:~~:;~~I' 
~":~:ic. ~s;.,:r:1 ~.;r:.I~:c:~~~"';!!~~r''''!r:m::.:!rm.:~ 
ph"s. Interior and "Uttor 111 ... \10"1, 1M IKtton:J, o~tll, Itructm'al, 

~~~!t!: to '~~!~~;:~I:y;.~.C;:':!!.:;. .:~~~.!:!::! "L::.c:!1 ~;I 
pr .. ld. IIOC 0.17 d,UI11<1 1 •• trucUanl for till ."'Uo. cf till bvl1dlog, bat 
.Iso pr .... ' a c""pr ...... tv. IlId ""&ailed pic..,.. of IU IItllg •• 

FI •• I Cc •• ,,,,,,I ... Sp.dfl .. U..... Io.,eloped durlog Tltl. II o..lg') o.UI11<1 
... qu' ..... nu far £hi prOject ;n'cn tc!.nttfy .. ter1.h and worbllnltltp ..... 1 .... 
_to, and •• plal. till Du.rta" IIId ""'I ..... ' t_1 depicted en till roh\O<l 
",,"log 4rlWlog •• 

~:!,=ri£iif, :':;,&r J:jUj::rD"!:::!O:~~ :~tCJ J!:n:!:9 
respanltbtltttn of pert1ctp.ntii perlo_ftCO 41Igr.; aM tedtnlCll. COlt. and 
scMdw1. control IJ'Iteal for tM project • 

a::J:!! ':"Y~r!W· c ... ~:·r.d J.09~:!I~~~:! ;::I:t,. d~~~1 a;'!1:!~la"l 

~.H!tr~e:; c~::~!~u~~~~. 7~ b:fl ~r.;':i;~o:,:·!' .. "=r:.:;17 
or 117 ...... f .. "'"" of ~CI to III fabritated or .. _11<1 tn their 1Mp1. 
These drlWlog • .tIlch 1 .. ,1Ido ph •• fcr .rdllttc ..... 1 ftl ...... a"" I.tarl.r 

:::Y~~UC:':n~:I!::~~"::~~=.t1tt::~a!~~' ... -;r:~I;I:''':''r;:'I:~truc. 
tic •• f.r as_IIog Clio proNett eft till Job .tta, IMrt DI1 alto III ....... PJ for 
flit ...... ratlcn ."" .. t.ta ...... 

:m~~t::=. A1totaa!I:,m~'!·I,~:I:lg:~~;'::'=~ct ropolr. Iltd 

!=ridrdl:r:!WCw.!!~!t:~np for ItI=ard dttatls .nd othtr docUltnti 

R.nl Iftd 0tMr DocU!l!fttattoa, Proarns rwportl, conltnlt\1Gft e:a:pleUon reports. eqwlp::tent S9IfCl"ca£iofts. o.perat1rtg .M .. tnwane. 1nstructt.GM 
h.nua' I) ... rrantee data, '1n.' tnlPlCUOtl 1M ICC~tanC. reports, altd other 
1nforuUon doamtnUng the ccnltn=t1on proce-u. 
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Other OOCloOlnUtton and InfOr"Qlltion. lnferaaUon, currtspcndonce. tnd othor 
record, dO.,.1ijiCd dlolt'ing the constructtOtl procell. eJlIntt.l to periOl'N1'ICe 
of thQ procell but not Issentl,l for project record purposes 'onawtng project 
cu:p'etion (1uch u t"\trlg process repGrts and oth.r hter.a projtct acthit, 
Infort:lltton,. 

ITEIt 
~ DESCRIPTlOIt OF R[CORDS 

1. PROJ[CT PlAIINIWG Af(I) o(SIGli FIlES. 

•• Intttal Dltsfgn Pl.nnfng Recorcb. 

b. ReccrCfS selKled for .~Itectural. 
hhtorlc41, and technologtcol 
slsntUc.nce (S" notes at end of 
SChedu'l for selecttGn criter'.). 

(1' ProJltct descrfpt fon, locatton, 
engtnorrln9 or desi911 costs and 
Plrfo~~ SChectutl. 

(2) Arc:hlU<tural ",!\derl.g' .tId 
final archtltchr4l .nd 
engtneertng drlWtnt'$ (selHted 
to .lIdequ.te.y deptct the 
prlnctPlt archttechral .nd 
.. gl ... rlng fut.res). 

Il) Spotlit .. gl_rl.g or de,l;n 
I"lpO'''t1. studies •• nd diU 
(for proJcets of te<hnolog'cal 
or archltectur.l 1 • .."tfIClnce). 

(4) Constructton C(ll:l;pletion ilports. 

lSI Modell. 

RETEIITIOIt PERIOD 

• Until prOJlct COl'l9Ie
tion hM b •• bel CIIIIII, 
for U(:lfpt i~) i or upon 
iJtOJect terain" 'cm, 
"",.(tte'¥~r Is c4rlter. 

Plm!lMftt. Offer to 
lIARS .n •• ftl. It 
I .. ct .... IS .. flr.l 
pir.grap!l of tntro
'Mtlon to tIIlt 
u~ •• lY1e.) 
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ITEII
~ D[SCllI~IOII OF Il[CCilDS

c. Yt::r:!:n:l;Lf=.O:;~flD~~U:~
fl ..l .,Ii". Ind ontl_,Ill9 ., de.fgn
'lweltll, calculations. Irtlly,es, aM
• tIlI, <091_,1119 ., .,Ig. dlta <loCu
...U"9 de.lgn cllchl••, Dldo.l

III 1loc0r4••f Clllpllttd p,ojtcU

:::~'n::~e~~cf~~o=rc::t.
I1lttaS, or poe.un.

(2) Roc.r4I.f ClIIplilad p,ojteh
coltteg 1750,000, or lin, -"feh
40 IlOt IllY.ho 'PKhl oqull"lnt.
l11teDI, or ,roc..""

Ul Roc.rd••f 1a",lnlted proJteh
(p,ojocts IlOt lutllorlztd f.,
ae" ..... COftItn&ctton, or feri
c.ltlon; or tenltn.ted "Ior to
c..plttt.n .f 11\7 .f tile....th
Itlt.1 c••U"9 CION til..
1150,000, or 1IIII.(h Invol...
sped., equt p3tnt, 'lsuen, or
pr«:t.. project••

It) Iloc.rd••f lal1llnlted p,ojOCU
Ip,ojects IlOt lutllorlztd f.,
cteslgn, cOtlStructtan, or fl1:lrl·
uUcn, or tl-l1Itn.ttd ,rtor to

~=~t~:t:~I;f~~a:.,::~~~~:
""Icn d. not tn,.h. ,,,,cltl "lutp
• nt, slsteal. 0" prOC.II p.roJl'Cts.

OD£ Il[coaos WtlDUl[ 2Z

Il[TUTIOlI PERIOO

Until dl_nU"",nt
., dhp...1 .f fUlltt1.
•qutp:aent.. 1,ltea. Or
proclSS~ or tl!Mft J.llPer·
Mdtd or Obs.olet.e,
lIltltchtwer 11 .lrUer.
lSeI b•• lbove. for
....,U••. !

10 '"'' Irla,c""plttlon .f
p,oject.

10 , .... afte, p,.ject
Is teralftllad.

5 ,.Irs Iftlr proJect
" teratnltad.

1T£14
~ DESCRIPTIOlI OF RECOROS

Cli Fo, lll'ltll'lt ., 'PKII1-lntlnlt
projecu.

IZI Fo, .t.., ".jrcu•

c. Miscellaneous Const~ctton R.cardS.
InrolWlltOft, ca.r.....poridint•• Ina
.t........rd, Mvol.d dlI,I"9 toe
conltrucUon process, osenUll to
perfol'Dlnco of tht prOC'" but not
"","ttll for project re<a.rd pU'"PO,el
f.ll""'''9 projtct cll2plett•••

d. RtcOrds HlectH for Irchitectural.
hlstorlcil. Ind toen,.loglul ,I,nU
tCtftC. h... nott, It It'd of schedule
for selection criteria).

(1) Pro,j.ct. <I.scription, locltton.
conltrucUon costs and perfon:tARce
ICMdwles.

IZ! '/Io-Bullt' lrenltectu'll Ind
0"91...,1"9 d'I.t"9' I"" ..ted to
04"lUilall depIct t .. prIncIpal
l,cnttoetll,11 Ind 1"91...,t",
futur.s).

Ul P..togrlPn,.f cll2pleted p,oject.

(4) Conltructl•• ConpltU•• Report, •

OOE RECORDS SCHtlXlU Z2

Il[TENTIOII PERIGO

20 ,..rl. utll~SI
covered by ••ceptton
In d., be1ow.

unU1 df-=antlece-nt
or dlspo,.l of the
rlcl1ltJ••qul_t.
ar pnce,,~ or ....tn
supetled.ed or obsol.te,
tIlhtcNVlr Is flrH.r •

Until p,ojoct
cOl::¥1eUon.

Pe"..nent. Offtr to
NoIllS ""en fIl. h
I...th.. lSoe rt,1t

::;t~:pllto·~n:;tro-
lC"tdulo.1

ITEM
!!2:.. D£SCRIPTlO~ or RECORDS

If[II
~ OUClUPTlOli OF Il[coaos

IS! Mhcolll.....' pllMtll9 Ind de,lgn
NCOrdS, In'Oraltlen. 1M co.......
spcftl1tnel .ssenti., 'to perfor-
1IIftC. of UIO processes byt not
o..tntlll f.' p,oject , ...rd
purpGUS hueh II 'nUrla '1"09'''1
f'IllClrt" p..1I81.1'1 d'.... 119' Ind
specUlcattO"'••nd CtJ'lOr 'n'"proclli
_.tatIOA ., Inf.....U••!.

Z. PROJ[CT COIISTIlIJCTlON nus.

I. Ilortl"l1 ':'l1li"9' Ind c..,tnlcU..
IptCl,tClUonl, -'So-buflt- drawtng••
silo, d'.... ngs. 'tandlrd .:. "9'.
~t, ..d Ilte,etl.n d' II9'.
~I_t 'PKlflcltt••, ••",,"ttng ••d
• tntHIrte. u~lh••qut p.:3tnt ..rrlntft
dlta, final I..pectl•• Iftd ICC~tIftC.

reports. cGnltructtan colt and "NellII,
dati. SPlc. IsstllDlnt planl. Ind other
tn••ttll I.f._tlon to --.t tile
con'truetton p.t"OCels.

CI! Fo, c.-pltted p,oject••

12) For ,ro.'4tctl te"tnaUd prtar to
construe,,~on cCl:lfhUcn.

b. ff:=urlf:!~t~rtt;~~ct.
fre. de,tgn tIlrougll c..,tnlctt••
<_loti•••!

Il[T[NlIOII PUIOO

Until project c",pl.tt.n
or ~ralnltion• .tIlch·
ner is ear1l.r.

UnUI dt .....U""'.t .,
dlspo..l .r flcl1l~,
Iqutp::atnt. 1,Itea, or
5!-roc.II_ aF tlbln ••r·
u4ed or Obsolete,
""ctl"er II larH,r
h .. d., bilow, for
uceptlenl).

5 ,ean after cOftstruc·
tiel' 11 tlftllnatH ISH
d•• bllow for
IJuptlons).

3.

t.

~.

6.

IR£SERVEO)

IRES(RVEO)

flfdllkG AIDS. Indean and other findl~.'d, to disiS" .nd constnoctton fUes.

QuAlITY ASSI'IlANCE R£C()lll)S prepaNd.
receiviKi atid Ntntalned In ccmjvnctton
with the 4estifl. aa1Rufacture, CcnStNC·
tto.n, tnstlllitton. tut. Ind operation
of equtpn:nt. Itructures, plants, lind
system. (Referente fer nuelur "ctlt •
Uti: brtcan Naltonal Shnd.lnh
Instltut. IAN~1l ,tlo4,<4 114~.2.9-191t.)

I. Recerds .teh -.culd be of slptttcan;t

::~~Oo::r:1:~~tt~t~'n~:~~~~~tyfer
reworttng, ,e-patrlng, replaclnt cr
QOdt ", ng the itm. In aten::lt Ring the
caUSII of In lIcetdont or oslfunctton of
tn. Itc<>; Ind t .... ll!Itch provldo bI'"
Ill'll! diU for Insorvtce inspect len.

b. RecOf'dl .tItch wertty that ~ .etlw1ty
..as perlor"Oltd t n Iccordlnce .Uh the
applicable requtrca:ents but need nGt
be rout ned for the 11 fa of the plant
or Uta.

(1) RQconh catnUlned In ccnpltance
.tttl r'fC)uhtory re-qutrectnu.

RlTElITID~ PERIllO

Destroy In accordance
wtth InUrLlcttc"S
eCfferlng the rehted
d~s19n and eonstr'\tCt Ion
recordt..

Untt) the Itee Is
rer.JOyltd fror.l servtce.

Ret.t" tn 4cca.rd4lnce
.Ith curreont t1t9Uhtor')'

~~~~~~r,:re:~r6
,..rs after pllnt or
Ilea ts put Into
operattun.
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!TEll 
~ D[scal~IOII OF Il[tcaDS 

c. Yt::r!!:n:l;Lf=.O::!flD~~U:~ 
fl .. 1 .,Ii" •• nd ontlllH,11I9 ., de.19_ 
,lwelfll, calculations, lnaly,es, .Itd 
• tIII, <091_,1119 ., .,Ign dlta <IoCu
_Ung de.lgn dochl ••• Dldo.1 

III Roc"". of CCllpltt.ed p,ojecu 

:::~'n::~e ~~cf!~o=rc::t. 
I1lttaS, or poe.un. 

(2) Rec.r4I of cCllphlad p,ojects 
coltteg 1750,000, or lin, -.1'Ilch 
40 not Invohe 'PKhl equl ""nt. 
l1lteDl, or ,roc""s, 

UI Record. of 1a",ln.ted projects 
(projects not .utllorlltd f., 
ae" ..... COftItn&cUon, or feri· 
c.ltlon; or tenltn.ted "Ior to 
ccapletlon of .11)' .f trio .. ..:th
Itl •• 1 ... Ung ClOre tIIan 
1150,000, or IIIIIlet. Invol ... 
sped., equt p3tnt, 'lsUen, or 
proc ... project •• 

141 Roc.rd •• f 1a",ln.ted p,oj.cu 
I projects not .utllorlltd fo, 
deSign, cOtlStructtan. or 1I1:Irl .. 
uUcn, or ti-l1Itn.ttd "IOr to 

~=~t~:t:~·;f~~a:.,::~!!~: 
""Ic~ ,. not In.ohe .pocl.1 l'Iulp
IIInt, slstfal. 0" prOC.II p.roJI'Cts. 

DO[ Il[coaos Wt£DUl[ 22 

Il[TUTlOII PERIOO 

Untn dl ..... t1_.t 
• r dhp ... 1 of fICIlIt)'. 
equtp:aent, .,.tea, Or 
procl"~ or tI!Mft J.VPer· 
MdH or Obs.olete. 
IIIfttchOwer 11 flrHer. 'Se. b •• IbeYe, for 
uco,U ••• I 

10, ..... flar 
ccmphUon of 
project. 

10 , .. rs after project 
h teralnalad. 

5 yell" 'fur proJect 
" teratn.tad. 

~ OUCJUPTlOli OF Il[coaos Il[TENlIOII PEAlOO 

lSI "hcolll ...... pllMIII9 .nd de.lgn 
NCOrdS, In'Orattlon, 1M co ....... 
spcftC1tnee .ssentt., 'to perfor-
1IIftC. of UIO processes byt not 
.... _tl.1 f.r projoct ,ecord 
purpGHS hueh II InUrla IU·09rtss 
...... rU. prell"ln.". .r .... lI9 •• nd 
specUlcattO"'. ,nd CUIOr 'n-proclli 
_.tatl .... , l.f._U.nl. 

2. PROJECT COIiSTINCTION nus. 
•• IIortl"l1 .:rllllng •• nd c ... trucUon 

IptCtf1C1ttonl, -.So-butlt- drawtngs. 
""'p dr .... "9s •• t.andlrd .:r .... ng •• 
~Ir and .Iteratlo. 4r .... II9 •• 
~I_t .PKtflc.U •••• opo,att.g Ind 
.. tntHarte. uru,lh. fqut p.:3tnt .. rr.ntft 
dlta. fI .. 1 I .. poctl •• and ..:c~tanc. 
reports, cGnltructtan cost and SC:Ndw •• 
dill, IPIC ... ,t,lIIInt plans, Ind other 
HllnU.1 Inf._tlon to __ t trio 
con'tructton pt"OCtss. 

til For cooploted project •• 

12) For ,'o.'4tctl te"tnlt.cl prtor to 
COMtruc"~on cCllfhttcn. 

b. ff:=urlf:!~t!rtt;~~ct. 
fre. de.lgn tllrougII con.trucUo. 
c_Iotlon.1 

Unttl project coopleUon 
or t.ralnation, .tItel'!· 
ner Is earUer. 

UnUI dl ..... t1 __ t or 
dhpo"1 of flctllt)'. 
tqutp::atnt, IYllea, or 
P.roc.II_ or tlbln 'wpft'
.. <led or Obsol.te. 
"'fCtl",r 11 IIrHI' 
h .. d •• below, for 
ucepUons) .. 

5 ",rI after ceftstr"'
UOft h Unit NtH (1M 
d •• bl'OW for 
.JupUons). 

ITEM 

IT£14 
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OOE RECORDS SCliEOOLE :2 

~ DESCRlPTlGII OF RECcmOS 

til For ""I~ .r 'PKI.I-I.te"1t 
FrojecU. 

(21 Fo, otlle, p,ojrcu • 

c. MhcelhftlOUS Const~ctton R.cord,. 
InrolWlltOft. ca.rf'flporidint., ,na 
.t ......... rd .... 1., wrIng tile 
constructton process. Ol"ntil' to 
perfol'Dlnce of tht proc.ss but not 
•• until. 'or project rt<a.rd pU1"pOItS 
following projtct co:zpl.U ••• 

d. RtcOrds HlectH 'or arcMtectural, 
hlstorlc.l •• nd ttc~ftologlClI .Ignlf
tCtftC. (," noUI at fftd of schedule 
for selection crUerh'. 

(1) 'raJlCt dllCrtption, loutfon. 
eonltructton costs and perfon:taRce 
ICMdwles. 

(21 • jIo-Botlt· .rchttectur.1 .nd 
.ngl ... rlng dr • .tngs h,l .. ted to 
04l'1l11lal, depict tile prlnclpel 
.rchtttct..r.1 .nd engl ... rlng 
future,). 

III P~tagrlPh' of co:zpl.te, project. 

(4) ConltrucUo. Ccla;>hUon Report •• 

OOE R£COiOS SCH{OOl( 12 

Il[TENTlOli PERIOO 

20 ,..,s. utll~ss 

COYlred by elc:eptlon 
In d ... below. 

unttl df-=antlece-nt 
or disposal of the 
f.cnltr.oqul_t. 
at' puce,,; or .... tn 
suptrsed.ed or cbsol.te • 
tllhlcNvtr is flrlt.r. 

UnU I p,ojoct 
cCl::¥htton .. 

Pe"..nent.. Offer to 
NoIRS ..... fIl. h 
1_lCth.. 1St. fI,1t 

::;t~:p!lto o~~:;tro-
IClledul •• 1 

l!2!.. O£SCRIPTlO~ or RECORDS RlTEIIlIO~ PERIllO 

3. 

6. 

(RESERVEOI 

(RES(RYEO) 

flfdllkG AIDS. Indean and other fincU~ 
.tds to disiS" .nd constnoctton fUes. 

QuAlITY ASSI'RANCE R£C()lU)S prepared. 
receiviKi atid Ntntatned In conjunctton 
wtth the 4esti". aalRufaeture, CcnStNC
tton, tnnanttlon, tHt, tnd operAtion 
of ~ulpn:nt, Itructures, plants, lind 
system.. (Reforence fer nucletr "ctlt
tI.s: brlcan National Stand.ln:ls 
Inltltut. (ANSI) .t ... , .. 114~.Z.9-1914.1 

t. RecordS .Ich -.culd be of slptftcan;t 

::~~o o::r:1:~~tt~t !.'n~:rn~~!! tl for 
rewortlng, te-patrlng, replactnt or 
QOdt f" ng the itm. In aten::ll nlng the 
C,sulll of tn lICCldont or OIlfunctton of 
tho Ite<>, .nd t~ .. ""Ich provide b .... 
I1I'11! diU for tnservlce Inspect ten .. 

b. RecOf'dl .tI'ch verUy thAt ~ tctlwHy 
.as ~rlor"Oltd t n ACcordtnce .Uh the 
applicable requtrc;:r.ents but need nGt 
be roul ned for the 11 fa of the phnt 
or Uta .. 

(1) Rccords cainU1ned In ccnpliance 
.1ttl r't9uhtory re-qulreccnts .. 

Destroy tn accordance 
with tnstructlons 
CCfff!t'tng the rehted 
des'9n and constf'\tCtton 
recordl. 

Untt) the Itre Is 
recoy" fror.l service. 

Ret.1n tn 4ccord4lnce 
.ith current re9Uhtot)' 

~~!~~~rt:re!~t'6 
,.trs After pltnt or 
ilea ts put 'nto 
operllttun. 
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m..
~ O(SC.IPTlOlI Of RECORDS

(1) AKord' for ftlJc1tlr futUt1el
tdlfch a,.. useful throuf't ftrst
overhaul or relo.d ..

(3) Records "'I<~ .~ ..oded to
proceu and support chtl:lS Ndf
"nWr tM .aIT,...t,.

(~) Records -"10th h~yt no ••he
after ph"t or fleet it put 1l\to
cperattono

UPLAIlATlIllY NOTES

.(TEmIO. p(alOO

2 year, "ter pllnt or
Ilea U put tnto
ope-rattOtl cr 4fhr ftrst
Q'lIerhaul or reload.
whtct'ltweor 'S lahor.

1 )'ear after ph"l CIt'
tteo 11 put into
~ratton or upcn
~lptratton of "'ff.!lnt)'.
whichewer is later.

U~ 11 dol, afh,. phnt
or ilea 's put into
operation.

Ileal h and 1.

Crfterl, for the selection of .rchttKturaU,. hhtor1cal1:r••nd ttchnoloqtcal1)'
stll"tftU!lt fll."

_rchile-etU,.., StS"tf;cln(~.

taA~~O:naif;ctn:~nry~~~~1:::'~:n:~:1~~ ~I;~~~ ~: ::~;n.
Althouf\ it Ny incorporate st4nclard futures_ • unique'.r de't9"~
butldltlg or tectHty h one that _41 c1est9"ed to met Ipt-etfie nt-eds
er '"nettOtll. and .tlose bUlt 4Htvn is not repelted tn another
bulldln9·

StAndlrd or Repetttive Qe.si9". If bulldin9S or faetlitle-s use 4
stand.ra or ~ithe Ciiit9". it is not "Keul". to "msnently
retatn a file for t!,eh building. A tne ,f\ould be nttliMd, hOW"ler.
fer the buildtng or facnity ;':Cst representative of the baste destgn,
fer .'ctl warhnt of Stlnd.rd deS1~s. and for eleh repetttive but
'S1t~tly dHhrent dtsfgn.

ArchttKturll Strlt. Butldtn')$ ~tch er.body the distlnguishtng
ch,rltterlstin of ,ltl'ler I pttrtod 01" a ",fonll lr'ChttfCtural sytle.

I"novatiQns, Building" (l.r facttttln -"ietl lncluclt! architectural or
efl(jtl'lf'ertn9 IMO... 4t Ion,.

DOE R[CO.OS SCHEDlJl£ 2l

Hhterical StsnlflClnce.

Ad::2,nhtrathe functions Ind Activities. 8utldtngs wtlich 4re
luochhd .ith tpte r.taJor 'UPlCt'OftI of ~ federl' fioven'l:Wnt
(eaKuthe 4epart~U, .~tICies. 'tid bureaus) and the NJor
acthitles of the ....arious Federal "geoncfe-s.

llI,tionll [venti or Perscnoltttes. 8utld1nqs Cf'" factHtl ..s wtlieh are
auocuted ~hh ~ents (1.1' persons tdio represent the broad history 0'
Ute country.

Noted Arch1te<t. Or,,,inqs by r:otf'd .rchltKI1 or ~9tl'tftrs of
bOth PrGPosed and con'truehd bu1tdtnqs Or hciHtles.

Ccntf"O..ntil. But1dlftgs or f,ettitt ..s "hlch _~ tnvohf'd in
controyersy In regard to their ~i9'. construct len, or utnflAtion.
Projects temtnned beUus~ of cost oyerruns, safety hazards. and envi.
ron::-tnul hUl1rds I~ tnch:ded.

Technol091cal Stsnlflcanc~.

This c.trgory il'lClvdes hlt1 of S!,let! projects IS ftrst·of·,·t1nd f't'Ler91
,""sench, denlcp~tlt. or dfQ:tnstratlon ProJKI1 or ather u~tque building
(1.1" he111t)' proJeocts. Slnc~ thts is a broad caucpry .mlch co....,. NnJ'
dllfe-rent t1~s of technte-al f4ctHtte,. tpfeiflt details have not bten
,tt~tPd. MClllIIner. peroar"'nt rKOrcls ,""ht tft9 to then obJKts un be
chos.n l!IJre se1ecthely than records relating to bul1dtngl. In 9l!'neral,
fUn "tlleh ,hew ho.. the project _as designed, con,t1"'ucted. and litert-d,
should be ret.int'd 'or. srlKtton 0' the ~st untqlfe strvtlul'e" and for
I ~prnrntlt"'f s~lt of repttithe and Slatlar ,truttu"s.

A se-le-Ulen wMeh is to be based en engtn.ertng and hlstorlcal
sl91tfiC41nCr 'hoYld (onslde-r projKU "'Ieh tnclude t'ftglf'IHrlng tf'IftOu·
lions or prototypes, projects .tatt" han acht ....ed NttCf\.ll 4CC1aI~ Gr
cant rovers)' , or ~roJecu ld'llch repreSent thlt major product of in a'jJeftCY
(weh Il NASA', ,pac.er,ft or WAts ~drOl!'IKtrfc proJectl). Aepr..senU.
th" u::ples ,f'Iol,lld ~ bUN on the ty~ of stn:cture or proJKt, cost.
and regional ....riatlons. Structur"es and erUerf, u'Sed by the Hhtedc
kerlc,n Engtrteerlng Record ,nd str.lllar cOt'-9,ehenslv.. Hsts Can serye 41$
o 4).Iidt'1tM il'ld mnl~ sUtldard.

It IhO\ild be noted that cot::prehenshe site de.elcp~nt plans Gr l:'Ister
phn1 are cloSlly rehted to NIps. lt1~st! clX'lpretu~nshe plans can be
hah.ted in tl'ms o! t4rto~aphic ~(l.rch (He SChedule 17) • .tlllr
IndlYtdull but1din9' ,nd futltttes .tthin th~ lytteQ un be eow,luatPli on
the bu" of this 'Sch@dule.
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COE R(CORtIS SCH(1l\Jl£ II 

m .. 
~ O[SCOIPTlOlI Of RECoaOS .£TEmIO. P(OIOO 

(1) AecordS for na.&c1tlr futUt1el 
tdlfch a,.. useful throuf't ftrst 
overhaul or relo.d .. 

(3) Records ... t<~ .~ .. od.d to 
procen and support chlr.1S mdf 
lOnWr tM .aIT'l'It,. 

(" Records -"10th h~yt no •• he 
after ph"t or fleet it put 1ftto 
cperatlon. 

(lPLAItATIIRY OOIES 

Ileal h and 1. 

2 year, ,fter pi ant or 
Ilea is put tnto 
ope-ratton cr afh" first 
O'IIerhaul or relo.d. 
whictle-yeor Is lahor. 

1 )'ear after ph"t CIt' 
tteo 11 put Into 
~rat ton or upon 
~lptratton of "'ff.!lnt)'. 
whlchewer is later. 

U~ 11 doe, aft.,. phnt 
or itea Is put into 
operation. 

Crtter', for the selection of .rchttKturaU,. hhtor1c,11, •• nd ttchnoloqtcal1y 
stgntftUI\t ftl." 

_rchile-etU,.., StS"tf;cln(~. 

taA~~ O:nlif;ctn:~nry ~~~~I:::'~:n:~:1~~ ~I;~~~ ~: ::~~. 
Althouf'l tt Ny incorporate st4nclard futures_ I un'que', de't9"~ 
butldtng or teetHt, h one that wn c1est9'led to met Ipe-ctfte nt-eds 
er functtOtll. and .ttose bute 4H'vn is not repelted tn another 
bulldln9· 

StAndlrd or ReE>!ttthe l)e.,t9". If bulldin9S or fact11ttf'S use ., 
stand.ra or ~ithe CiHt9". it is not ntteulry to "msnently 
retatn a ftle for e,ch buildtn9. A tOe ,I\ould be retatned, hOW"ler. 
fer the building or faciltty ;':Cst representative of the baste delign, 
fer .'ch warhnt of Stlnd.rd deSt~s. and for eleh repetttive but 
'S1t~tly dHhrent dtsfgn. 

ArchitKturl' Strlt. Butldtn9$ ~tch er.body the dtstin9utshtnfJ 
c:h,rleter'Itin of "tl'ler I pttriod 01" a ",ionll lr'ChttfCtural lytle. 

I"novatiQn". Building" (l,r faciltttn -"letl tnelude architectural or 
efl9tl'\f'er1ng tMO ... "t ton,. 

DDE R[CORDS SCHEDULE 22 

Hhterical StsnlflClnce. 

Ad::2inhtratiltf' Junetto", Ind Acthttt.". Suildtng" ..... eh 4re 
Inochhd .ith tpte r.taJor ,uFlCtion1 of ~ federl' fiover1'l:Wnt 
(eaKuthe 4epart~U, .~tI(ies. 'tid bureauS) and the NJor 
acthitt" of the '¥arious Federal "geoncfe-". 

lII,tionl1 hentl or Pe,.scnoltttes. 8utld1nqs Ct" factlttt .. " wtlieh are 
auocuted ~hh ~ents (I." persons tdio represent the broad htstory of 
Ute country. 

Noted Arch1tKt. Or,,,tnqs by r:otf'd .rchite-cU or ~91ttftr, of 
60th PrGPosed and canstructtod buildings or heillttes. 

Ccntf"O .. ntll. Buildlftgs or f,cHttl .. , IIIMeh _~ tnvohf'd in 
controversy 1n regard to th,tr ~19'. construct len, or utilfzatton. 
Projects temtnlted beC4uS~ of eost crt'l!rruns, safety hazards, and envt ... 
~nul hu~rds I~ Included .. 

Technol091ul S'sntfteanc~. 

Thil Cltegory tl'lClvdes fill'S of 'I.lct. projects IS ftrst ... of",,·t1nd f't'I.er91 
"",se.,ch. de,,'cp~"t. or dfQ:tnstratlon ProJKU or ather u~tque building 
(l,r fact1tt)' projects. Sinu thts is a broad eaucpry .+11th conr, Nnl' 
dllfe-rent t1~s of technte-al f4ctltties. specifiC details have not bten 
4tt~tpd. MCJiIIIner. peroarol'nt l'Kords ""'ht tft9 to theu objects un be 
chosen IIIJre se1ecthel, than records ~latin9 to building'S. In 9!'nera', 
fnn IIItltch shew ho .. the project was destgned. eonst1"'ucted. and 11tert-d, 
"hould be ret.1ntod fcr • selKtton of the ~'St untqlfe strvttu"" and for 
I ~prne-nUt"'e s~lt of repetttive ,nd statlar struttu ... s. 

A se-Ie-etten wMch is to be baled en engtneertng and histortcal 
si91tf1UnCf' Sho .. 'd cOftstdfor projKU "'ieh Include f'ftgtf'IHrtng tf'lnGYI
lions or prototypes. projects .tateh han aeht..,e-d NttCft.ll 4CC1aI~ Gr 
controve",)" or ~roj~(U IIIhtch repreSent thlt major product of In a'jJeftCy 
(SUCh IS NASA'" "pacecraft or WAt, ~drOl!'IKtrtc projects). Aepr"enU .. 
the- u::ple, "f'Iol,lld ~ bUN on th. ty~ of stnet"re or proJKt, cost. 
and regional .... riatlons. Structur"es and ertlerf' used by the Hhtede 
kertc,n Engtl't .... 1ng Record ,nd slr.lllar cOt'-9rehenstv .. Itsts Can serve .u 
o 4),oItdt>1tM Inc:! mnt~ SUtld.srd. 

It ,hO\ild be noted that cot::prehenshe site de •• lcp~nt phns Gr ~"ter 
phn, are cloll'y rehted to NIps. lhe-se clX'lpretu~nshe plans can be 
nah.ted in t .. ms o! c.arto~aphie r"Ho.rds (He SChedule 17' • .tIllr 
Indhtdul' buildings ,nd fulttttes .1thin th~ 1ytl8t un be eoYI'uatPli on 
the buts of this schedule. 

Attachment IV-1 
Page 259 (thru 270) 
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DO( R[CDllDS SCl<[OUlE lJ

EQUIP7JT';~:;~::tl~FE,

Re<crds d.esct'1bed in this sct\edwlt "'if thou C)lnlral', eatnutned b, property .nd
phnt ....._nt penon",,1 fulftlltngtllelr r..pon.,blltty for the ..nogornent.
COtltrol. ACCCuntOtltty, aetnt,n'rtee. JncI operltta.n of lJObtle or IUtlGn"y eqloltp
ClInt .nd perlO-N11 propert,. Fbtut'&-tlpe tqu1pclltnt requiring ule of de-stgn and
construction drawings for rlpatr and N1nton,nca 1s cDWe~ by fAcility RlCords
(US J5). Thts schedule cowers ptriOMI property. equtp:::Rftt, NchtMf'7. lW",tnc
tools, vehicles, offtce equtpgent. and accessory aM auxU tar, tUets, and ,~ro
Plrtsi exclushe of Ii:IOtor _,Meles (US 10). [q.... tptlJnt records Ny ccnpleae-nt
ct' luppltcl8'1tt ~rocvr~ftt 4~ s\.lPpl, records and ,"ccountt"9 ril!Cardl.

RKard' DQ be M/ireglted into grwp' by equtpotnt ktrd, t)'Pt, ~rpole. uH,
location, waluatton, or atMr assigned (/Itl1017, e.g., phl\l, olftco, suppl tel'-

=~lred~::l~:t~:~ r:::~:'~':'.~~::';~'IJ~~:f~a:r=~f~az: 11
rcquirod to efficiently CWInlge equtp::wnt conststont 1Ilith tts value, uuge, Of
s.arvictng reqytra::entS, In SQ:Ie tnsunees, coptn of a p.t"iMI'7 CGntrol r«onl .re
used tor IdlSttionl' SKondtr7 record or tna.lng pvrposes~ o,g., • dupl tute
equtp:lOnt tnventary card iI ftled by nc::ile of aceounUble reploy.e.

Attachment IV-1
Page 271 (thru 280)

ITDl
!!!:.. Dl:SCRIPTlOII OF R£CORO

I. EQUIPM[NT CONTRDl RECORDS or. pr09<rty
.lCc~tiiiltt7 recOids "'leb constitute
1ft inwento", of equtpmtnt~ penontl
propert" and s~re puts.

a. Inventer)' lilts.

c. Ad "stmnt of I"".nte Authortzatlons.
eports 0 suney ItId at tr plpen used

IS fttdtnee of hthor1t1 to tdj"st
tm.nto,," control cud,

ODE RECORDS SCK[lMllE 23

R[TENTlOII P£RIOD

) )'etUi frOCl date of
list.

J lItar-s Aft,r .....
centrol Cnd is prepared,
or 4 YOlrs .fter tqul~
tltnt or pro-pert7 ii
ret:lOyed frClQ control.

4 7ears after dUe of
author1ut ton Or d4te
of postt"!l octton,

2.

ITDl
!!... O£SOllPTllllI Of RECORD

d. Pros"! lund.' fUn 4oeu::ent tng
Kcowthbt It t1 tnnsf.rs at property
ond equl....lIt.

III Copy In proporty .ccount4blltty
offleo.

(21 Copy t n offlcOl tronsforrl"!l.,...rty.
EQU\PlG:lIT MAINT[IW(t£ RW!RllS I~ClUPU;G

IliSPltTIOli. StiVlclliG, Mil ilthlil.

'1 5<a»f7 ledger or ClnI recO<d.
reflectIng ...Intononco end repolr,

b. In,pect1on~ servtce~ I:WItntenance,
and rwpalr reca.nts.

(I) Roconls r.flectlng un....hed
tDnitored problem.

(2) Rlcon:ls renICtl"!l ut15lo<to.,
tnspection, Slrvle., Attnttntnc••
..-cl ~tr. tnchtdes rf'Cljvests for
I&ntel, np4Ilr orders, -art
_ .. $Iloll1ng elites of scheduled
CIt' ccapleted astntlntnce or "nttt.
bt1ltngs. Ind Inspoetlon reports.

il[T[NTlO~ P£RIOD

2 Yl4rs .fter date of
pontng tmentory CArd.

1 yelr.

3 y.... • Iter .,...rty
is dt sposed of or
recGVed frQ:l control.

J Ylns .fter resolu
tion of problca.

1 ,.." tol1owllli
close of fiscal year
In .tIleh lIlIOrt Is done .

3.
rJ:~O:na~W::It~~t::::~:
Ind .xpens. diU for cqutpcant
QlIn.tcn&nC' or optr.ttcn~ reflecting
schllduled Ind OCl.ll hours
Gf oper.tion, "ours ielle ••nd repair
!lou...

) ye.rs dter dlte- of
hst Itnt"..

1
I
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DO( R[CMDS SCl<[DUl[ II 

EQUIP7JT';~:;~ ::tl~FE, 

Rl'Ccrds d.esct'1bed in this sct\edwlt "'if thou C)lnltral1.)' eatnutned b, property .nd 
plant ..... _nt penon""l fulfllll.g tllelr r .. ""n,lbll Ity for the .... g_nt, 
COtltrol, 4CCCunt&btltty, Qltnten'rtee. JncI operltta.n of cobtle or IUtlGn"y eqloltp 
ClInt .nd Ptr'lO-NiI propert7. Fbtut'&-tlpe tqu1pc11'nt requiring ule of de-stgn and 
construction drawings for rlpatr and N1nton.nca 1s cDWe~ by fAcility RlConb 
(US J5). Thts sChedule coyers ptriOMI property. equtp:::ant, NchtMf'7. lW",tnc 
toots, vehicles, offtce equtpgent. and accessory aM auxU tar, tUets, and '".'0 
Plrtsi elclushe af Ii:IOtor •• MeltS (US 10). [q. ... tptllnt records Ny ccnp1eae-nt 
ct' luppltc1G'ltt ~rocvr~ftt 4~ sloIPPl, records and ,"ccountt"9 r«ardl. 

RKard, DQ be M9reg1ted tnto. grwPi by equtpolftt ktrd, t)'Pt, ~rpole. uH, 
location, waluatton, or atM' assigned (IItl1017, e.g., ph"t. olftco, suppl ter-

=~lred~::l~!tP;!::! r::!~:'a!;':'.~~::'"!!'IJ~~:f~a:r=~f~az: 11 
rcqulrod to efflctently CWlnlge tqutp::wnt conSistont IIIlth tts value, usage, Of 
s.arvictng reqytra;:entS. In SQ:Ie tnsunees. coptn of a p.t'tMI'7 CGntrol r«onl .reo 
used for IdlSttlo",1 SKondtr7 record or tndt.tn9 pvrposes~ o.g., • dupl tute 
tqutp:lOnt tnvantar,. card h ftled by nc::;le of accounUble reploy,e. 

lTD! 
!!!". Dl:SCRIPTlOII OF RECORD 

I, EQUIPMUT CONTROL RECORDS or. pfClj>erty 
.lCc~tiiiltt7 recOids "'ICh connitute 
1ft tnYentol')' of equlpmtnt, penontl 
propert1. and s~re puts. 

I. Inventer)' lhts. 

c. Ad "s1mn' of I"",ntc Authorizations. 
eports 0 sunoy ItId ot tr plpen used 

IS "'tdtnee of hthorit1 to tdjust 
tm.nto". control cud. 

ODE RECORDS SCK[lM!lE 23 

RETENTlOII PtRlDO 

) )'e~r' frOCl date of 
lin, 

1 1Itar-s aftlr ..... 
centrol Cnd 15 prepared, 
or 4 10lrs after tqul~ 
gent or pro-pert7 ., 
ret:IOyed frOQ control. 

4 7ears after dUe of 
authortut ton Or d4te 
of ""ott"!! octlon, 

!!... O£SClI1PTlGll Of atCORD RET[nIlD~ PERIDO 

2, 

], 

d. Pros"! lund ... fHn 4oeu;:ent tng 
Kcowthbtl tt1 tnnsf.rs at property 
.1Id equl .... ot, 

II) Copy In proporty 4Ccou.toblllty 
offic •• 

(2) Copy I. offlc .. tra •• ferrl"!! .,...rty, 
EQUIPtG:1IT MAINHIW(t£ RWlRDS I~ClUPIIiG 

IliSPltTlOII, UIVlelliG, Mil Alhlii, 

I, S<a»., ledilr or coni _W. 
reflectIng ... 1.10 •• "'0 ond rep.lr, 

b. Inspection, service, GWllnt.nance. 
and rwpatr reca.r4s. 

(1) Roconl. r.flectl.g un .... hed 
tDnitored problem. 

(2) hcan!o renoctl,,!! sat"hcto., 
tnspectlon, servIC., Attnt.ntnc •• 
....:l ~tr. tnch,des rtqjVlsts for 
I&",tel, "P'tr orders • .art 
_ .. "'oll1ng e1at.o of scheduled 
or ccapleted aslntlnance or "ntct. 
billings, IIId In.pectto. re""rt., 

rJ:~O:na~W!:It~~t::::~:! 
Ind ,.pens. diU for cqutpcant 
Dltn.tcn&ne' or operttlcn, reflecting 
schaduled IIId octull hours 
Gf oper.Uon, "ours telle •• nd repair 
1Iou", 

2 Yl4rs .fter datI! of 
posting imentory c.,d. 

1 yelr . 

3 YO'" lIter .,...rty 
Is disposed of or 
recGVed fra:l control. 

1 Ylns .fter resolu
tion of problca. 

1 ,.." fol1owtlli 
close of fiscal year 
In .tIlch IIIIOn is done . 

1 ye'I'S dter dlteo of 
hst Itnt".. 

Attachment IV-1 
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IlQE RECORDS SCHEDUlE 24

SPECIAl. P'AIERIAl.S llCCOUlfTASILITY REClRDS

I. REQUEST fOR P'ATERIAl.S. RO<l....U for 4 1._",
S~(hj. $O-l.Ircl'. ana ftsstonlble aatertah:
fil" Ninutned by (CC~ntiCbtHt, ShttGnl
to authoriZe and control tho use of 55
Ntcrrh'$ W\der the .Ilo~nt 111tea. and
tr. .CCClU.nll R9 for tr,nsle".

2. AATERIAlS AlLOTMENT fiLES. Sovrc._1Id
sp«hl ttudelr Ntertah .11ota:tnt
'11ts: ROCOrdl docl.lr:l8ftUni requests
for 4~.1 alloteenU aM special
,11otlBtnU of Source arld special
I'IlJclear Nlt.rials. ,nd actions takeR
,,)' "'I;her .ut~"ltl tn concurring .ith
or 4aJnding estlcw:ted requ1re:=-r1U.
and In estfl)lhhtng al10t",nts.

~~ :rr~:~l:t:~a~:.=;~n~r~i:a~~:~t:r:ta~~a~:f:~~~::f:.:r::~ In
NU....' l:lOE..C*fted source Nterhl. and cerUln other BOE-owned NtlJr1al tronl.
ferred within the U,..,ttcd Statu Or bet...tn the Untted St.le1 11nc1 ferplg" ..ntltt ..,
ts cO-l'Itrotled. AICel'ds tnch.ded In this schedule CO'Ier Qlterhl1;rl5nsfer.
reporting, tnsPtct tons, reqwsu for Nterhl • .,llou.l'ntl. and .1 )ocettons_

S yoars.

4 ,.,rs.

RETENTION PER I00

25 1lars•

25 10-".

2S 10_'"

Z 10-'"

a. Cop1" fO""'rdtd to st'" offtce
4d:>lnhhrl_g SS <..OIlnCRlllcy
'1SC"'.

b. Copt" ftlw in o.perAttons offtces
_lid In .hlpplng _lid rec.IYlng
tnsUllaticns.

00£ REClRDS SCKl:DutE 74

(II J.n. 30 _lid Doc_r JI roports
..bcltted bl I........

121 All oU,"".

e. Report fillS of field officel
1nchdtng related corre1ponclence.

6. REPolllS Of APPARENT LOSSES of soureo
or nr.lciear QlIter1.1 (loss-ItS IS doftned
by dlrectl••• Is.ued In cho ~30 ....1••'.

a. Cases tlhteh ..re of widospread pub"c.
90nr"f'Cltntal. or cO"Vflst~1
tnte-rtlt, sl.:bjEtCt to retltrw he,.,.
10 yel" to nrtfl that repOrts
should n!QItn In thn cU~".

b. Othel"l. Subject to ntYtlW ftO'" 10
Je'" to ISCl1'Utn t"'t, report
st til represents an apparent 10$$.

1. REPlJlTS Of S1fIPPER·R£C£I'£R II£ASVilEIlENT
bJfHRERdS pertaining to transfen
~tol betwen Inst.lhttons
undlr the S4:ll! operltlons offfce llId
undlr dUflrent operatlcns offten. and
contalnfng cenc:lustoftS. r~nd.tton$,
and resolutions of tho Q!4$uree;:llnt
dlff.renc•••

ITUI
!J!h... DESCllIPTION Of R£COllDS

b. RtjXJrt fOes of "'tert.h leutftg
Office. tncludtnt relltld
corrnpcrdenee.

RET£NTION PERI~

ITElI
~ DESCRIPTIO~ Of RECORDS

a. Files of offices respon,tble! for 5 lltan.
the ~stabIt $h:lent of source and
,peclal rl"l(1..r Nteriah 4110tt:e-nu.
tegether with t'e1.ted correspondence.

b. fOts of op<tnttG1ls oftltes per"UlntCl9 2 1e"..,.
to eae" orglntutton roquesttng SOurco
anc! s~cial !'IIt',ar Ii3Iterhh; and
eoft$oltd..tH reql,lllstl fo,. at 10tJ:lltnts.
tOllether .1 th rel.ted correspondence.

J. AAT£RIAlS ALLOCATION fiLES. Spechl
resolrch ana t'etetor ;;lIterlah ....G-tatton
fll". conshtt!'i of rKo.rcb concerning

ODE RECORDS SCHEOUl{ 24

ITE_
~ OESeR IPTlO~ OF RECORDS

estl~ted requiN'=lenU of beryl.1I6Cl.
zirconiul':ll, hafnll,lN:l. hcavy water. and
'Y'~h te,

a. rl1e~ of officn .tth .uthorHy to
aUe .1I0(4tio:"l'. together _Ith
related correspOndence.

RElENTlO~ PERIllO

DOE RECDaDS SCHEDuLE 24

IT£_
!!!!:.... DESCRIPTION or R£COXDS RETENTION PUIOO

8. SS TRANSfER JOURNALS"" I_c.l noel bl 3 10-" dc.r d_co
UCOlP'It,4biltty uaticns u • continuing of Int entry.
centrol reeGN of contr.:ctor·$
t nwentort.s. to lihtch are po,te-cl
rectlptl 4n:t shlpcents of SS Clttt"his.

b. rUes of op.eratl0ttS oft1tU.
conststtng of esttmUs subr.lltted
by Contr4ctors proJtctlng SPKI41
C\lterhl net'ds c"r a 3-year per1Od.

C. f1les of 4pprcrrN alloc:attont In
'rea off tee, -.teh ~nclle th,
supplying of spec tal Nterhh.

4. SAfEGUARDS CO~TRDL SURVEY fiLES. SS
~torlai s"r'ttl or lppnlul in"
QJnSlsting of crtlns PIper, geftl'rated
In tonnect1en .1th nyc tear CWIterhh
;:wn.~nt s,",..ty and ,pprllhal
«ttlltits. including COP1 of ftntl
report.

S. ACC~llTA8IL1TY "EPOlIS. Sovrce _lid .pechl
.....clear GlIater"ls balance .snd 4iCCOl,lntabtl tt1
reports ftl" consuttng of pertodic r'e"pOrlS
and related dOCl,l.:l!tnts co::pl1ed 4nd Sl.l!lGlitttd
b1 contr,cto". lesuts. ond DOE field
011lc6. ,rd lnc.hdlr'l9 tht ftles of the sUft
diviston res;4nstble for .scbtntStr4tlon of
the SS "terhl .\c'..nUblll tl S,.C....

Report ,ihs of the st'" C1htstot'l
&d:Dtnhtt'rj:.q the acc~nt4btllt1

S"tco.

(IJ June 30 aft:S Dece:=btr 31 reports.

(21 All oche...

2 ,.e.t'S.

25 years.

S y"rs.

9.

10. SS AAIERIAL SH1PPIIIG fOllll fiLES
consisting of DOt Fora, DP-I41 or
tqYlulent. uS4'd in the tr.nsfer of
sauree afti spectal nuclear Qlte!rhls,
or other Qltert,l CGntrolled b,. the
SS Oottert.1 s ..ccou:nUbt I I t1 s.,stec.
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IlQE RECORDS SCHEDUlE 24 

SPECiAl P'AI£RIAlS lICCOUlfTASlllTY RECeROS 

~.! !rro!:~ 1:t:~a~:.=;~n!r~ i!a~~:~t:r:ta~~a~:f:~~~::f :.:r!:~ in 
NU .... ' tlOE-C*fted source Nterh1. and certain other BOE-owned Ntar1al trons
ferred within the U",ttcd Statu Or bet ... tn the United St.tH 11nc1 ferplg" .. ntttt .. , 
ts cO-l'Itrotled. AICel'd1 tnch.ded In this schedule cower Qlterhl1;ri5nsfer. 
reporttng, tnsptct tons, reqwsu for Nterhl • .,llot.Qlontl. and .11ocattons_ 

ITElI 
~ OESCRIPTIO~ or RECORDS R[HNTlON PERI~ 

I. REQUEST rOR P'ATERIAlS. RO<l .... U for 4 10.". 
S~(hj. $0-1011"'1', ana ftsstonlble aatertah: 
filII aalnutncd by "c~ntiCbtHt, st.tiGrtl 
to authoriZe and control tho use of S5 
Ntcrrhl, W\der the .llo~nt 'Iltea, and 
tr. .ccou.nt 1 R9 for tr,nsfe". 

2. AATEAIAlS AllOTMENT filES. Sovrco and 
sP«hl !'tude., Ntertah ,l1oll:l:tnt 
'tIn: ROCOrdl docl.lr:l8ftUni requesu 
for 4~.1 allotcenU aM special 
,I totlBtnU of Source arid special 
NJclear Nltlfrials. ,nd actions takeR 
")' "'I;her .ut~"ltl tn concurring _ith 
or 'atndlng esticw:ted requlre:=-r.u, 
and In estfl)lhhlng a110t",nts. 

a. Files of offices responsible! for 5 )'lta". 
the ~stab 1t $h::Ient of source and 
,peelal rl.ICI .. r Nlter1ah al1ott:e-nu. 
tGgether with I"el.ted correspondence. 

b. fOts of ~ntlG1ls oftlteS pertllnlCl9 2 1e""$. 
to eac" orglntutlon roquestlng SOurco 
Inc! s~cla' !'IIt',ar Ii3Iterhh; and 
co",olld.t" reqlolllstl fo" at tot.aents. 
tosether .t th rel.ted correspondenco, 

J. AAT£RIAlS AllOCATION rilES. Spechl 
resolrch ana ntKtor Ml4terlah .Uo.catton 
ftles, COftshtt~ of rrcOf'cb concerning 

ODE RECORDS SCHEOUl{ 24 

ITE" 
~ OESeR IPTlO~ OF RECOROS 

estl~ted requt~nu of beryl 11161:1, 
zirconiur.l, hafntl.lWl. hcavy water. and 
'Y'~h te. 

a. rne~ of offtcn .Ith .uthortty to 
aUe .1I0(4tio:"ls. together _Ith 
related correspOndence. 

b. rUes of op.eratl0ttS oftlces. 
conSISting of esUmUs subr.lttted 
b)' contr4Ctors proJKttng sptoClal 
C'loIterh' net'(ls Q'er • 1-year per1Od. 

C. files of 4Pprcrrf'd alloc:ationt In 
're" offices td'Itch lanclle the 
supplying of spec tal Nhrhh. 

4. SAfEGUARDS CO~TROl SURVEY FILES. SS 
~torlai s"r'ttl or lppntui ints 
QJnSlsting of crtlns papers geftl'rated 
tn tonnectlen .Ith n",clear CWlterhh 
;:wn.~"t s,",...y and .pprllha' 
«thltlts. tncluding COP1 of final 
report. 

S. ACC~lITA8IL1TY REPeRIS. Sov_ce ,nd ,peclal 
..... clear IilIater"ls balance .snd lICCOl.lntabtl tty 
reports ftl" consuttng of periodic r'e"pOrlS 
and related dOCl,I.:l!tnts co::plled 4nd Sl.lbGl1tttd 
bl contr,cto". 'us .. s, ond DOE field 
offlcH •• td tnc.I~Ir'l9 thlt fHes of the sUft 
divlston res;4nstb1e fot' .scbtntStration of 
the SS Itot.rhl .\ccwntabl It t1 S,.t"". 

Report fih' of the sUff Clhtstot'l 
&dODlnhtt'rj:'q the aCC~"t4bt1lt1 
S"teo. 

(IJ June 30 aft:! Dece:=b.r 3) reports. 

(2) All otho ... 

REIENTION PERIllO 

25 ),.ars. 

S years. 

ITE" 
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00£ RECCROS SCK!:DutE 24 

IWI 
!llh... OESCAIPTIOX or AECOlUlS 

b. RtPOrt fOes of "'tert.h lelllftg 
Office, tncludtnt rel.tld 
corrnpcrdenee. 

(I) Jun. 30 and Ooc __ 31 .. port. 
.. beltled by I ........ 

(2) All ot,,"n. 

c. Report fillS of field offiCII 
Inch~lng ralated corre1ponclence. 

6. REPolIIS or APPARENT lOSSES of $GUru 
or "",ciear QIIter1.i (loss-ItS IS doftned 
by direct I ••• In"" In t,," ~JO .... 1 •• '. 

a. Cases tlhleh Ire of wtdospreld pub1tc, 
voY'F'TCItntal. or CQ."Vflst~1 
Inte-rlst. sl.:bjEtCt to rewtew "e" 
10 ),e." to nrtfl that reports 
should reQltn In thn c.t~".. 

b. Othel"l. Subject to reylCW ewa", 10 
,e.r$ to .scm.tn t ... t report 
st tll represents an apparent 1oss.. 

1. AEPCRTS Of SHIPPU-RECE"ER IIEASVl!EIlENT 
bJfHRERtts pertaining to trans fen 
~tol betwen tnst.1l1ttons 
undlr the S4:ll! oper.ttons offfce .1Id 
und.r dUferent operattcns off ten, and 
containing cenc:lultons, r~nd.tton$. 
and resolutions of tho OI!4$urec;:llnt 
dlff.rence,. 

a. CClp11S fDrw.rdtd to st.,f office 
4d:>lnhtorlng SS 4 .. O\Intllllllty 
'1St .... 

b. CoptH ftlw in o.perAttons offices 
and In ,hipping and ....,orvtng 
In,,"laUens. 

DOE RECoaOS SCH£DUlE 24 

IIHlNTlON PER I 00 

Z5 1lars • 

S yoars. 

4 le.rs. 

Pel"Clanent. 

2S lOa ... 

Z 104 .... 

!!!!:.... DESCRIPTION Dr RECOXDS RETENTION PUIOO 

8. SS TRANSFER JOURNAl.S "" Intol noel b1 3 10'''' dter doto 
UCOIP'It4biltty nations u • continuing of lut tntry. 
cantro' reCGN of contr.:ctor"$ 
I nwentort.s. to lihtch are postK 
recltptl 4n:t shtpcents of SS cet""hh. 

9. 3 ),ur'S. 

10. SS AAIERlAl SHIPPIIIG rOAN r IUS 
consisting Df DOt Foras DP-I41 or 
ltCi",tulent. uM'd in the tr.nsfer of 
saurce aftt spectal nutle.r Qlte!rtals. 
or other Glterl.l co.ntrolled b)' the 
SS OoItert •• s ,cc,,"nUbt I I t1 'Sofstec. 

J f jscal ,,,rs. 



RETTlHlCJl PERIOD

Dll{ REcoaDs SCt<[OU1E 2~

IlEH
M:.... DEScalPll00i Of RECORDS aElE_TlO' PERIOO

a. ~uhnte unlee repOru. 3 JeaN.

f • fire '''1'0 syllea U1U. radto 1 yetlr.
cOl:r.Ilo.lnlcattons logs. r('porU en Instde
,nd outside fire drll11. datly fo~c

reports, ancl butldtng tnspe-cttons.

g. ~.,' 14"" brtg4de 4Uend,nuo ",." 1 yur.
training records.

h. fire truck records and control1od 1 year.
burning reccnh.

DOE 1324.2
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OOC RECORDS SCHEME 1S

ICEDIUl, KrALTK. IlID SAfETy RECORDS

Reea.rds C01'end b1 tbh Kttedule Include the fonOWlng Clal"l of reco-rds:
h) ..tet1 "".._nt; (b) ...,teal .nd h••lth .....rch; (c) opor.tlan.l rocord.
for M.lth units, fire u.nlts. aNI blo'09tul ,.bor.tGrtes~ (d) tnett.'dual uu
fUltS of e::plo,)'ee'S expoSed to hlurdous or tOxic lub,tancel. or radloacttvtty:
• nd (.) IKard. of DDE-controllod .ctl.ltl....noc:t1ng tho protoc:ttan pro.tc!oo1
to ec:plo7HS, the ~b1tc t pro-pert,., and the envlroracnt durt 1'19 thl! conduct of
tho acthtty.

ITE"!!h. DESCRIPT 101 or RECORDS

I. WETY IWlAGfHENl RECDIllS.

a. Occurrence Cit ddttted by the Antsunt
see,..ury for (nwtrorQrlt) tnwfntgltten
fIl •••

lI) R",ort ftl •• ".tnUlnad b1 tho
Dhlslon of Dpoo.tl ...1 .nd
[rwtror=mul Sofd)'.
Ko.dClll.rt....

Ca) 'l1el on occu.....ncn Wllch Pe-mIIMnt.
wre of .td~Ipr'elid pu1l1 tc
and congrestlflon.al tnt,r'eU.

(b) m .. on .11 ath.r SO ,..r••
O((urrencel.

(2) fll .. ""Int.lnad b1 fI.ld IS )'I.rs.
org.nlzatlons, tnthdl'" , copy of
the ",port, related cerre-spottdence,
teeh.ntcal dati, Stltegpts of
wltnotS" 'nd e:plOYHS, oth.r
rel.Wlnt tnforuattGtl .nd diU.

b. Rl'PQrt\ of Iftlpec.ttons. lpprlts.h, 10 ,.,1".
eudih, Itud'", Ind pertllWflt
corr.spoftClence aal"tllntd by
organlzattCIAII \iniU rHPGnstbl, fer
"fety of factt tty. cowertng unsafe
ccndtttems, hl,.rds of crlttultty,
fire hazards, Itres, .nd eJplostcn"

DOE RECOIlDS SCK£DutE 2~

lIE"!!!:... DESCIIPTlOII Df RECORDS RHENTION PEalDD

togltf'te-r .Ith Keldent ,Ut hUCI,
oJc:lu,ive of tndivldu.1 Kcldent
..part••

c. Aecord' of "perls of routine s41..t)' 1 year.
tnspectlonS. lnc:ludln9 ... tdence of
'ctlon talen ..

d.. RlPorts, suttsttes. and correspondence 10 ~.trS ..
relathe to traffiC 'nd p,..rt,
daNge acc:tdenU, Includtng records
rohttve to SV=:QIrl,.s of Industria'
Pt"rsn.l tnJU1'J' acctde"U, eJc:lustve
of cas" tnwohlng perscnJl Injury ..

•• Rnervld.

f. PrescrtpttortS for safety glanes.. 6 r:l'JnthS.

4.

~.

Attachment IV-l
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J<[DICAI. oa KEAtTH RESEAJiCK PROJECt CASE Pa"""nont.
fllts relieeting tM l'lhtGry of the
;:esQ'irch proJoct fro::'l 1nIt t 4t ton to cClq)lo·
tto.n. Inc1udtng re\tarch. de"elopclent.
4es1gn, Ind tMt rasulU. Inc:lud~ ue
records sueh.n: project iJropoul. r.:-wlew
~randa and c~nu. proJKt authorha·
tlcns and dtrccthe~j, ccptl1 of ult~ub11shed

Nr'IU$CrtplI. Jour",,1 lIrt1e1,s and conference
papers_ progrQSs roports, correlpondonce
Influencing tM direction of the prOJKt,
and l1sts of publications and files
resulting fro:l the project. Aha tncluetiN
ore the records of ,ny Sutlse-quent studie,
resulting frc:a the resel~h.

RECORDS Df PERSONNEL EXPOSED TO HAZAJiDOUS

g¥tW·mllr.Js~F ~~~~~a~~~~:&f. tha
norcal C:Ol.Irse of busineu I'stablhhlng
e_posure of pen.onnel to h'Urdous
concentr.t lans of tOllc che:ltc.h and
otbe'r e"urlah •••cludlng r.dtonue'tdes,
and Indh'tdual ec'lplo)'ee files.

41. SUndords. OI>.rattn9 guides. ond PerNAent.
procedure'S. ire ludtng rewtslons and
bdckground records ..... tch l!$t4bl hh
operat tng pr.ct Ices.

DOE RECORDS SCHEDlJlE 2S

11£"
!!!:... DESCRIPTlOII Of RECOIllS R£1EOTlO>i PERIOD

loc,l red.ral Record'S ('''ttr. Ute&!r no
ctrct,gSUnces should thfse fOe~
le"t to Ole Altton.l P,rsonn.' Records
Contor ICPR).

b. Indhl~l !'t«.lth Rtc:ord rOes. CArcb 6 ,.&r~ after dltI of
""'ICh COtltilft such In,omattoft as last entry.
date of rapl01"'S vhU, d1&gnosts
And trelRnt ..

c. MulUt Unit to.ntrol rUn. Logs or
re-ghiirs refifCUteg dilly nu::bet' 0'
vlsUs to dhpeDurtes. first .Id
rOCDs. lmd health VfIlts.

t1) If Infomatton h s~rtzed on J c:ll)nt....s after lut
statlstlc,l rl'ports. entr,.

Z. J<[A1.TH UNIT RECOilDS.

•• J=:~:~r=~lee:c~a:~~r~:/tlp.
rKGf'd;S re1attnt to lei e::plo)'H's
tEdlcll hlltery, oecupattonal tnJurles
or dtUISl'S, ph,ntc.' bt:ltn,atlcnS,
Ind all tre'ttrnt received In tlte
Ka.lth Unit, £lQ.UDIICG rocord. of
'.palUte to toxtc: SUMtanceS, to.lc
c:htatcals, and to untqu. occupnlona'
btu",s of the .to:rlc ~rg)' Pf"OF'C
(ltea 7, this Ichtdul~). Aho
.~1" ~lo)'C'tnt physical
euatnetiOM and dtubl1lty
rettrc=ent .nd fttness for duty
eUalNtlont .... fch are fl1K In the
Offtcl., P.r.o..a' fold.r (DPr) upon
'IPoIr.tlon of <"lI101" (Rot: fPHS
Z9J-JI1' Tho.....ord. not ""Iutrod
for ft 109 In tho II'f. If not ..Ulnad
by the agency. Aly be tr.nsf,r~ to the

12 ~ars after last
entry. 3.

(2) If InfOf'QItion Is not slI::UriJed.

fiRE .011 RECOllDS.

I. Jhl"Q, tnYest1q.tfon. an.d tncldent
re,orts rehttng to various types of
fire ahml and investtgations of
fir,,; t~l"dlng swrCt dati cone,rnlftg
Urn In which foultttl1 aly result
or .men 11"101" I s suspected.

b. rtre e.ttnguhll~r hhtory rKord, end
,. re hose reconSs.

c. fire ,.ttniuhher InsPf-ctlon rKords
showing crtscrlptto" of uUngulsurs.
r«h4'1tng data. a"d n~s of
t",prctors.

d. fire Itatton opeoratfng logs.

2 )'eus after last
f'ntrJ.

10 yurs.

1 Ylar after ~Vll
of .q:uf p:afnt fra:a
s.rwlc••

1 year ..
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tiE" 

DOC RECORDS SCH[M[ lS 

IClDICAl. KUl TIt. 1/10 SAfETy R[COROS 

Reecrds C01'end b, tMs Kttedule Include the follow1ng Clallll of recGrds: 
(0) ufot1 "" .. _nt; (b) oedleal and h.alth re.earch; (c) operatIonal roc.1'<Io 
for M.lth untts. fire "nits, aNI btol09tul '.bor.tGrtes~ (d) 'nett.'dual uu 
fU .. I of e::plo,)'ee'S expoSed to hlurdous or toxic substances, or radtoacttvtty: 
and (e) "'01'<11 of DDE-controlltd actloltl •• reflecting the ProtectIon proolc!eo1 
to ec:plo)'OH, the ~b1tc t pro-pert,., and the env.roracnt durt 1'19 thl! conduct of 
tile octhlty. 

tTE" !!h. DESCRIPTIO! or RECORDS 

I. WHY mAGfll£Jll R[COIllS. 

a. Occurrence Cit ddttted by the Anhunt 
SeereUt)' for EnwlrorQnt.) tnytltlglt.len 
fIl ••• 

b. 

(I) Report ftl •• "alnUlned b1 the 
Oh"l .. of Dpewatl ... l and 
[rwtror=mul Sofd),. 
KeadClVart .... 

(.) nhl on occur ... ncn w.lch 
Wf"I of .id~,prelld pullt Ie 
and congresttflonal interest. 

(b) FlIts on all othor 
O((ur"ncts. 

(2) flln ""Intalned 1>1 fI.ld 
org.nhat.tons. Intludl", I copy of 
the "'port, related cerre-spottdence. 
tec:h.ntcal daU, ,t.tegplS of 
.ttnotS" and e:pIO),HS. oth.r 
rel.Wlftt tnfon:llttGtl ,nd diU .. 

Rf'POrt\ of Inspections. lpprlh.h, 
audits. Itud'", Ind perttlWflt 
corr.spoMence aat"tatntd b)' 
organlutiCIAII \inU, rHPGnstbl, fCr 
"fet)' of lacH ity. cowering unsafe 
ccndtticms, h.nrds of crtttultt)', 
ftre hazards, fires, 1M e.plostcn'S. 

DO£ REtoIICS stKEOUl[ l~ 

RETTlHlIJI PERIOD 

Pe-mIIMnt. 

80 y&ars. 

IS lOa ... 

10 10'''' 

!!!:... DESCRIPTIOII Of RECORDS RHENTlOH PERIOD 

togltf'ter with Keldent ,Ut tltiCl, 
olclushe of Indhldu.1 Kctdent 
report •• 

c. Aeconh of "perts of routine s41ltty 1 year. 
Inspect tens , tncludtn9 •• idence of 
action talen. 

d. RlPorts. sUthttes, and cQrrespondence 10 ~.t$ .. 
relathe to tufflc Ind p,..rty 
daNgI acc:tdenU, Including records 
rehtive to "'~rl .. s of tndustr'" 
Pf"rsn.' InJU1'J' ace I de"U , e.c:lushe 
of caSH tnyahlng pericn.' Injur), .. 

t. RHervld. 

f. PrescrtptiortS for ufety glanes.. 6 r:l'JntM. 

Z. I<£At.TIt uXtl RECORDS. 

•• J=!~:~r=!:lee:c~a!!: ~r~:/t 'P. 
rKGrdS rehttnt to lei e::plo)'H's 
mdfcll htstgr),. occupational InJurfes 
or dlulIH, ph.ntc.l eU::ltnit tens, 
Ind a11 treatC'rnt received 1n tltl' 
Kealth UnIt, UQ.UOllcG rec01'<l1 of 
elpolUre to toxtc: 'SUbstances, todc 
c:t\tQlclls. aM to untq\le occupatfonal 
hlUN' of the .to:rlc ~rg)' Pf'OF,C 
(ftea 7, thh IChtdul~). Aha . ~1" ~Io)'C'tnt phyllc.1 
eaaainittons and dlubl1fty 
rettrc=ent .nd tttna" for duty 
euatNttOM .... te:h are fUK fn the 
Offlcl.l Per.onnel Folder (OPr) u,,"_ 
,eparatton of <"11101" (Ref: fPIIS 
293-311' Tho ...... c.1'<I. not requIred 
for fI Ing In tile OPf. If not retaIned 
by the agenc)', AI)' be tr.nsf,r~ to the 

12 ~ars after lut 
entry. 

IIEH 
M:.... 

4. 

~. 
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00{ REcoaDS SCt<[OUl[ l~ 

DESCRIP1100i Of R[CORDS 0[1E>1I0' PEOIOO 

0. ~uhnte unite reporu. 3 Jean. 

f. fire '''1'0 syllea U1U. radto 1 yetlr. 
COI:r.II.Inlcattons 'ogs. reporU en In,Ide 
,nd outside fire drilh. datly fo~c 
reports, ancl building tnspe-cttO"s. 

9· ~.t' t4,.,. brtg4de attend.nt" ",." 1 1'ur. 
training records. 

h. fire truck records and control1od 1 yur. 
burning receNs_ 

I<£DICAt. OR HEAlTH RES[AJlCH PROJECt CASE P."""""nt. 
!llJ1 relieCling tM I'IhtGr), of the 
research proJO'ct fro;:, 1 ntt t 4t ton to cClq)lo ... 
tto.n. Inc1udtng renarch. dc"elopclent. 
4es1gn, .nd tMt rasults. Inc:lud~ ue 
records SUCh 41: project p.ropou1. r.:-y1ew 
~randa and c~nu. proJKt authorha'" 
ticns and dtrccthe~j, ccptl1 of ult~ub1lshed 
Nnu~crtp". Jour",1 artlcl.s and conference 
pape". progress roports. correspondO'nce 
Influencing tM direction of the prOJKt. 
and lists of publications and ftles 
resulting fro:l the project. Aha includltd 
ore the records of In)' Su1)$equent studies 
resulting frc:a the rese.~h, 

R[CORDS Of PERSONNEL EXPOS[O TO HAZAJlDOUS 

gnH3Mard$~F ~~~~~a~~~!:!ff. tho 
noreaT C:OUrse of buSlnflS establtshlng 
e_posure of pen.onnel t.o hlUrdoui 
concentr.ttons of tOlltC Che:llc.h and 
other CiUrhh ••• cludlng r.dlonuc:1ides. 
and tndhtdual ec'Iplo),ee fUel. 

a. SUndords. ol>eratln9 gutdes, ond 
procedurH. ire ludtng rewtstons and 
bock ground records ..tIich 1!$l4bl hh 
ope rat tng pract tces. 

Pet'NAent. 

DOE RECORDS SCHED1JlE lS 

Ill" 
!!!:... O[SCRIPlIOII Of R[COIllS RE1["TlO>l PUIOO 

). 

lOCI' redora1 Record'S (,,,ur. Under no 
ctrct,gJ\ancn should thfse fne~ 
se"t to Ole Nltton.' P,rsonnel Records 
tenter IcPAl. 

b.. Indht~l Ha.lttl a,c:ord rUn. CArcb 6 'ye,rs after dltI of 
""'lch COtltilft such In'omatloft u last entry. 
dab of rapla)".·, yhlt. dt&gnolh 
And treaRnt .. 

c. MulU't Unit to.ntrol rnn. Log' or 
re-guiirs reflfCttftg dill), nu::ber 0' 
,,1st tI to dhpenurles, first ltd 
rocas. lmd health Vfllts. 

(l) If Infomatton Is '~rtzed on l c:II)nths liter last. 
statistical rt'ports. entr'y. 

(2) If 1nfOf'QItion h not. Sll::Urbed. 2 ),elrs after last 
toftt..,.. 

na[ UNII R[CGIlOS. 

I. Jhn3, 1"Yt!stiq.ttan. an.d {nctde"t 
re,oru rehttng to Yarlous types of 
ftre a14ms and inYlsttgatlon, 0' 
fires; I~I"dtng swrCe dati (onc,rntft9 
ftres fn which foultUeI Day result 
or .me" .,SOI" t, suspected. 

b. rtre e.t.inguhll~r history rteord, and 
It re hose records • 

c. fire •• t.fniuhher fn'Pf-ctton records 
showing cres.crtpUo" of uttngutsurs, 
r«h4rttng data, and n~s of 
t"spectors. 

d. ftre Itation ope-ratfng logs. 

10 yurs. 

1 Year after ~ .. 1 
of .q:ui p:atnt fr(13 
s.rw1clf .. 

1 year .. 

6 years. 
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DOE RECORDS SCHEDULE 2S

lIEM
!!!h... DESCRIPTION Of RECORDS REl[NTIO~

b. Opc!r4ttng plans for s.~fctflc joe, 1 ,"urI
",1 ttl t n the Kept' of thf' above·
tSUbl ts!'lN ~r.tt"9 "r~t tces.

c. aecard$ Jlnd 1nvt'stlgntons esUblhhing 1~ )'ean.
the eJltent of If:l)'oytt rlpOnlre to
toxtc QiCJ\IUIs And Ntert.b. Thes"
recerCls should bl: filed in the "toah
Ph1\;CS per1C:l"w'1O' folder (1tCQ 1 ~lQ1ll') •
....erenl" poutb'e.

d. Indl,lUrtil Hygiene '.""'U recording
'Ilnc)', for Industrhl hazards other
than radhttcn and COflh::;Ntlon.

(1) Surve)'s IM'cntng no 'nd-olsVial 7S year1..
huard.

Un" 11 purpo$C " sened.
or 3 a)nth'. ~tcheytr

ts ..arlh·r•

RETEMTIO~ PERIOD

DOE RECIlItDS SCHEDUlE 25

Incld.nts. radiatton and COnt4=l1lWUon
prob1er.:tS. rele4Se of radtonucltdes to
wort UYU or p~1tc 101\6. tntef"pre
uttan of ",","SUI' ch.rt recordt~. and
slC'lthr tUt'lS.

d. Routine hdl~t;O" and CcntUllnnton

~~:Tnn;ft1&~~a::~':~~~:~,t~ua'ng
e~UIp::ll!"t cal tbratten,_ 'ncHeating no
unusuol health or s.atet)' proble:t:ls.

e. R~orcler (tl4lrt Records Of ,.adlatton
ana cont~tnatlon detected by air
•cthtty oonitors (gu..cus and
particulate) and 10000tUtiO-" ch~ers.

f. :::~:i :::t~~1~~~i~:n~~~::t:~
problecs.

INDIVIDUAL EMPLOYEE HEAlTH HAlAAO CASE 1~ y••n.
rIll. tnahldual eqlOYH toxtc cieotcal
~te,.tal exposuro hUtory f11e, Incl\£dins

~:::~~f).eXf:~r3s(~~~:t:~:~ :~
v1$itors. EaCh fill provides a record of
an tnclhtdtlal"s exposure, :t~ludl;9 both
::TM:~ and positive n:s" Ii 0 'hall

1.

ITEM
~ DESCRIPTI01l Of RECORDS

Until rolated facility
h dlSNnt1~.

(2) s.urv.)'s Indtcating 1I potenttol
'ndu'tria1 haza rd.

AADIATlON.CO~TAHtNATlO~CO~TROL PROGRAM
UtORbS proytaln; an «curate. Q"",,,nttUtho
de"rlpt1on of the ••p01Ure Q-f persoMel
to eaternal r,Jtauon .fAd tnternally
deplaited r'dlot¥;lIde1o. 1~ludl~

de,elo~nt of 4pproprtate re~ht'cns 4nd
PtoC~wttt1. und a1. a bU" for the radlat ton_
ccnt:J:11l'l4tlon cOl\trol prC19rCl. hc1loldes
IMhidual Ii!C\llo)'ee ftles.

6.

r

a. ~~':il~:~~g [~idt~~lo~::p:~~~do1.e to
the 1ndhldua1 dwe to ,1~ha. beta.
g.af'QI. dnd neutron r,dtation a-s
cletemtned by persoMel ..adtatton
Q:nttcrS or by 6tieaous b4s.d on
otl'ler radtat 10n dose Instnn!nts.

(1) 'le1.ulU of fGui~nt calit~r.tlon

eSUblhh1ng the authentic1t)' of
the "boylt dose ~sultt.

a. Records of ,Un and nUbl ccntctNtton
1nctdents. Including dlCcnt4:3tn4ltton
clet",th.

b. Incldtnu tnvolv1ng conumlnated
tnJurles••long .tth decont&:1INttcm
and treat'-nt of such InJu,.lu.
InclUding tourniCliuet tlga ,.ICOrd,. tf
used.

DOE RECORDS ~CHEDULE 2~

DOE RECIlItDS SCHEDULE 2~

(3) Rddt4tion eapoS!Jres eaceedtng
qU4lrt~rly to ye4lf'1,Y eaposure gutdes
,nd stand'rdS.

d. Invcsti9'ttons of the following type,:

(1) AuioO,t,10ns of rad1oactiv,
l:l4tertah tn eJlCCU of sUndards
and control gutdl!Si

(2) M11.$1ng or unusual personnel radtuton
exposure cUtai

RETEMT!O~ PERIOD

c. Results of direct r-e"ut~nt of
"lidl'tion 'rca tM chest. specific
organ,. or wholo bOdy.

ITEM
~ DI~CRIPTIOH Of RECORD~

RETENTlOli PERIOD

75 yurs.

Until tapos"" rKord
.boye ...., bHn Ylrtlted
.nd approyed. 0" 1
,...... .mfc"'v.r 1$
..rlter.

(3) "orhhett" ,,~_SU for .I'I.lysh.
chart rt'CordS rtcordi~ infOml
tiOI'! .tIich cyU be tnttrpr.tf'd
or furtNr codtfltd btfo~ use,
autoclatlc d.t11 practistng ,ys~

tn~ut r'KGrds. ott~r l"fOmlUO"
u'Std in tntt'ri~ calcul.ttons or
to verH)' t!'lat record.d l!f,ta is
co,.,.ct (for elJ:Ph: chfd.'ShHts).
It lC2 bad9f', and statistical
w~ri., dupl tclting the above
eapO,~e 4itl.

ITEM
~ OESCRIPTlOli or RECDaDS

(2) -"t~at1c data prot.Sllng s,ura
progrps. C.'" trlstrucUon
UpeSI "Od diSoCS if uUd for
rttr1ewal of itec • abon.

b. T~cl'lntcal SUndords 0 raUl" Cui4es
, r.. 0 ra ,n a , en-
Ol' m ft, Gn on ro roce Ur"U

&sc"'61"9 thf tichnlul ..na
a<blnist"ltin buh for ttle radlatio,..
ccntaJainotion pratte tion pr09r~1

OJ Historical fll. Of 'Undarcll. Pf'"..,nent.
guldfl l and proce-durtl. including
...,hlonl. a"d blclgl"'OCr.'ld
records d.ftnin9 p"'101.O~t17 In
dn.loP=tnt. Clethods of ev.lu.tlon.
and cc« and SCopt of ndhttcn-
cont&:ltnation Clrojectlon .florts.

(21 Oret.-tI phM for SPfclfic Jo~s I year.
per'ame-d witntn the ICG~ of the'
abeve prOCfdt.lr" and slCltlar
records r.htl"9 to f'Ololtin, 1.1111
operotlo",.

(. ~~~:r::' a(~::;~~i~r;·:~O~: f~tCh
,tid dan)" acthlttu. including I'l'I.usy41

(1) Poslthe laboratory results on
~lonu'y s~plu (Ilrlne, hCM.
blood) used to deten:'l1ne tntern41
•.nstQ1httcn of a radlonllc1tde by
an lndhidllal.

(2) laboratory results t!\dlcat\ng no
.SSIDtlattCtt of radlOlcthe gateri.ah.

B. (RESERVED)

9. EflVlROI<>I[NTAl COUTAHINATlON MEASUREMEMT
RtCORDS tnlhuting p,.est-nc.e 4nd ~unt
01 conU=in4ttng Qttert,h (includ1ng
r.td1aoKl h,~ lJl.terhh) tn urr.plcs of ,ir,
..tltr. earth. btological (animal and
v0geUt ton) .I'd spectal Q.lteri.h frcc
onsile and offs1te locat10ns.

4. ProcedurllS wt'ltch det,il the ...·thcds
~requency of anal)'sh of
envlrc~ntal uJ:;'les. Inclu4n

r 
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ITEM 

DOE RECORDS SCHEDULE 2S 

lIEM 
!!!h... DESCRIPTION Of RECORDS R[I£NTIn~ 

6. 

b. Opc!r4ttng plans for s.~fctflc joe, 1 ~.tr. 
.t ttl t n the Kept' of thf' above· 
tSUbl ts!'lN ~r.t t"9 "r~t tces. 

t. aecards Jlnd Invf'stlgntons esUblhhing 1~ )'ean. 
the e.tent of tr:l)'OJ'tt riponlre to 
toxtc QiCJ\luls And Ntert.b. Thes" 
recerCls should bQ filed in the "toah 
Ph".cs peru:rw'1O' folder (1tCQ 1 ~IQ111') • 
.... erenl" PQntb'e. 

d. Indl,lUrhl H1giene '.""'U recording 
'Ilnc)" for Industrht hazards other 
than radtattcn and conh::;Ntlon. 

(1) Surve)'s tMtcltlng no Ind-.lstrial 7S years", 
h.!!lard. 

(2) s.urve),s Indicating 1I potent hI 
t ndu' Via 1 haza rd" 

RADIATlON.CO~TAMtNATlO~ CO~rROL PROGRAM 
UtORbS proviain; an «cuute. Q"'", .. nttUtho 
de"rlptton of the •• pO$urQ Gf persoMel 
to eaterna1 r.Jtauon .fAd Internally 
deplaned r.dlot¥;lIdes. 1~ludl~ 

dc,elo~nt of 4ppropriate re~htlcns 4nd 
ptoC~wrtts uud as a bas h for the radiat lon_ 
ccnt:t11l'l4tlon cOl'ltrol pr09r.:::l. heholdes 
lMtvidual li!C\l'o)'ee fl1es. 

a. ~ruil~:~!g [~idt~~lo~!:P:~~~dose to 
tl'l~ individual dwe to .I~h •• beta, 
g.4If'QI, 4nd neutron r,dlat.on a-s 
cletemtned by penoMel ~4dtatton 
Q:nttcrs or by Htieaous b4sed on 
other radtat 10n dose 1nstnn!nts. 

(1) Results of fGui~nt u1i~r.tlon 
eSUbUsh1ng the authenticlt)' of 
the 4bove dose ~su1t •• 

DOE RECORDS ~C.EOULE 25 

Until rolated tacil tty 
11 dtSNnt1~. 

~ D(SCRIPTlOli Dr RECDaDS RETENTlOli PERIOD 

b. 

(2) -"t~at1c data procoUlng slstra 
progrps. c ••• trlstruction 
UPI'. ,Od dhcs if uUd for 
rttrtel'al of itec , Ibon. 

(3' "ortshett •• r~_su for .",1J'sh. 
chart rt'CordS rtcordt~ 1nfOm!
UOI'! .tIieh cyst be tnttrpr.tf'd 
or furtNr codttttd btfo~ use, 
autoclatte dltll prOCtislng ,ys~ 
,"~ut rHGn". ott~r '"fomalio" 
used In .,.tt'ri~ calculUlons or 
to vertfy that record.d I!f,ta is 
co,.,.et (for elj::ph: chfd.shHU). 
f11C2 bad9fs. and staUnlea' 
w~ri.s dupl tclting the above 
e.pos~e 4fltI. 

ttle radtalio,.. 
ccntalatnotion protte \ton pr09r~. 

75 yurs. 

Until tapos"" record 
.bowe has bHn verified 
.nd approwed. or 1 
1*lr • .mle"'w,r 1$ 
flr.ier. 

OJ Historical ftl, of sUnetardS, Pt>nilinent. 
gutdn. Ind proce-durts. including 
... ,htol'ls. artd blclgr"Ocr.'ld 
reCordS d.ftnin9 p"'loso~", tn 
dn"op=tnt. Clethods of eVllu.Uon. 
and cc« Ind scope of ndhttcn-
cont&:linltion Clrojectton ,"orts. 

(2. OreUB phM for speclftc Jo~s I ,Ur. 
per'ome-d wttnin ttle ICG~ of tt. 
abcve proc.dt.lrtS and llCllhr 
rteords r.htt"9 to f'OI.Itift, "'''' 
operotlo",,,, 

C. ~~~:r::'. (~::;~!i~r;.:~o~: ,~tCh 
.tId dan, acthttiu. induding "n.,,,y.a, 

ITEM 

DOE 1324.2 
5-28-80 
DOE RECIlItDS SCHEDUlE 2S 

~ DESCRIPTI~ OF RECORDS 

Inctd.nts. radiatton and COnt4=l1nnton 
probler.:tS. rele4Se of radtonucltdes to 
wort UYU or p~1tc 101\6, tntef"pre
uttan of ",",,,SUI' ch.rt recordt~. and 
,1t'lI"r tums. 

d. Routine hdl~tl0" and CcntUllnnlon 

~~:Tnn;ft1 ,:!~a::~' :~~~:~, t =! W, ng 
e~utp::ll!"t cal tbratten,_ IncHeating no 
unusuol health or s.afety problet:ls. 

e. R~orcler (tl4lrt RKords of radiation 
ana cont~tnatlon detected by atr 
• cthtty oonitors (g.u .. cus and 
particulate) and 10000luttO-" ch~ers. 

f. :::~!i :::i~~1!::,!~i~:n~~~::t:! 
problecs. 

R[lEMTlO~ PERIOD 

Unt II purpo$C h sened. 
or 3 a)nths. ~'Cheytr 
is .. arlh·r • 

1. INDIVIDUAL EMPLOYEE HEAlTH HAZARD CASE 1~ y •• n. nll. lnahlduai eqlOYH toxtc cieoical 

ITEM 

O;:"'Qlterlal exposure! hUtory ftle. Includbs 

~::!~~f). eXf:~rls (~~~:t:~:! :~ 
villtan. Each ftla provides a record of 
an Incllwtdtlal"s exposure. :t~ludl;9 both 
::TM:~ and poslthe n:s" Ii 0 shall 

a. Records of sUn and nUbl cantetMUon 
Inctdents. Including dlCcnt4:3tn4ltton 
clet4t1s. 

b. Incldtnu Involv.ng cont.smlnated 
InJuries •• 10ng .ttl'! decont&:1tNttcm 
and treat'-nt of such .nJurtes. 
Including tournlCljuet ttga rlCor<II. If 
used. 

DOE RfCIlItDS SCHEDULE 25 

~ DISCRIPTIOH or RECORDS RETE"TlO~ PERIOD 

c. Results of direct r-e"ur~nt of 
r<ldl.t;on froa ttte che-st. specific 
organs. or whol0 bOdy. 

d. lnvesti9'ttons of the following types: 

(1) AUtoiht10ns of radt04cth, 
m.stertah tn eJlCeU of standards 
and control gutdesi 

(2) Mtssing or unusu.l personnel r~dtuton 
exposure cUUi 

(3) Rddt4tioR eapoS!Jres eaceedtng 
quarterly to yea ... )' eaposure guides 
4Ind stand.rds. 

(1) Positive laboratory results on 
~lonuy u:~plu (Ilr.ne. heel. 
blood) used to detemtne 1nter,.,.' 
,,nsttltlatten of a radlonudide by 
an tndhtdwal. 

(2) laboratcry results l!\dlcat\ng no 
nslDtlat1Cl't of radlo,cthe gater1ah. 

B. (RESERVEO) 

9. EflVIROMH[NTAl COUTAMINATION KEASUREMENT 
RtCORDS t,ihcating prest-nc.e !lnd ~unt 
01 canU=1n4ttng Qttert.h (including 
r.tdtOoKt h,~ m.terhh) tn urr.plcs of .ir. 
.. tfr. earth. btological (anlma;l and 
'fl!geUt Ion) and spec1a1 Q.lteri.1s fro=l 
onsite and oftsite locat1ons. 

.I", Procedun~, wtlich det.t1 the ... ·thcds 
~requency or anal)'sis of 
envlrc~ntal sa~les. Inclu4n 
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DO( atCOllllS SOt£IIIlU lS

ITO!
!!!:... DtstalPTlllII OF atCOllllS

NCO"", or correspondence dfe"
gh. tile plllloscpll1 Ind SClll>O of
sapling, prOtide fnterpr.tatfOftI of
mult., aft4 dttltl the phn. fat'
scpHRf .rtd IM1"ts of Irlwfrorcentll
~I •••

III Go"'11 P'OC.dlJ'fI.

III $pfeUle p,octdu,...

b. ""'ITtle.1 s.....'I•• of ....wlt. of
IntiYIII, Including resulU On
sundlrdl or othlr c•• fbrattons wltd
to fltabllsh tM ..lIdl" of 1..lltl..l
...wlt1.

c. ~Mn,;~~~r~:::,~1:~~:b:::..e~~r19
Uons, .ftd Interp,.tattcms of r.sut tI.

d. Wort~U. rlConttr chartl,
1'iS'iFi'tOi7 In.'7th reqUlltI, rldlo
tutatr.ph tUD, dostClObr dati, 1M
ou., tntertD I"C!CGnb or _fen usld
I. dtU",I.I.g tllo bI.le data f....
"'feh results In Us b•• abOt•••re
obtal.t<l.

t. 110_. of Ilbo'lto". tKhntch••
iiii"T1'i1i t ••pocto" c_.mod wt III
earth sctlftUl.

DCE RECOaoS SCltEOULE 2S

1101 ~atTElITlllII PERIllO ~ DESCRIPTIO. Dr RECoaDS RETENTION PERIOD
I

e. Mlie:,.'".·Rudible DIU uk," 'rOD until Ifttlrtrd in
wi'tlFlteb tift n. 6ele.... perutnfrli to bIOIOil' .0IdlGOt.
rad101og'cal an.'1IH Or btu

::~'::~ :~:::~t:::r~~ ~::e.
.ntry In b101og, notf'boolls.

PeniYnent. d. lia<~'~lrotocollrt<ordl"'l dlta IS yurt, Or ) years
COl tel &iring .utopshs f:rformd after (cap' etlan of

Until 1.I'ltle.l ...wIU o. 1.10111. Inclwdl"'l Plt/lO ogle stwet" ..tttche'wtr is
Ire ••rU.ed, ICc.pUd. dtlCJruasts of unous 0Filns and liter.
Ind Su::atrtzed, or S 9'lndS. Prowldes source dlta 'or
"&rl, whlcMwer h ••Iaal cue hhtori.. h •• I. b.,ow'
earlf.r. and I. portl ...t to tilt ...Iuatlon of

llpertatfttll ruul tt.
until I ..l,tt..l ...uIU
are v...Ufed, Icc...ttd. .. A'ttmal Cue Hhtortn reconting Suttl 20 ,etc". or 3 yUrt
ud sw::alrtzed. or S "etl U~ aati fr'ClQ la:ttt:t recOrds. after ca=pletfon of
nlrs. -"tehe-".r h tr...nt records, v.ntalog cal Itud1 • .tItcNnr 1$
et,lftr. rtCGt'dI. gtsuttgn pert04l. la::IbtRg lawr.

UIIttl "1')'IIClI ...wlt. :=:tl~~:r~eS::il:~':~'of
4r. verUt.d. aCceptld, ..pert~fttll N'ul ts lad IS I SQ:Uru
Ind I~rb'd, or 5 of .ntrttl to bfo'OU notl'boCltl,
7flr'. ""fclln.r t I
• Irlt .... f •

e£f:1,~~~:r::crr::t~on::::i::,:: 15 ,tar,.

Ulltll ...I,tle.' ...wlU frOCl Intatl thyrotd cou:nt warksht.ts
art .ortft H, ICCOpted. (II. ft. b.l owl, RKOrdS provtde I04.Irc.
and Iy::',i::lIIrtud. or 5 of elIU entam tn btol. ftOtftoc*s.
)'Ilrs. wlcheYer h
••r' ••r. g. Radt. ",.lr.1I S9" Dati dlscribl"'l 2 ye.rl.

coiiectia l&:pin, c.mtid S#plet.
Ind IlItI"'l tr- beta e_t. decll
factor. In.lylh factor. Ind rtalrh.

Unttl •••I,t1cll 'lIwl II Thll rt<Ord II wlOM to ICCIClII.U
I" ..,trlt<l. leeopltd. dlta fo, t,...f."I"'l to t.yptDlCh
I1Id lu:=srtJed. or S cardS. 'M is use'"l chIrt"9 rettntfon
yelrl. ktItchtwer It Plrtod for cheeling errors on weh
I4rH.r. elrd. 1,,1.tt<l to •• I_I.

III All 01110. notebook.. IS yel".

b. Pe-rtod'·. AI-poru relattft9 to 4CttvU, 6 years.
ana Gtrogrcu PrlPired daly, ~"thl"
lnit .tl~11, frm dltl recorded t n
bIoiOil' nOlebooh dl""tbtd In II.)._..

(RESERVED)

~J.CAI..Jo~l:' a~t~~~~r.;·~~~
.ffoct of ,Idlltt.. o 11lI1 Ind aquatic
Ut. Ire .ccu=uhlcd 1YJted, and
",ported.

.. =:~t;":i't::: ::h~nl to
laboratet)' OJl:per11OleftU, tnclvdhtg
ob,orv.t1Oft1 u.d cileulittan-s••CId
.11 otller dot. portt ..nt to tke
tlApertDl!nt. Includ1ng dhcussions
by tho ",,,,,,etta' and conclusions.

(II R....rcll nolcbocU de""" by Illo P."",...I.
DO£, contrKtor••nd tho
Nit tONI Archives to hJ'.1

::;f;t:~t;:~:1 ~~::: :~ :~
re,••rch tn'fohed or unt~,
of tho research.

OOE RECOllOS SCI<!OULE lS

ITO!
!!2.- OESCRIPTlO!! OF RECOllOS

f. nau gathered to ctas,,'. restdu41
ccnt~lnltton of lOti .M ground
.ler with tong- lived redlo.ecthe or
to.'e ,\d),lances at or near DOt ,ttlS.

g. ~:1c:rr::~~~~~::::~po~e:~
and 1evell of radfouth, conta=tN
ttcn fn lOti c.r rell l'Ute.

10.

11.

RETENflllli PER 100

PetQInent.

Pe-l'Cilnent.

DO( ilECOllllS SOiCAILE 2S

ITEM
~ OESCRIPTlllII or RECoaDS RETElTlOII PUIOO

h. ~.tfC Btol0V' D.ta 1n.IYlh showt"9 2 1.41""1.
PI o' $.UP", iocaU'ft cr Ie",rct.

cowntfn9 tnfo~ttcn. lIbcr.to",
cGrl""l'ctfon facto,s ••nd rf'late<l data
f"lIUd t. e. nov.).

I.
t~H,~;"::aD:::,J~~:r::e':'::ttcs 2 yurl.

of ,"tOiethe u:pltl testN (,Pt"'
laboratory Condtttons.

J.
:::at~:J~:v:~:t:l:1::I~::~~ng 2 ",rs.
dlte saapltd Ind related 'Ictl.
Cbs,ned I.~or.to", ""tfon,. Ind
CGlTectlfd entrttl.

k.
~t~k~o:=:t,:;c~:"~tr::~· 2 1'.rs.

.......'11I"'l III tile blckgrow.d data
rtcorOtd on radtatfcn (OWlU" on •
datil bUts. Raport. I" tr""'ribt<l
to results of .11 requests for
analysts. sueh II tteal g••Itd h.
Iboye.

1.
~:l~:~:'t:=U~d:~f;::~I:=Ples Z )"&rs.

dill...,. '.c1wdl"'l ....1U of tr-
an.lysts, and re1lted flcts ..,.rUn_nt
to II'"'al or to Ilphl·beta*t,ttha
countt "9 ~nl. )nfor'CItton 'rCA
ttlt I record t s abstr.cttd to btolO9)'
ftOtl'bOcl:tl la. ahOY.) for corr,'nton
and "Il~ltton.

Q.

::=:~re~4~:~J:sr":Ug:::htc
2 yurs.

wort. includtng inltruction .nd
Jw.tI fleltt •••
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ITO! 
!!2.-

10. 

II. 

00( atcoaos SOt£IIIIU l5 

ITO! 
!!!:... DUtalPTlCII OF atcoaos 

NCO"", or correspondence Id'Ife" 
gh. \lie p/llloscpll1 .nd scO!>O of 
sapltng, prOtide tnterpr.tat'OftI of 
mult., aft4 dttltl the phns fat' 
s.mpHRf lad IM1"ts of Irtwtrorcentll 
~I ••• 

II. Gone,.1 P'OC.d>J'fI. 

III $pfeUle p,octdu,e •• 

b. ""'ITtle.1 s.....'I •• of I'Hwlt. of 
IntiYIII. Including resulU On 
IUndirdi or othlr Cit 'brattons wltd 
to fltabltsh tilt •• ltdl" of ... IJtIClI 
.... Its. 

c. ~Mn,;~~~r~:::,~1!!~!b:::..e!~r19 
Uons, .ftd fnterp,.tattcms of rtsul tI. 

d. Wort~U. rlConttr chartl, 
1'iS'iri'Gi7 In.'7th reqUIIU, rldfo
tutatr.ph fHD, dosh:lOtir dati, 1M 
ou., tntert. I"C!CGnb or _fen 'lied 
I. dtU",I.I.\l tilt bI.le data f .... 
"'feh results tn Itst b •• ,bOt ••• re 
obtal.l<I. 

t. 110_. of I.b.,.to". technlcla •• 
iiiTf1'i1'i I •• pocton c .... mod willi 
earth sctlftUl. 

DOE RECORDS SCI<!DUlE 25 

atT[IITICli P£RIOD 

P.niYnent. 

U.UI ••• IJtI,.1 .... IU 
Ire •• rUted, acctpUd. 
.nd Su::aartzed, or S 
"UI, whlcMwer h 
IIrlfe" 

unUI ... I,tICll .... IU 
are w.,ltted, Icc ... ttd. 
ud IWZllrtz.d. or S 
nlrl, .tItchtw'r h 
fI,lftr. 

until ,,"l)'tICll .... It. 
4r. verUf.d, accepted, 
Ind '~r".d. or 5 
71"1. ""'(MY., f I 
t.rlt.r, 

unUI "",I,tle.l .... It. 
art .orU. H. atCOpted, 
and Iy::',i::lilrlud. or 5 
,.In. wlcheY,r h 
e.rlt.r. 

Until 1 •• I,tlcal , ... 1 IS 
..... ,Ifll<l. leeflltod. 
I1Id su:=srtJed, or S 
yelrl. k'hlchtwer It 
IIrl1'r. 

DEStaIPTl!!!! Of R~COROS RET[MIlIlll PER IOD 

f. D.ta gathered to ctasure reltdu.,1 Pef'Olnent. 
ccntCllnaUon of lOti 1M ground 
wter with long- lived redlotet he or 
to •• c s\d)SUnces It or near DOt Sttll. 

g. 
~:;iir'::~~~~~;~ :~e!;!:e!~ 
and 'evell of r&dtouttyl conta:JtN· 

Pe-l'C!lnent. 

ttCft In sotl c.r real .SUtt. 

(RESERVED) 

BIDLOGI~ LAIIIlRATORY RECl)oOS <IOC.-.tt"'il 
Pf'OVa::t$ .maGr Which aata cOftCernlng ttte 
.ffoct of ,adlotl .... anl<>ll and oqutte 
IU. Ire I.ccu=uhtcd ... .,.lUlted. Ind 
.. ported. .. =t:~t;':,"::H ::~t'nl to 

laboratc,.,. •• pertlOlenu, Inclvdhtg 
obsorv.t1Oft1 u.d cllcullt1onl. ICId 
all other dlta pertinent to tke 
expertDl!nt.. Including discuss tons 
b, tho "'''lrettar and cORduslons. 

(I) a. ... rcII nolebooU de ...... b, 1110 Pemanent .. 
00£, contrKtor •• nd tho 
Nit lonal Archives to h.n 

::;f;I:~I;:~:t ~~::: :~ :~ 
",'.If"Ch tn'fohed or unt~, 
of tho re,.,rch. 

(l, All otber notebookl. IS ,..n. 
b. Pe-rlodS·. AII-poru relattn9 to 4ctlvtt, 6 years. 

ana Gt'ogrcu P"Plred daly. ~"thl1, 
.nit .nnu.ll, frm dati recorded t n 
bl.IGgJ notebooks d.sc,lbed In (I.). _ .. 

ITEM 
~ 
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DIlE RECOaoS SCltEDULE 2S 

ITO! 
~ C£StaIPTlo. Dr Il[CoaDS RETE.Tlo. PERIOD 

e. Mlie:ht".·Rudibl. Dau uk," trOD Until Ifttlrtrd In 
w;:t,FlIeu tift n. 6ele .... perUtnfr19 to bl.IGgJ n.td>oot. 
radlologiCiI In.'11i1 Or btU 

:;:~1::~ ::"::::!.:: :rtt!~ ~!:e. 
.ntry In b101og, notf'boolls. 

d. 1iK~'~Protoco1s .... rell"'iI dlta 15 yur,. Or 1 years 
cOl1C1 &iring .utopl1u rarformd after (cap1 eUon of 
• ••• 100ls. Incl.dl"'il pltllO ogle Slwet" ..tttcN-wtr is 
dt.CJruasts of unous O'ilns and later. 
il.Ms. Prow'des source diU 'or 
•• Iaol cIS. hlstorle. lSI. e. below' 
and I. portl ... t to tile ... IUlU.n of 
llper'atntll rnu' U. 

t. A'ttmal Cu. Hhtortel reconting Suttl 20 retc's. or 1 yurt 
fteu,,~ a,ti frcIQ la:ttt:t recOrdS, after ccepletton of 
tr ... nt records, v.nta.og cal stud1. ""'CNnr 1$ 
rtCGt'dI. ttluttgn perf04 •• la::lbtng 

:=:t.~~:r~e '::il:~':!' of 

lawr. 

l.perl~"t.l re,ul ts .ad IS I souru 
of entrt" to bto'OU notHoClt,. 

f. 
~f!f,~"~!rA:crr:lt~on::::t::,:! 15 yurs. 

frlilCl Intall thyroid COII:nt warksht.ts 
(II. n. btl owl. RecOrds provide I04.Irc. 
0' diU .ntam In btol. ftOtftoats. 

g. Radl. ",.llSI. S!:!I!I. Data dlSCrlbl"'il 
coiiectii s&:pi", c.mtid !#plet. 

2 yelrs. 

Ind Ilstl"'il t .. beta e_t. deco, 
'actor. Ift.lysh 'Ict.or. Ind rtalrh. 
Thi ..... reI Is ... f.l to ICCICIII.U 
d.ta f., t, ... f."I"'iI to t.,ptDlCb 
cardS, 'M h use'", chIrt"9 rettnttaft 
ptrtod far checking .rrot'S OR weh 
ClreI. l .. l.tt<I to e •• _ •• 

00( ilEcoaoS SOiCAILE l5 

DESCRIPTIO. OF RECoaoS Il[TElTlo. PUIOD 

h. ~atfc BIOlog: Dlta In.llih showt"9 2 1.4rl. 
pe 0' $.UP", iocaU'ft cr Ie",rc •• 

cowntin9 tnforaatlcn. lIbcr.tory 
cGr,..ctfon flctors. and rflate(f dlta 
I .. laUd t. t •• bow.'. 

I. 
Ya~H, ~;":ia D:::. J~~!r::'t!r::ttcs 
of ,"toacthe u:pl .. us\N (,Pt.r 

2 ,earl. 

llboratory condttlons. 

J. 
:::at!:'!~:v:!:t: ~:!.~::!!ng 2 ",rs. 

dlte saapltd .nd .-.lIttd 'Ictl. 
Cbs,ned 1.~ln'lto", ,,&(tta"I •• nd 
CGlTectlf4 entrl ... 

t. 
~t!li~O:=:f,:;C~~dn!:r.:!~· 2 1"rs. 

s ..... '111"'i1 .11 tilt btckg .... d data 
rtcorOtd on radtaUcn COWlU" on • 
dall, bills. Rtport .... tr .. ",rlbl<l 
to ,..sultl of .11 rrqullts for 
an.l,sfs, such" lteal g •• Itd h. 
Iboye. 

1. 
~:'~:~:lt:=t!~d:~~::~.:=ples Z "..,rs. 

de.lrtd. Inch",I"'iI , ... 1 IS .f tM 
Iftl1)'Sts, and rellted 'lets ~rtt"."t 
to ,pecta. or to .1phl·bett*trttha 
countt "9 ~'U. lftfor'CItton 'rCA 
ttlt I record t s abstr.cted to btolO9)' 
ftOtl'bOots II •• howI) for corr.'ltton 
.nd ".l~ltton. 

D. 
::=I~rPo~a~;~~sr":~:::htc 
-ort. fncludtng tnitrucUon .nd 
J •• tlfleatlon. 

2 ytl". 

~ 
I 
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n. ~~:nyg ~:~~;:fS't~O~~~d:~U
antN1 weight, a1"l1=-1 tre~ttl!nt.

~~~~~'~:~l"l~~~{~t~nC:~~t ::,
histories and useful In evaluation of
uperh:enhl F'flults.

o. AniNI Tissue Pre-par.tton Regu.st
lIsUng t'nue'S to be prepared, ftx
to be unci in laboratory, thtd:neu of
HeUen, stain to bt US". speci,l
ins.tructions, 4nd schedule of
cC'ltpletton.

p. Radhttcn Counter Centrol Dat« used to
Q,111tt41n correct operating condtttCftS
for radiation d&tKttcn tnstruc:ents.

q. Aadhttcn Counter Plateaus ti$t1ng
tqutp;;:lent m.ld>ir. tubi ~ibert date.
ttN, !:ltca W1Mb thickness, voltage,
11ghts and total counts, used to
detercltne aDd list the operating
condit Ion of radial t on countf'rs.

r. Saurs, P~ta Card FUes used to check
aecuraty Of radtatlCft counters 195'nst
the known caltbratton standards
pubUshod by tho U.S. Bureau of
Standards.

12. PERSONM. INJURY FILES. foms, "'P.rts,
c:arT'Ospondtnce, arid related I:ledtcal and
in...tlgatol')' reeords relating t. on-the
job tnJurtes, -"ether C1-r not II cla11':1 far
cac::pensattcn was l:lolIdl!. UCLUOING ~ptes

filod tn the Offlctal P......nel rolder
,nd ceptes iullattted to the Qeopartcent
~ labor.

§ years.

2 years.

I year.

I year.

1 year ..

5 years ..
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I1£M 
~ DESCRIPTIDli Of RECORDS RETENTION PERIOD 

n. ~~:nyg ~:'!~;:fS't~O~~~d:~U 
aniN1 weight, 4l"1h:lIil tre~tD!nt. 

~~!~~'~:~I"I~~~{~t~nC:~!:t ::, 
histories and useful tn evaluation of 
f!Xpertr:enhl reiults. 

o. AniN1 Tissue Pre-par.tton Regu.st 
lIsUng t'nue'S to be prepared, ftx 
to be unci tn laboratory, tMekneu of 
HeUen, stain to bt US". speci,l 
ins.tructions, 4nd schedule of 
cC'ltpletton. 

p. Radhttcn Counter Centrol Dat« used to 
Q,111tta1n correct operating condttiCftS 
for radiation d&te-c:ttcn tnstruc:ents. 

q. Aadiattcn Counter Plateaus Bst1ng 
equtp;;:lent rQ,Ia;er, tubi ~ibert date. 
ttre, 1:11C4 W1Mb thickness, voltage, 
lights and total counts, used to 
detercltne aDd list the operating 
condit Ion of radial t on countf'rs. 

r. Saute, p~ta Card Flles used to check 
aecuraty Of radtatlCft counters 495'nst 
the known ca1tbratton standards 
pubUshed by tho u.S. Bureau of 
Standards. 

12. PERSONM. INJURY FILES. foms, ..,ports, 
c:arT'Osponatnce, arid related I:Iedtcal and 
in ... tigatory reeords rehting to on-tho
job tnjuries, ~her Cl-r not II cla1l':1 far 
cac::pensattcn was I:I.!Ide. UCLUDING ~ptes 
filed in the Offlcl.1 Personnel folder 
alnd cepies iubattted to the Qeopartcent 
~ labor. 

§ years. 

2 years. 

I year. 

I ,.ar. 

1 year .. 

5 years. 
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DOl: RECDllDS SCHEDUlE 26

lEGAl. RECOQDS

Ll!g4l records t~lude the fUe'S created in Ute proviston of ley"l scrvlces
to the clepartl:lent. Leg..\l untces ~rotect the legol and financial riljihts of
tlte GoveNl:lertl, the Oepartment of ERergy, ond persons directly affected by
the Depart~nt'$ act1vitie'5. The records retention standards In thIS SChedule
include Patent reecrds, Litigation fne-s, and True Copy Certificattons.

z.

DOE RECORDS SCHEDULE 26

ITEM 1!ill.:.... DESCRIPTION OF RECORDS. RLTENTlO:' PERIOD

8. ING CONTRACTS NUClEAR, Y M
ccnta1n ng

correspondence Nt th contractors regard-
ing U.S. patent applications ..efel"red
for re\lte. under secttons 151 and 152
of the Alex:"c Energy Act.

a. lSI ·C· Reporu and Application'S:

(I) Headquarters. 2!lo 1"u.rs 4ft~r d.ste
of 1~$t 4Ct Ion.

(2) Flold Offlce•• 10 )'ears.

b. IS2 Applicatlons:

(I) He4d~u.,rter$ 6 years after patent
expires.

(2) Flold Offlco•• 10 'years after
referral fr()::l KJ.

g. LITIGATlDN FILES reflectlng all aspecu
of DOE or c,""tractOr lIttg4tiCn proceedings
and docul':'lenttng the General Counsel 4(tto-ns
taken in protecting th.o interest of 00£
and the Federal Goverl'l:3tnl. Reccrds
consist of genonl repOrts. investiga-
tton repOrts. 4Nlyses, rec~ndattons.

and coptes of contractual records.

a. S1gn1ftcam case fUes detetr.'ltl'led Petel4lnent.
by nOE to h.:sve h..d 4 sisntftunt
effect on a statute, regulation,
or rule.

b. Intense publ te tnterest c.sscs-- Pen:1l3nent.
detemh'led by DO£ to h4Ve
attracted the tnterest of 0

30 years.

Rehtn.

RETENTION PERIOD

Retain.

2S )feors.

t. AuthoriZed and under prosecutton,
includfng suspension under
leCrecy order.

b. lUlled potents (d"",stlc .nd forolgn).

3. PATENT CONTRACTS subContracts, tnd purchose
orders contatning atscellane-ous correspon
dence and related papers pertatntng to
negot t It ton of contract patent provi slens,
invention-s or dtscovertes conceived under
contrKt, reports and papers revtewed for
pate-nt cleu4nce. and pdent cleartncc of
terginoted contracts.

ITEM
M=... DESCRIPTION OF RECORDS.

I. INVENTION DOCKETS contal nl ng copy of
1mentton alsc:1osure and pert tnent
correspondence.

a. Acttve eases LInder tlWesttg"'tton.

b. Inactive ca-ses, abandoned
appltcations, and closed tttQ5.

y~:.":~~~:Tor~M5:~'~: ~;::l~~~~:,c~~~:.
of inventten, draft of patent appltcAUO-n
with inventor's notes, copy of patent
appllcotton 's fned in Potent Office.
perthent correspondence, acencbents.
reports, and refefentes as follows.

nOE RECORDS SCHEDULE 26 nDE RECORDS SCHElIIJLE 26

ITEM
~ DESCRIPTlO~ OF RECORDS.

a. In negottatton.

b. Acth'e.

a. ioleadqu.rten.

b. Field Offtces.

1. PATENT INFRINGEMENT Flln cOtltaining copies
of potenU ibith have been or possibly
"lgM be infringed, pertinent
correspondence regardi n9 use of p.Jtented
process, device, or material i cepies of
purchase orders and other backup Q4teri 01 ~
Court of ClatQS petit tons altd actions.

a. 00£ Hettdquarter$.

b. Fteld Offices and cont,.t~tors.

ITEM
!ill.:.... DESCR IPlION OF RECORDS.

4.

s.

c. Clea~ (purchne orders, prtR! and
subcontrtcts).

::~~~:~(Z~A~;s:n=~t~O~~~~~~p~~~~~:e
and p:erttnent correspondence regarding
execut ten of license agree::lt!nlS and
toya tty pqaents.

~~gl~E.~:~~~~~:~fn~~7~c~e~~1~~':'
Iment tens, and ll:lProvectlents,· signed by
all _Ioyoo, at tt"" of ~101""nt.

DOCKET FILES lPATENTSl contalnlng finding,.
ae£en:l1n.Jttons, ana stater.-.ents of renon,
dechions. back.up gaterial, and
carreS9Qndence .tth the Patent CQilPensatton
80ard. U.S. Court of Appeals. and U.S.
C""rt of Clai...

RETENTION PERIOD

Retain.

Retain.

10 years.

25 yeus after
tS$U4l'1ce of
patent.

2S years.

10 years.

J.O yean.

5 years after
final a~tion.

10.

II.

Congrenional CtJCjl;11ttee. the
hecut he Offtce of the
Prestdl!nt. or n,Jtton4l ...cdla.

c. Cues reviewed by the Suprem Court.

d. Cnes involving personal injuries
tlleged to have been c.lund by
radiation.

e. Other cases.

INVENTION DISCLOSURE LOGS AHD LEDGERS
shaving Invention disclosures reported.
date. dtsposttta-n. and U.S. Pate-nt Office
act tens.

TRUE CDPY CERTlFICATlDNS <ortlfy;ng or
evidencing true copy nature of motert"l
sub:1ttted for publ1cttien in the
Federal Register or ehe'ld'lere, tl"lCludtng
copy of materttl to be publtshed. evtdence
of certtficatton of true copy, letter
of transc1ttal. and related correspondence
and dotu~nts.

RETENTln~ PER 100

Pl!~nent.

75 years.

10 years after case
is clOSed.

10 yur$ dftor
hst entry.

J year.
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DDf RECOllDS SCHEDUlE 26 

lEGAl. REC()QDS 

LI!g41 records t~lude the file'S created in Ute proviston of ley", services 
to the clepartl:lent. Leg..tl services ~rDtect the lego1 and financial riljihts of 
tlte Govern:lent. the Oepartment of Energy. "nd persons directly affected by 
tbe Depart~"t'$ acthille'S. The records retention standards In thIS SChedule 
include Patent reccrds. litigation ftle-s, and True Copy Certifications. 

ITEM 
M=.... DESCRIPTION OF RECORDS. 

I. IIC'IENIION DOCKETS contol nl ng copy of 
1mentton alsc:1o$ure and pertinent 
correspondence. 

2. 

J. 

a. Acttve cases LInder investigation. 

b. Inactive cases, abandoned 
applicaticns, and closed ite05. 

y~:. ":~!~:T or~M5:~'S: ~;::l~!~~:, c~~~:. 
of invention, draft Qf patent appltcaUO-n 
wtth inventor's notes, ccpyof patent 
appl1cotton 4S fned in Potent Offiee. 
perthent correspondence, acencbents, 
reports, and references as follows. 

•• Authorized and under prosecution, 
includfng suspension under 
leCtecy o-rder. 

b. Iuoed potents (d"",stlc .nd foreign). 

PATENt CONtRACTS subC:ontr.ets, .nd purchose 
orders contatning otscel1anecus COffespon
clence and related papers pertatning to 
negot t It ton of contract patent provi sicns. 
invention-s or dtscovertes conceived under 
contrKt, reports and papers reviewed for 
pate-nt c:learance. ond pdent cleuancll of 
terginoted contracts. 

BOE RECORDS SCH[BULE 26 

RET£NTlON P£RIOD 

Rehtn. 

30 years. 

Retain. 

2S )leon. 

~ DESCRIPTlO~ Of RECORDS. RETENTION PUIOD 

4. 

a. In negot1attcn. 

b. Active. 

c. Clea~ (purchase orders, prlR! and 
subcontracts). 

~:~~~!~(~~l~~s:n=~t~O~~~~~~ p!~~~~:e 
and p:er"ttnent correspondence regarding 
execut ton of license agree::.ents and 
toya lty pqaents. 

Retain. 

Retain. 

10 years. 

25 years after 
tuuance of 
patent. 

s. ~~gIN:!!~~~~:~I.~~1ic~e~~I~~:" !>6 y ...... 

6. 

Iment tens, and Improvectlents,· signed by 
• 11 _Ioyee, at tt ... of e«llloy""nt. 

DOCKET FILES !PATENTS) containing findings. 
ae£en:l1n.Jttons. ana stater.-.ents of reason, 
dects10ni, back.up gaterial. and 
corres9Qndence "tth the Patent CQilJ)ensatton 
Board. U.S. Court of Appe.h •• nd U.S. 
Court of Clal ... 

a. ioleadqu.rten. 2S years. 

b. Field Offic:es. 

1. PATENT iNFRINGEMENT F1ln cOtitaining copies 
Of potents ibith have been er posstbly 
"lgM be Infrlngod, pertinent 
tCfre-spondence regardt ng use of p.Jtented 
process, dew1c&, 0 .. material i ccpies of 
purchase orders and other backup gatert,,1 ~ 
Court of ClatQS petitiens altd actions. 

a. 00£ He4dquartl!rs. 

b. Field Offtces and contractors .. 

lO years. 

S years after 
final action. 

IT£H 
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DOE RECORDS SCHEDULE 26 

ITEM 
!ill.:.... DESCRIPTION OF RECORDS. 

8. INVENlIm<s INVOLVING CONTRACTS NUClEAR 

g. 

R M 'Y M 
ccnta1n 1'19 

correspondence Nt th contractors regard
ing U.S. patent applications .. efel"red 
for rev1e. under sections 151 and 152 
of the Alex:"c Energy Act. 

a. 1St ·C· Reporu and Application'S: 

(I ) Ho.dquntors. 

(2) field Office •• 

b. IS2 Applic.tlons: 

(1) He"d~u.,rter$ 

(2) field Office •• 

LITIGATiON FILES reflecting .11 .spects 
of DOE or C'""tractor lIttg4tien proceedtngs 
and docul'!'Ienttf'lg the General Counsel actio-ns 
taken in protecting th.o 1nterest of 00£ 
and the Federal Goverl'l:3tnt. Reccrds 
consist of genonl reports, investigo-
t.ion reports, 4Nlyses, rec~ndations, 
and eoptes of contractual records. 

a. Stgn1ficam case lUes detetr.'ltl'led 
by nOE to h.:sve h.,d 0 sisntftcant 
effect on a statute, regulation, 
or rule. 

b. Intense publtc tnterest c.sses-
detemh'led by DO£ to h4Ve 
attracted the interest of " 

DOE RECORBS SCHEOOLE 26 

RLTENIIO:< PERIOD 

2!lo l'"u.rs dtllr d.ste 
of 1~$t 4Ct ion. 

6 years after patent 
expires. 

10 years after 
referral fro::l KJ. 

Petmal"lent. 

Pen:l4nent. 

!ill.:.... DESCR IPTiON OF RECORDS. RETENTiO~ PER 100 

10. 

11. 

Congrenional C()Cjl;1ittee. the 
hecut he Offtce of the 
Presidllnt, or natton41 1':".0<lIa. 

c. Cases reviewed by the Suprem Court. 

d. Cases involving personal injuries 
., Ileged to have been caused by 
radiation. 

e. Other cases. 

INVENTiON DISCLOSURE LOGS AND LEDGERS 
shawhg Invention alsclosures reported. 
date, dhposittO-n. and U.S. Pate-nt Office 
act tons • 

TRUE COpy CERTIFICATIONS cortifying or 
evidencing true copy nature of motert41 
sub:1ttted for publicaticn tn the 
Federal Register or ehe'ld'lere. tncluding 
copy of ~tert.,1 to be published. evidence 
of certification of true copy, letter 
of transcittal. and related cerrespondem;e 
and docu~nts. 

Perlllrlnent. 

75 years. 

10 yean after case 
is closed. 

10 Jurs "ftor 
hst entry. 

1 year. 
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=:.. SCh@dul.,- Itra- (0"trol1.4 ~ter1.1 3 19
Corrltspo,,*nc. ftln 16 S

AcetoU ~m1U fer ",Urlcted dfU 18 Cost ....ports led~tr 1M data 8 8

"C;~OU"t If'dgt"rs and ends 8 tost lCttt<tule-s 8 7

AcccunUb11 tt)' retords, SS tcur1tr ,..cefpts 18 3

Nhrhh 24 COwer shtets, Tep secret 18 6b

AccounUhl~ offict'rl 1 "counts 6 I Cryllit09raphtc Ncords 12 9

Accor"nU current 6 I
AccounU plIable Indfoa 6 Ib

e.ta .utoelUon rtcerds 20
Accounts rKehbbl. ftles 6 Ia Oocu:.nUtfon 20 P,rt I

Acccunts rt"cetnbl. tnyotces 6 Ib
MasUr ftles 20 Part .11

Ad=llnhtrathe, cost 4nd Proceuhg ftln 20 Part II
flna' ",ports on cen- Deel.sst ftuttcn 18 S,6

$truetton projtcts 16;6 8;1
DechnUlcatlcn fl1l1, p.awnt 18 5.6

Ad::l1nlstr.thf' N'UI~l"It 16
l)edyr;ttons. payroll 2 4

AHen vhit fnes 18 1,24 Del09IUon, of ••t"",I11 1;16 32;1

Allocation ftles, SS Ntf'rhh 24 3
De=urrag. 9 I

Al10taenU 7 3
De,lgn d.U 22

Allot~nU. payroll 2 4 DestnKUOft ct..-tlftc.us. CllUtftK doct"t:llfftU 18
~ntttOft stock ",perts 23 h

D&ItNttton lI;erttftutes of '09 SK~t

AMOllncet!'ents 16 Ie
dOe:u:»nti 18 6

Appl t e4.t 1.41 lobtl tty In e. I 15
DlrectIY,,_ INft&gtcant 16 I

Appltc&nt evaluation ftles I 15
Dhb"rstctnt of fyndS. Uhtdulu of contractors 6 Ib

Application Pate-tlu 26 2
Oi serio'naUon (cpl,ints I 26

Appltuttons fer ft':pto1~nt I IS
OI$;lt"Hry logs or f99tstt" 2S 2e

Apprcp,.,.tlon ",pOrts 5 I
Di ~n"'t"J' tnatDtnt t'KON caNs 2S 2b

Approprlat Ion warrant' 6 4
Ot 'POll' of proptrty 4 5,6

Arrest cneo fn~s 18 IS
0,1>'1"'1'

"..,.hal and ~partu~ files, trnt" 9 5
Construction 4,22

Audit ApOrU and It IfS 6 2
K~1t.,. lIIt.pOns 26

l~CJ:=lIttc d41U procf'"lng 2ll
Rtu'rch lftd DtnlQPCltnt 22

A.ards, f'C:;ploJ'n Orh'trs'1tCf'nie 11'4 tnttng 10

£lq)loyce I 12
Drugs .nd narcotlCl files n

feml-lDlrence 16 14 El Ktronlc data: proceut"g (4)P. 20

aadge cr ~u rKOnh II
Elrtator Inspection ,tpOrts 23 2

Btds 3
[...,,_y 'lI1>ply ,oc.,d> 3 14

Bil1in9s conring C<tfltr.cte-r (cpt.".. ,tRanch' ,Ut«:lent I 2S
e~pendt tures EJaplO1ft health stathtfcal ,~r1e,

8t111 of lading and ",pOrts. 25 2e

Btl', of Nt,rtat. construction £=P10)'ft tnt."t~ I 8

·1te={s) In t!'le iteo col loA' p'rtct<ltng t~ ftnt 'SeQicolon ArC fOl.lnd in the
'Schedule preceding the first s~lcolOtl In the sclledul" (ol~. The '([mE'

relationshtp 13pplfes to additional I8:l1co10"I.

r'
~ ll!!

Biological ttCof'd, 25 II
8o~s and ..,-rantf" 3 4d
BondS, perfOm4M. 3 1.4
Bench. lavt"9' 2 5,6.1
8oMS. su...t,. 6 6
8ud".t tt,.s 5
8Y4gttt offtci ICthitr f'tPOrU 16
a~d9tt ()fffCf co,.,.uponcstnc, 16
8wlldtng l1$ts 15
9"l1dfng InIfnt'I'l,ne. II

C..1tbretton rfCords 25 61111
CUll receipts Ind dt~f'UClfnt

Jowl"l'l" ftl., 4
~I"'ttftcate' of tw.thbt11ty 15
C.rtlflcates of stttl ~nt 3
Ch,l'l9' sUps. ""11"011 15
c" tas It1.s. centrIC tor

fftl)101f. II
Cht", ttl.l_ wonQf-n',

cmptn,,,Uon and pub1tc
1I.blllty II

Chnlf'c.U~" ",.og,.~

o.Inl~~t ftles 18
ChntttcaUon or dKlnsUtutton

CUt ftl.s 18
Chntfted doc"~l'lt control

,nd &CCCM.L:nt.abiHty rt<ords 18 3-8
ChnUtf<l 4oc~"t recf'tpU 18 3,60
Clta,at:et '11.1. "cUU, 18 10.11
((:J::::;::!ttUf'S 16 12
eoc::."ntcation, 12
~ntcat1on, Il:nlt ad.liltnhtrdtn

opotrdtons flltl 16 5
CCMS(C record, 12 9
Ccn,.rt'ntel. "",Iedie. pap'rs. pel"Ulntng to 16 12
ConlOltljatioftl 0' Top Sote,.t dOCY=lrftU.

nollen of 18
Construction••nglncertR9 and ust~n 22
Conuat n.t Ion =-n~'~l'lt ..ecords 25
Contraband rtC.lpts 16
Contractor fCplo1" chlDI ,t1~s 2
Contrutor payrol1s. constNcUon 3 12
Contr.ctor W'9~ policy tn. 2:16 24;5c

r

~ It...

£s::l.,I.e ~dlcil hhtot')' 25 21.5.7
laplo,.t t'Kcrd c.rets I 2
(JIp1O)'et suggnUon uw 'lie I 12,13
[n9lne,rlng Gnd de'stgn 4.22
[nwlron::zenU' contslnaUen -=tasurt'Unt

records 2S 9
[Qual l!Cllloyaont opport... lty 1 26
[~Icarftt Y'ttllntlon ,nd history Z3
ha:lItnlUon fl'el. rflctor operator I 32e
EtC.1S property 4 3.5
[r;pendttur. accounting 7
(aPGs"". record'S

HII.rdOUI Dateriah 25 5.7
hdtoacth. Qlterhh 25 6.7

F'actlUy c'urGnce ftles 18 10.11
r.etll ty Gpo"tto., m., 15 3
Ft~rt' regist" .:trttftcaUcns 26 1\
rt.1d tnt records (me'..r _apons.) U ~ ~
FIIo b.dge. 25 60131
~nEl negath.s

[nwlrorltfnta' ecntstnatton aellure=ent 25 9d
hprrrl~nt .nd tnt 19,21 16;1,2
"'''''sOMtl r.diatton 'IP'OIVTe 25 6

F"t nlneta' phftl 5 2
fire drUb 25 3f
fln re-cords 25 3
Flre...~, QUal t 'tullon r«ord I 32
Fir'll .ltd tn,totnl 25 2b
Foral ltaRd.rdlutton and eontro' 16 4
r,.t9ht bill> 9 I
rrel9ht N'cord'. 'oue,. Qhu1hn,ous. 9 2
"r.lght transportat t on p.J)'aent record' 9 I

GlO.OO£ ICtht ct., reports 6 2e
Goarntlh=ent and ltvy record, 2 2J
Gltn.r.1 ~eolP'ttl\9 Offtcp elefptlons 6 21
General hdqers 7 2
t.neral ,UI>jtet It 1es 16 5
C"nU 3 1.4.14-18
w,rd fo,"clt 18 It
~'rd onte" 18 It.
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SUBJECT 11<1)[1 Cantracu. 3,. 1 •• ,8 r Control foms, clauU1ed !:Ian 18 3.6b 

=: .. SCh@dul.,- ltra- (0"trol1.4 ~ter1.1 3 19 
Corrltspo,,*nc. ftln 16 S 

Acet'u ~m1U fer ",UrtctN dfU 18 (.ost .... ports led~tr ,nd data 8 8 

"C;~OU"t If'dgt"rs and ends 8 tos t Ie ht<fu 1 0-$ 8 7 

Acccunt41bl1 tty retords, SS tour1" ,..cefpts 18 3 
Nhrhh 2' 

tower shtets, Tep Secret 18 6b 

AccounUhl~ offict'rl 1 "counts 6 I CryllltQ9raphtc Ncords 12 9 

Accor"nU current 6 I 
Accounu plIable Indf'a 6 Ib 

e.ta .utocltion rICerdS 20 
Accounts rKehbbl. ftles 6 \a Oocu:.nUtfon 20 Part I 

Acccunts rt"cetnbl. tnvolces 6 Ib 
MasUr ftles 20 Plrt .11 

Ad:llnistrattve, cost 4nd Proctuhg ftln 20 Part II 
flna' ",ports on cen- Dec1lSstftuttcn 18 S.6 
$truetton projtcts 16,6 8;1 DechnUlcatlcn fl1l1. p.aUftt 18 5.6 

Ad::I1ntstr.thto N'UI~l"It 16 Dedyr;tton" payroll 2 • 
AHen vhit fnes 18 1,24 

DelO9ltton, of lutl .. rt~ 1,16 32,1 

Allocation ftles, SS Ntf'rhh 24 3 De=urra9t 9 I 

Al10taenU 1 3 
De,lgn d.U 22 

Allot~nU, payroll 2 4 DestnKtton ct..-tlflc.us. cliutfiK doct.t:lltnU 18 
~nitiOft stock ",perts 23 .. D&stNtttcn lI;entflClws of '09 SK~t 
AMOllncet!'ents 16 Ic 

dOc:u:»nti 18 6 

Appl I cant 0.01 .. btl tty Iii e. I 15 
Dtrectly". INftagtc=-nt 16 I 

Appltcant evaluation files I IS 
Dhb""(Cfnt of fyndS. Uhtdulu of contractors 6 Ib 

Application PattnU 26 2 
01 serlotnation ccpt,lnti I 26 

Applluttons fer ft':pt01~nt I 15 
OIs;>enHry logs or f99htt" ~ 2c 

Apprcprl.tlon "'POrts S I 
Di ~n"'ry treatDtnt f'KON caNS ~ 2b 

Approprlat ton warrant, 6 4 
Ot 'POll' of p:roptrty • 5.6 

Arrest cate' fn~s 18 IS 
OriVIng, 

A .... ha1 ,nd ~partu~ files, trnt" 9 5 
Construction 4,22 

Alldit ..-.porU and ftlts 6 1 
K~1t.r IIItl:pons 26 

A~c:J:Iattc d4ita procf'nlng 2C 
Rts.t.rch aftd Dtytlopcctnt 22 

A.ards. f'C:"oploJ'n Orh'tf'$'ltunlt .M tnttng 10 

£Iq)lo)"ct I 12 
Drugs Ind narcotics ftles 23 

fem1-lDirence 16 14 E1 Ktronlc data: procelSl"g (4)P' 20 

841dge cr pus rKords II 
Ell"tator Insprction rtpOrts 2) 2 

Bids 3 
[ ... ,,_, 'I/l>pl, ,teOI'd> ) L' 

B111ings canring Cetntr.cte-r (cpl.".. ,tMMhl ,Uts:lent I l5 
e~pendt lures EGlplO1fc health stathttc.' s~rtes 

BtllI .f "dtng And ",ports. 25 2c 

BtUs of Nt.rtal. construction £=plOJ' •• Intt"t~ I 8 

·1te={s) In tl'le itfC'!! coll.A' p'rtct<llng t~ flnt seQicolon ArC fOl.lnd In the 
schedule prece-ding the first s~lcolOtl In the $Clledu1t' (01~. The S(lmE' 

relatlonshtp ~pplles to additional ser.licolons. 

r' 
~ ll!! ~ It ... 

Blologlc.l tfCords 25 \I 
8o~s and .. rranttts 3 'd 

£s::I.,la,..e ~dtcll hhtot')' 25 20.5.7 
(aplo,.e- \""Kcnt c.rcts I 2 

8o~s. periam4Me- 3 I.' 
Bench. saVI"91 2 5.6.1 
Bonds. surety 6 6 
SIId'lft "tes S 
SY49tt offtc. ICthity rtPOrts 16 
a~d9tt offlCt corresponcstnc, 16 
8wlldtng lhU IS 
ewl1dtng matnt.n.nee \I 

(llpl.!' suggnUon caw 'U, I 12.13 
[n9tne,rtng Gnd de'slgn 4,22 
[nwtron::zental contstnattcn ertasurt'Unt 

recoNs ZS 9 
[Qljll l!Cl>1...,..t .~""rt ... tt)' 1 26 
[~Icarnt rotttltnUon .nd hhtory Z3 
ha::!Itn,Uon ftles. reletor operator I 31c 
Etc." property 4 l.5 
(apendtturt accounting 7 

CalibraUon rfCOf'ds 25 6hll 
cash receipU .nd dt~rs(Clfnt 

Jour".' ftl.s 4 
~I"ttftcates af IVallabt1ity 15 
C,rtlflcates 0' IIttl ~nt l 
Chan9t slips. "")lro11 15 
el. fas 'f '.s. eontrac tor 

fftl)101't \I 
Chi"" ftle-s. wonoen', 

cmptnsaUon and public 
It.blltty \I 

Ch"lfleI:U~n "rogr~ 

OoIna~~t ttltS 18 
ClantltcaUon or dt!'ClnsHtutton 

CUt ftl.s 18 
ChnUted doc .. ~ftt control 

.nd ICCCM.L:ntabllUy rt<ords 18 3-8 
(hssUlf<I 4oc~"t "c.lpU LS l.h 
Cltlrat:C. fll.,. hctlUJ 18 10.\1 
((:J::::;:lttttts 16 12 
eoc::."nlcatio", 12 
~ntcat1on, ",nit adZiltntstr4i:tln 

(aPG, ... r. ,..cords 
HII.f'dous Daterlah 25 5.1 
Rldtoactht Qlteriah 2S 6.7 

F'actltty clearonc!' fUes 18 10.11 
Facti I t)' ."",.tlo., m., 15 3 
Ft~rt' regist ... .: ... ttftc.Ucns 16 II 
rtlld tnt record, (melflr .apons) 19 ~ ~ 
FtIo bad!!", 25 htJl 
~'I1E1 negathe, 

[nvtrorm:tntal cents'natton ae4lure=ent 2S 9d 
[Jprrrl~nt .nd tnt 19,21 L6;1.2 
"'."SOMt' ',4I1tto" ,lpoSVTe 2S 6 

F"t nltlcill phftl 5 2 
ft rt drUls 2S 3f 
fln records 25 ) 

Ftrea~, QUal I "catton r«ord I 32 
First aid tnatotnt 25 2b 
forDS sto"dardtzatton and control 16 • F,.lght btlh 9 I 
rrel9ht N'cords. losws. Qhullof\.ous 9 2 
F'r.lght transportal I on poJ)'aent records 9 I 

opotraUons fI hs 16 5 
(CM"UC records 12 9 
Conf'"'nt!'S. Pf'rlcdtc. p.ptrs pertatning to 16 12 
CcnlOltlj.ttOftS of Top Se-crlt dOCll=lt!'nU. 

nottcn of 18 
Construction •• ngincertR9 and usl~n 22 
ConUai nat ton =tn~r~l'It rlcards 2S 
Contraband rt<f'lpts 16 
Cantr.ctor fCplo,,, chiDs , .. ~s 2 

Gf()·OO£ Ict"'f Ue, reports 6 2c 
G.arntsh:::ent and ltv)" record, 2 2l 
t.f\er.1 ~COloiftttl\g Offlc. elcfpttons 6 2a 
Glnaral hdqer, 1 2 
t.ner.' $UI>jtct ft 1.s 16 5 
Cr.nU 3 1.'.1'-18 
ward torclt' IS 14 
~ard orders 18 14. 

Contr.ctor payrol1s. constNcUon 3 12 
Contr.ctor wage pollc)' fl1. 2,16 24;5c 

r 
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~ ll!2. ~ !!!2
Hazardous e:tlurh' • P.ckln9 l"tI 3 4c lEaposu,. to 25 5,6,1 Particle ace.'t,.Uon U 15

Sbtppt"'l (rldtOlcttw••"" 1",1101 9 6 Ptss.enger tr,ftlportattGn 9 3,'
Hell U record, 2S 2 Puses. PrGpertJ' or Qlter.,l ~..., 18 13
"19'-1, OPtrattan and QJItnh'N1nct ftlts 22 Patent ftl" Z6
tfogwhold .lttell, sftip:atnt of 9 1 'atent .greee.nts 26 ',S,6
Hcustnt. '.Iw 15 10 P,tent IP"pHcattons 26 2

Plleftl (lur.nCtS 26 3
Inc-cae t.. 2 180 'atent dock,ts 26 6
I"dh'dull IIrntn9 ,nd senlet card 2 1 P,teont t"'rinifQifnt 26 7
Inforaltton IIntces rKords I' 'awl ledgers Ind logs 26 10
["sPletton ,.,ts. connrwctton 22 Patrol 'ore. 18 140
InsPKtton ,.,ts. ufdl 1M fire protection 2S 1 'atrol offtcIf"' "ports of 'nsPKtion 18 20b
loSKtIftC. ClrttftCites 6 6 ~Itrol s\tPpl In and equtp:wnt, receipts
Ins~lftC. cMMttonl. reports of 2 22 'or Ind tftnntortu of 23 1
Insur4I\CO po'lCI 'Ues 6 6,10 h1fOll 'cbtnht.ratton corrtlpond.n:clf 16 5
InSured IMn 12 S P'1roll 11loanu 2 •
Intlrli'nc, 19r~"tl 3 4 P.yroll chang. ,1tpo 2 IS
Invtntton dcd.tI 14 1 Pa,)'roll ctrtUluUcn sheets 2 13
...tnto.,. J 10 Pl)'roll, constrvcUan contractor 3 lZ
Inventor) of Qljor I'qUt p::ent 23 I Plyro" contro' registers 2 I'
.....tory 01 PAtrol OoPpll.. """ oqotp:oftt 23 1 Payroll cfeodt.ICUc~, 2 4,21c,22
Ill'f'Cltori,s of (1.nUled 4oc=tnU 18 S Pltroll fllts, IftdhtdwA' 2 I
Invoices, ,torn .ccovntlng 8 3 Pa,)'roll fhcI' "heCh.t'*' 2 16

PI,)'ro", CIeQOrlndl,lO:l ceptes 2 13
Lloorato.,. otologIcal records 25 It Payroll, overth::, lutharhutcns 16 5
LlbOf'ator) notebooks 19 6 Payroll, "n,tan plan ",cards 6 10
Leise fU .. , houstng IS Ic Pa,)'roll, rl'PO"s 16 8cll1Col
LetS.S J;IS ';lc P.ll4lty ",11 ~rU 12 1
Ltl" receN' 2 9,10 hnsion phn rtcords 6 10
lldSO", 90-11 7 2 Po.......1 1
Ltd,.", cast rtport 8 8 Pesonn,l «ttons, nottflClttG~S of 1;2 11;1t
lnl and 91rnhhc:ltnt teCONS 2 23 PenoM" ceUings luUlort'lUons lbud~t~ 2 12
ltconst"'l f_ nrtlftcatlonl 01 •••ctor PerJOMol correspondence 1 ),11a,l1c,18a

o,I,..tors .n'oreecent ft'lS 1 32c Personno' fold.rs, health ph,slcs 2S 1
lock """ k.y control rll .. 18 11 Personne' folclers, offlc1l1 1 1,10

PeNOMt' oanlgec::tnt cor...,pa"nc:t 1;2 14;11
llacht....daol. rocordo f[OPI 20 PersaMe' rldiatlen tllpa,vr. ACerds 2S 6
11I11 12 5,6 P,rsortne' sUthtica' reports 16 8
lilli, 1011_. 12 6 Photo<jr.pho CSt••110 AldI ..Is..1 as 211
1lI111"'l lists 13 S Constrvc:tton progress .;22
Malntlftlnc. anice, buildings 8a<1~ or PISS It

Irtd I'qulpc:ltnt It ;15;23 5;2;2

~
I

~ 1- ~ !!!!!
Mlna;_nt ctt re<thes 16 1 Infor'QIttcftll r.' tlHS l4 1
IlIn._nt loproy_nt "POrto 16 8f Master plln 11 1,2,16
Manlleclnt proJ ,cts 16 2,7,10 An•• dev. bld:orcund data 19 5
Maps, drlWl"9s, Ind sPlcHtcIUans 11;22 At1•• dev. product 19;22 8;
MII"recent records .nvt ron:litntl' Pllns. dell,n 22

conuainltion 2S PoUcy IslUlncts 16
IIo4lcal Posltton descripttons. pOsition rf(ord cards

recontl 2S and polttlan lct.nttflclUon Urlps I 11
.....rch groJKt 2S POSUte 12. 6

""senger serylet 12 Po'tal rocordO 12 S
!lobi" oqulpaont optr.tto••"" Posting Ind control =tdh, 'Nt" 7 4

_Intenlne. 23 2,3 Pclllltr records 15 3b
!Iobillutlon Ind ",npo..r 18 28-31 Pr.IS r.'....s 14 1,6
!Iotton plcw. fila Preeop'o)'Cltftt ,..f,~nct che<h 1 10

",'d taUs_ w.n 19 16 P,lnU"9. bindtno, 4wpltCltton 13 3,6
bptrtctnt Aftd hU 21 2 Prlorttlt"l 3 19

!Iotor pool trip tlcl.U 10 2. Procureaent 3
ItOtor vehicle oper.Ucn ~nd Procu-rment approvI' ft1~s 3 4

l:IIinteMnc. 10 Procurs:ent case 'Uts 3 1,4
!Iotor ••hlcl. ~r.to", t..Ung Pr09r"s reports, constructton 22

treintng 1M lcenslng of 10 PraJtct control ft, t1 16 1
ProJKU, D1na;eaent 16 2,10

"reottcs and ctNi ftlll 10 PropertJ dl spaul 1M transftr • 6,1
~'••r Dltertl' Propert,. 'Oln or renta' of 23 I

Contracts. rtv,nw prodllCtton 4 8 Propertr Ga~~nt 23 1,2
L.IH IgrtC!Qlftts 4 10 Proptrt, procurer::ent 3 4
losses 2' 6 Proposals for rewarch projects
ShippIng p.et.gl"'l roco"'o 9 6 ..llctted J 4
Transft.. wt tlloot Chltgo 4 9 ""..llcltod 19 12

Publlcltion, Ind ,..ltases. ,nfon:lolttc"I' 14 I
OCCurmICI tny..tlgUlon fll .. 2S 1 Purchase ol"dtrs 3 1,4
Offlce _ht... 23 1,2
Offtchl .,.......1 loldo.. I I INota fll.o, SS ..tort.1I 24
Operltloas AI.rt wst records 18 )J OlHltty usuranc. 22
Ortenlutton Ind functiONl (Nrtl 16 134
Or9.nh.tton 'tWin Ind survQs 16 130 A.dhUcn e.posu" rICOrd'. por,onn,1 25 6
erg.nt.lttcn Ind ceMgtcent offtCl Ind Rldlo 12 l

a4:aintstrlthe operltion fUIS 16 5 RadloKthe contaalftlttan record, 2S 9
Ow,nl_ luthorluttcn ftles 16 Sd Radloacttw...torhl ohlppln9 p.ck.g1"'l roco"', 9 6

RadloKth. l:lItl1urec:atnt l"t'Corcts 2S 9
btlrwd aperltton Ind Qltnwnanc. ftl" 22
Raw t ..t uta 19 5,16
Rtll property • 2,3,7
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~ ll!2. ~ !!!2 
Hazardous C2lurtal , Packtng IlIlI 3 4c l Eaposu,. to 25 5,6,1 Particle ace.'t"Uon 19 15 

Shtppt"9 Iradt .. cttw •• "" ftuth} 9 6 Ptss.enger tr,ftlportattGn 9 3,4 
Hell til record, 2S 2 Puses. propertJ' or Qlt;eri,l ~ ... , 18 J3 
"19_' O",.UO" and QII'nh'nanct ftlts 22 Patent ftl" Z6 
tfogwhold .fftell, sftip:atnt of 9 1 'atent ,greec.nts 26 4,5,6 
Hcustnt. '.Iw 15 lb P,tent .ppHcattons 26 2 

PUent ('u"nCtS 26 3 
Inc-cae til 2 18b 'atent dock,ts 26 6 
I"dh'dull IIrntn9 ,nd ,enlet card 2 1 P,teont t"frinit'Qlfnt 26 1 
Idoraltton IIntct' rKords 14 'awt ledgers Ind logs 26 10 
["sPletton ,.rts. connrwctton 22 Patrol 'ore. 18 lib 
InsPKtton ,.rU. U'.t, 1M fire protectton 2S 1 Pltrol offICt""' "PO"' of tnsPKtion 18 lOb 
loSla"IftC. (lrttftCites 6 6 ~ltrol s\tPpl In and tqutp:wftt, receipts 
Ins~lftC. cMMttonl. ff'poru of 2 22 for Ind tftnntortu of 23 1 
Insur4llCO pol'CI fUes 6 6,10 h1fOll 'cbtnhtratlon corrtlpond.n:c:t 16 5 
InSured Clan 12 5 P',foll .1loanu 2 4 
Intlrli.nc1 19r~"tl 3 4 Payroll chong. sltp< 2 15 
Invtnttan dcd.tI 14 1 Payroll ctrUftuUcn sheets 2 Il 
I .... to.,. 3 10 PI)',ol1. conltrvtUon contractor 3 IZ 
Inventor,- of Qljor I'qUt p::ent 23 I P.,rol1 control registers 2 14 
I .... to.,. of Pltrol SllPplt .. """ oq.tp:eot 23 1 PllTOIl cfeodf.ICttc~, 2 1,21(,22 
IM,Clte, •• , of cl.nUted 4oc=tnU 18 5 Payroll fllts. tftdhtdwA' 2 I 

Invotetl. 'torn ICCGVnttng 8 3 P41roll fiscI' scheCht'*' 2 16 
'.yro". QeQOr.ndl,lO:l (CPttS 2 1J 

Llboroto.,. btologtcal records 25 11 Payroll. overUr=e luthorhatfcns 16 5 
LlbOf'ltol'J' noUboots 19 6 Payroll. ,'"'IOn plan ",cords 6 10 
least ,n.l, housing 15 Ie Payroll. rl'POrts 16 8ellllb) 
LetStS 3;15 4;lc p ... lty ... n ~rU 12 1 
Lt .... receN' 2 9,10 hnSIon phn rtcords 6 10 
ladse", 90-11 7 2 Po ....... 1 1 
Lid,,". cost rtport 8 8 Pesonn,' "ttonl. "Oltftutta"s of 1;2 14;11 
lny and 91rntshc:ltnt teeo"" 2 23 Per'SOM" ,eUings luUlor,,.Uons lbud~t' 2 12 
ltconsl"9 1_ certtflclUon} of r .. etor PerJOMol correspondence I ),114,17(,184 

o,erltors .n'orc~nt ft 111 1 llc Personne' fold.rs_ health ph,slcs 25 1 
lock """ k'f control m .. 18 11 Person".' folders. offlc1l1 I 1,10 

PeNOMtl OIn'9(1C:1tnt corre,po,*,nc:, 1;2 1t;1l 
IIIcht .... ""'bit rocOrdl ([CPI 20 PersaMe' r.dlatten tllpDSvrl rKGrds 2S 6 
IIIn 12 5,6 P,rsoltne. IUthttcal reporu 16 8 
IIIn, foll_p 12 6 Photogrlphl IS.o ""0 Aldt .. ts .. 1 as 21\ 
IIInl"9 lilts 13 5 Constrvc:tton progr~ss 4;22 
_lntln,net Antee. buUdtngs 8ad~ or PIn 11 

Irtd equtpc:ltftt 11 ;15;23 5;2;2 

~ 
I 

~ 1- ~ !!!!! 
Mln.;C!Eltnt ctt re(thll 16 1 In'or'QIttcft.' r"U"I " 1 
1II.1_.t toproy_.t "POrts 16 8f Muter phft 11 1,2,16 
Mln'lectnt proJ tetl 16 2,1,10 An •• dew. b,d:orcund data 19 5 
MlPI, drM"9I, Ind sPlcHtclttons 11;22 Alt •• dev. product 19;22 8; 
Mllhrecent rKords Invl ron:IItnUl Plans. deston 22 

conuatnltton 25 PoUc, hsulftCtI 16 
IIo4tul Position descriptions. posHlon rf(ord cnds 

recants 25 and posHlan tct.nttftcltton strips I 1\ 
..... ..,h lII'oJKt 2S POI Ute 12. 6 

"nsenger _n'tet 12 Postll rocordS 12 5 
... btl. oq.tpao.t optrltto. 404 POIting Ind conuol ctdh. 1N9" 7 • Dlhten.nct 23 2,3 PClllllr records 15 3b 
... btl tutto ••• d .... po .. r 18 ze-ll P',n rel' ... 1 14 1,6 
"'Uo. ptcw. ftla Preeoplo,YCltftt "ft~nct che<h 1 10 

",Id tUli. ".ft 19 16 PrfnUnt, btndtng. 4wp1tUttOll 1l 3,6 
b~rtctnt Aftd telt 21 2 Prtorttte-s 3 19 

... tor pool trtp tlcl.U 10 21 Procureaent 3 
ttotor vehicl. operatlcn and Procu-rment appro.,.' ftl.s 3 • 

I:IItnten&nc. 10 Procurs:ent cue f .. IS 3 I,. 
IIotor •• hlcle ~rlto", t.sU~ Pr09rln reporu, construction 22 

trlintng 1M tClnltng of 10 PraJtct control ft 1.1 16 1 
ProJKU. DlNI;eaant 16 2,10 

lareaUcs and ctN; ftl11 10 PropertJ dt spo1l1 and transf.r 4 6,1 
~I.ar Dltertll Propert,. 101" or ,.ntll of 23 I 

Contrlets, r ... tnw prodllCUan 4 8 PF'O;Iertr GlClate=tnt 23 1,2 
LelH Igf'ft!QInU 4 10 Proptrty procurer:".ltnt 3 4 
Losses 24 6 Proposals for roWlrch P1'oJects 
Shtpplng Plct4gt"9 roco"'< 9 6 .. !tclted 3 4 
TrlOsfo ... wi tlIout Charge 4 9 "" .. !tctwd 19 12 

P"bUCItfan .. Ind releases, ,nfan:lolUcn.l 14 1 
Occurml<t 1 • .,SU91tIo. ftl .. 2S I Purchase orders 3 1,4 
Offl(f .... hI ... 23 1,2 
Offlehl pt ...... 1 folders I I Oootl ftl.s, 55 .. tortlls 21 
Oper.ttoas Alert tett recordt 18 1I C)Hltty ISlUr&nCe 22 
Ortantntton Ind fwncttona,l chlrtl 16 134 
Or9anilltton 'tWin and S""Q' 16 Ub A,dhttcn 4uposur. rICOrdS, personn,1 25 6 
erg.ntlattcn 1M canagtcent alffu .nd Radto 12 3 

_tnhtrathe aper.tton fU., 16 5 Rldtof;(the contaatnlttan records 25 9 
Owlnt_ luthortuUcn fHes 16 Sd Rodtoacttw ... torhl Ihtppt.g plcklgt"9 recO"'1 9 6 

h4tof;(the I:IItlSurec:atnt l"I'Cord .. 2S 9 
bHrwd operllton Ind Qltnttnanc. "hs 22 
IIIw tnt dltI 19 5,16 
Rill property 4 2,3,1 
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RKt1pU. Chltttftd Dlter',' 18 3,6 TfCll! ,rid Itt.ndance reports 2
lttCftpts fOr bOnds and checks 2 6 It tle papers. nal property 3
AtCOfpts for contrablftd .rUd" ccnfhcaUd 18 13 Tool receipt fl1es 23
RtCttpts for patrol s"PpHn .rsd eqytpaent U - I letp SK,..t (ower "",t 18
RK.hlng IO\IS , 'Ill... 3 4 top $e(:~t 4ntructfon ctrUffutts 18
RHOrdl Qiftf9(Qtf'lt and dhpositton 16 3,11 T~p Secret docioCent consolidations,
A.ducod ton dU' 19 16b nottcls of 18 6
Atghtorod ...11 12 5 Top secret doclQnl tnYlntonts 18 6
Rtghttt"s of PtrSOn' whtttng lacluston To;> SK,.t doCClifftt netipU 18 6

&t11S 18 18 Trlfftc; "CfdtnU 18 15
Rtthte" of "tsUo,", to artal, Installations Tr.fflc reconts 18 18

If'ld C(C;:I,Iftttft' 18 18 lnffte 'VIolation fUo, 18 15
R~tster, of whltl to dhprnsartu 25 2c Trelnfng coune rtCords I JO
a.ports l.ethftJ. fttd-t,., stat"'" trip. TrV'dtr Ift'en to contrKton 6 I

Cl'tttng. a"rlhal) 16 8.12 t,anspQrUtton 9
At-ports control 16 8a Tr'nlport.tta-n "'ewell f't'9hter 9
bquests for teChnic,l rt1>Orts 18 3 1rawel 9
Request for whit appro..' 18 18 1rawel 'rTh" and ~at'tu:re '1101 9
Rtqulf'Cl:ltntl 3 5.19 1ra....l, alKflhneoui 9
ReM.reh arM! 4ftt1or=ent 1r..tl VOUCMM 9

Dr...."', sPtelftcatlons 19;22;26 8; , 5 Trtp roports and 10\1' of cOlII'lor .scorted
[apert..., 1110' 19 ,htP"O.h 18 3
wotol>ool:. 19 6 Trip tldetl 10 2,4
PlIolllgrap~. 19;21 :22:26 5;1,2: . iProtrCl flitS 19 Uncolltctlbl. &CCO!mtl 6 h
Project (I" fll tS 19 3 UtilIty rocord. 15 J
Report' 19 7
Blckup PlPfrs 19 5 Whit
Itst lilts 19 5 "'11"0.,1 ~sts of ,Q teftS 18 18

R.~tton ~hU" I 17b it.,t suitton cards 18 18
RwUrcctftt 2 21 Voucher prtparattO-ft correspond""e 16 5
RUIn'ns on tnccw:e t.. withheld 2 18b Vouctters 6 I
AlWlrdS lor su~rfor I(ccppltshDtnt I 12 YCVCMrs, trlw,1 9 4

Slf.ty glan.I, pr..scrlptloftS for 25 I~ Wag. pol tCl fll.s 16 5<
$I 'ety recordl 21 I Wlge SUntl ftles 2 24
SCh.csults. dhburst=t'nt 6 I WarrantltS 3 4d
SChedules of u'u.ables shipped 9 2 ~eapon I1IU rtporh 19 1
SCt.ntlflc atld technlCll I'f'POrts 19 1 Withdrawal authorlz.aUon ClrdS for steck Itros I 32
Soc.rtty 18 Nttl\llOldlng 'fA .."",tto. cortlflcatos 2 180
Srtc~rltJ persomtl el,"rIM. CIM fUes 18 23 ltortDtn's ccapt"Sltton ChlDS 25 12
5ecIoIrtty offtce .=Inhtrlth. oper.UoM

16 X-ral flliu 25file,

senlc.. record card
Sett'lP:le'nt Cfrttftcattl
SF trafld.r ~cordl. "'SO 5S
S11p:»nt
SIltFptng dOC_nts
Sl\w:tt'if trip rt'POrts
Sf tr &~dtt record,
Source 'I'd Itsslon.ab'e- Qlterlals
SPiCe-
$oK11' •• h.ry
$pecta' Qlwrtah ICCOl.lnUbtl I11 records
SJ)tctffCltlons. CCftltNCtlon
Spuche,. offtctll
Statrl::ilfnt of fOplO)'CDttlt Ind fln,nchl Intl ...,ts
Stock cards
:tortS jccountlftg
Store, rK.hl~ "'n
StortS rec.hing log,
Sto.... ,toct rO<lllt"
s.IlJoet fn.,
s..pply ....._t Itlo, hill'" rocohtng Ino"

Ito"" control 1"9". etc.)
s..pply requlsttlon fnts l'llI>Ply rO<l.lr....nts

I"f1;lOrti••t\hdr... l of s"Pplfes.
requ;httfcn. ttc.}

Sorplu' preperty
Surplus propef"t1 sl'ltpplnt dOC1.o:lltftU
Survey ,t1,,~ S5 Dlt.rtals
SuN.,S 1M ltudies of org.anluttontl unlh
Sunel' of Utt,truetlcn Fogr,,"
SJ'qlO,hg,
SyStolI, doc_ntotto. IEDPI

tapes. t.hutograljltl 'I'd te'.scriber
T.. •acapttoft~ ... tf'lho'dt~
T.. wt~ld ,""ports
Tiflf'PhON
lolopllo.. IIlll ,It OS
,.lotype
f.ruhltlon. eap'01fe clelrance Iltd ttratnatton

notlCt
1t1t PlPf'rl~ ecp'01te

I
6

24
9
9

10
6

24
11
Il
24
22
14
I
3
8
3
3
3

16

3
4
9

24
16
22
16
20

12
2
l

12
6

12

2
J

8,9,10
1
I
4
h

9,2
2,3

5

I
l5
10
4
4
4
9
5

4.5

9
6
I
4

Ub

12

5b
18
IBc

2.4
8

2.3

17
32

~ 
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RKtlpU. Chltttftd Dlter',' 18 
IttCftpts fOr bOnds and checks 2 
AtCO'pts for contrablftd .rUde, ccnfhcaUd 18 
Rtcetpts for patrol s"PpHn .rsd f:qytpaent II 
RK.hlng 10\1', ."''" 1 
RHOrdl aiftf9(Qtftt and dhpositton 16 
A.ducod ~n IItU 19 
At9h~rod ... 11 12 
itghttt"s of PtrSOn' whtttng l.c1usio" 

at'lS 18 
Rtthu" of .Uito,", to arras, installations 

Iftd C(C;:I.Iftttt.s 18 
R.gtsterl of whltl to dhprnslrtu 
a.ports l.cthU,. fttd-t,., stat"'" trip. 

25 

Cl'ttfng. '"rlh.,) 16 
At-ports control 16 
bquests for teChnic,l rt1>Qrts 18 
Request for whit IPpro .. t 18 
Rtqulra::.tntl 1 
Rew'ret! IrMJ 4ftt1or=tnt 

Dr .... "', SPKtftcattons 19;22;26 
[aperl ... t ItI •• 19 
Notebool:. 19 
PIIo"'g .. p~. 19;21 ;22;26 
Pt'Otrca fl ItS 
Project (I" ftl tS 
Report. 
Blckup Plptr, 
Tost m .. 

R,t.nUon ~hU" 
RwUrccent 
RUIn'ns on tnccw:e t .. withheld 
AlWlrdS lor su~rtor KccppHshDtnt 

Saf.ty glan.,_ pr .. scrlptloftS for 
Sa 'ety record, 
Sch.csults, dt ibursec::t'nt 
Scheduhs of ulu.at.les shipped 
Sct.ntfflc atld technlCI' reports 
s.c.rlty 
Srtc~rltJ persotltlt' el'lraM. CIM ftles 
SecIoIrtty offtce .=1 nhtrlth. oper.UoM 

ft'e, 

SentcI record Clrd 
SettllP:le'nt crrttftcattl 
SF trafld.r ~cordl. I'SO SS 
S1tp:»nt 
SIItFOlng dOC_ntt 
Sl\w:ttlif trip rt'PQrts 
SI tr ,~dtt records 
Sourcif ,,,d Itsslcn.ab'. Qlwrtah 
SPIC. 
SoHII' dtlh*1)' 
$pecta' Qlwrh1s ICcOI.InUbn t 11 records 
S1)tCi,tCltlons. eonstNCtlon 
Spueh." offtetl' 
SU'trl::ilfflt of fOplO)'CDttlt Ind ft",nchl Intl ... ,ts 
Stock cards 
:tortS jccounttftg 
Store. rK.h1~ ft ... 
StortS rec.hlng 'ogl 
Stom .toct ,.0<1 .... t 
5.IIJoct fn .. 
s..P9ly.,. .. _t III .. (s"' .... rocohlng In .. , 

sto,.., control led9". etc.) 
SUpply requhltton Inos I.""ply rO<l.lr ..... ts 

rtp3rtl, .tt,hdr ... ' of s""pHIl'. 
reqJl"ttfcn, ttc.} 

SUrplo. property 
Surp'us proper't.1 sl'l1pptnt dOC1.o:IItnU 
Survey fnfl_ SS Dat'l'lIls 
SuNtolS Ind n"dlt$ of org.antlittOnt1 unth 
Sunel' of Uttstructlcn Fogr"s 
SJ'qIO,t~s 

Sy.teoo. doc_nUtto. IEOP) 

tapes. t.hutograijlh ,,,d te'.scrlber 
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Tool receipt fl1es 2l 
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T~p Secret docioCent conSOlidations, 

notte.s of 18 6 
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Vouctters 6 1 
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Wlge ,urn,. fUes 2 24 
Warranties 3 4d 
~eapon I1IU rtporh 19 1 
Withdrawal authorlz.aUon ClrdS for stect Itros 1 32 
WltlIIIOldlng t .... "",tlo. cortlftca~. 2 180 
ltortDtn's ccapt"Sltton ChlDS 25 12 

X-ra,. fUess 25 
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CHAPTER V

RETENTION OF CONTRACTOR RECORDS

V-I

1. 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 111-2, paragraph 5,
Restrictions Affecting the Disposal of Records.

2. 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

n(a) ... the following terms have these meanings:

n(1) Operating contracts are contracts:

lI(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-tenm, 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.

lI(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 •••

11(2) Onsite service contracts are those cost-r~imbursement

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.)

11(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 •••• 11

3. 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 111-18, paragraph
11, Appraisal - Development of New Standards, should be followed.
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COlIIllA(IOR RlCO'lD5 SCHlDlIlE I

COlIIIlACIOR RICOllOS SCHlD1n.IS

~

1. PlnOl\rte1 Records
2. P41rQlltn9 and P.y #4Qinhtrat1on AlCords
J. PrD(ur~nt and Supply AeecrdS
4. Property 5.1& and OlSpos,' Aeccrdl
S. Budget Record'S
6. RlCetpt aid 01$b-l,lrsecent Account heards
1. bpendttl:re Accou.nttng Records
8. Stores. Plant. and Cost Acewnttn9 RlCord'
9. Trawel bnd Tnnsportltton Records

10. ttltor Vehicle Malnter\an(e jlrd Operatton R«ords
11. Spa« and ...Int....nee Recordo
12. C_leotlons Recordo
13. Prtnttng, Binding. Duplication••nd Distribution Records
14. (a.......... )
IS. hell It, aecordo
16. AClnhtnthe Minogectnt Records
11. (.Ftov.phic. Recote Stnstng 10I~f'J. and Reined RKordS
18. SKurtt1 and Prot«the Sent," heard,
19. Research and oe.tlc~t RecordS
20. MlchtM'-AeadtUlte Recerds
11. A&ldtOYtsu.l Aecerds
22. Ontp 1M CcnstNCtton Dr..'"" .nd Atl'Ud Roeo"'
23. Eq\,lt~"t Control, KltnttnlftCt. ,nit Oi>Q:r.tton RecOrdS
24. Ind••t.lal racl1ltl Recordo
2S. Medicine, Health and Sdcty aecords
26. Nucltat Weapon Recards

Inde.

~

3
11
27
37
4S
SI
61
69
77
8S
93

101
III
117
119
127
143
ISS
167
181
203
217
233
241
261
281

289

lIE"
J!2.,... DESCRIPTION or RIC0R05

6. [MPlOYEI RICDllO CAllOS uoed for
1n'Dread 0,,41 purposes outs Ide
personnel off1ces.

I. POSITION filES.

41. Jab Clusific:aticn Manuals.

b. Position Descriptions. fUes
&scrtbing t"st4blh.hed pOstttO,.s
including lnforaation en title.
duties_ and nSpctlstbtltttri.

III aeconl C"".

(2) AI. other capirs.

8. ItHUlVlUf RECORDS. CorrespondeftCe.
reports, .na other ~crds relattn'J1 to
tntervte.s with e:1ployee'S.

9. (RISERVIO)

10. (RISIRVIDj

II. POSITION IDENTIfiCATION R[COaoS. Roconlo
s~lu;h as stripi used to Fawide sutlllary
data on each POltllon occupied.

12. ""lDY[E AwAllD fillS.

10 Gfoneral Alurd hcords. Case .. IlK
inchJdtng rec~ndattOtl'. -,pprowtd

RETENTION PIRlOO

Until UpolIratien o-r
tr,nsfer 0' e=ployee.

Ohpoul suspen4ed
Ptndlng Co:::p1elton of
tte41th and KorUltty
Sludl·

1 "4r' "'let pca1tlon
Is I1l>Oltstled or
ctescrtpt ton is
$Ur;lllr'1edt'd.

Until IXlSltion h
tboIUI'lt'd or deKrlpt;on
is superSeded.

b ""nth, Gfter transfer
or u'p"n ton of
a:::pl Dyec.

UntO poSnton 1,
uncilled or new neoN
ts prepared.

Z ,un "t~r .pr;rowa1
or dt$4pprowal.

r
CO'lTllACTOll RECORDS SCH£OUU I

PEaSOlC<£l REClROS

ContnetGr perscronel N:(ordS rellte to tho ,upOnhlon O'fer 4rd Qi"lgo:::Jenl of
contrlttor capt.". This Kft~le COW," the dhposttlcn of personnel fot~rs
and othor ..._ ro1atl"'l to po~_I.

CO~IRACTOR RICOllOS SCHIOOLE

d. t.hts or Index" of A.,rc:t !CCIOt,..., or Untlt superseded Dr
Wtftl'll'rs. obsolete.

1 yeu.

3 na~.

.lI. Chronological fOe coptes. tnclvdln~

fact sheets. o.Itntatned In Pl'rlonnel
offices.

b. All other r;oples aatntatntel tn
parsonnel offtces.

13. IlIClNTlYE AliAllll5 PllDGRNI RIPoars. R.porto
ptnainlng to tM operation of tlte
Intent he .... rds Prov5.1.

14. IIOTIrICAIIOlIS Of p[aSOlOEl ACTlOl<. fo....
doC~ntln9 'nn.ut ~toyt:lrnt, proc:ottons.
trandeN. In cr out. se:pu.t ion, ,nd .11
C1ther IndhldlUl ete"-Onnel ICttQ:ft'l,
••clu'She of tt\ose In Offlci.l Pef"1onMI
Follkn.

no::r1f\1th~"s. DtacU"ancia. corrfl·
poncle~. rtopOrU••rd rehtf'd
aat~rl.l describing Dlrd. ~.n1S

tn:c;tu4e contractor-spcnSGred Cuh
and ncn~nh b .. rdS. incenth~

hNrdl, salary l~reaH1, IV99l'S
thml, and ouUt41ndlng perfONjnc~

4W.lIrdS.

Ill"
J!2.,... DESCOIPIIDN Dr RECOROS RElENTlO' PUIOO

b. leongth of Service Aw.rds fUe. 1 )'e~r.

RKordS including corrnpcna.nco,
~rolnd.ll. reporU, r;ocputat.ton, of
le-..... ice. and lISt of ••,rdeel.

c. Letter' of COCOIlle-ndatton 4nd!e.e!!.c:; ftflon. toples of i attars 1 yea".
l"Kogn z ng length of senlcer, rettra·
Ol!nt, letters of app-reCiott Ion, ,net
perfomance co:AndattQtls. [.elude,
copies ftled In Official Per-sonRe'
folder.

3 ,Je,n after uparat ten
cr tr'n,fer of ccployee.

~:r{r:~ ~:to;:~tof
hlnorl (lncludtng
non-nnE contr4lctor
_lo_ot).

RlT£NTlOl< PERIOO

6 ,)'elrs ofter HPuat ton
of c:;Jl01e-e. prowtdt'd
roqulr_nu of lall).
tboYe. Ire eel.

6 ye,n after sepudtcn
of _1.,..0.

ITEM
!Q:...~~

I. OHlelAl. PlRSOlOEl fOlDERS (OPf).

a. CPF's of cotltr.ctClr$ .01. contruu

~,,:~:~ncr:o:: ~~41~f:a;~~J~2
(lJ(I[ PIl).

II) Ille.. recordo t n tile Ol'r
portalntng to Jobs Ileld bl tho
eq>lon. f.... Inttlal dat. of
EtlPlo)'tl!nt to d.te of toraln._
ttcn. Inclvde prevte..., Jobs tutld
bl sployfl as ShOlm on hh or her
.pplfCf;tton or other dotu:unU.

12I All otho. o;>r recordo.

b. (Ff·, of contractors dose ccntrACU
do not contain ett~r of tit, U'tt,
Ind ~••lt~ cIa.... In 41 en i-SO.
704·2 (00£ pal.

2. SUYICl: aECORD CARDS.

3. IRISEaYID)

4. (alSEaYEO)

S. (RESERYEDI

r 
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b. :f~~::,,~a::i~:~::·tn~~rc~~ftft
!'.rsoAnel rolders not pro.tded for
• httlhere In thh s-chedule.

RETENTlOll P£RIOD

Rewtew ~Mu~111 and
dellrol Slo:pOrsNtd o.r
Cbtolete clocvt::8nU. or
de1tr01 41 I dOCloo'Ol:nU
"httng to ~n tndhtd\Ul
eqllo," I ,ear "'te..
u·pu.tten o,r tr4n$'er.

6 aonth,.

ITEM
!!!!:.... DESCRIPTIO.' llF R£CllRllS

9. [(0 Ge-neral fUes. General
comnponaince and copt" of "'iUh
t ton'$ with rehled recQrds

~'1;~:·rh~oE~~eA~:·~} m~~'.~t.ny
pertinent future legislatton; ancl
ecntraetor [EO C(lCDtttee meeting
riKard, 1ne1 udt ng atnutes and
reports.

h. EEO Afft"""the ~tton PI.n, lAAPI.

ZI. PERSO!<ltH COUNsnl~ RECoaOS.

•• CINn,.ltn, FUel_ aeporu of
ual... t"". ,n,ly$e". and related
reca.td,.

b. Alcohol lind Of"\,l9 Abuse Prcgt;~.

Record, creuid 1" pl.Mtng. coordt
Mting. and dtrecting an alcohol and
dN9 abvse PI"Og1"4lJ.

18. STANDARDS OF CllliOUtT FilES.
Cor...spo,naence. at,:::lOr.iiIi; and other
record, relating to codes of etM"
and ,tondardS of ccnduet •

RETENTION PUIOD

J ,tar,. or -"en
superUdK or obsolete.
tlhtehctnr Is appl te.bl ••

S l'IrS fr~ d.U of
plan.

J }W'''' .Uu
tlmtNt ton of
coo.sellng.

J ",,,s.

Unt t1 GbSoietc or
sUplJrscded.

19. (RESERVED)

10. (RESERVEO)

11. (RESERVED)

11. IRES!RVEO)

n. PERFORIWICE RATI~ RECORDS.

1'. (RESERVED)

2 yurs.

19. lA80R MANAGEMENT RELATIONS RECORDS.

a. ~:rCa::";m:~t ~~~::~~L~=::al

~r1~:ator;C~:I.;~:n:~~:rb:::~'
mtMgeatnt Ind ec;Iployee union" or
other I}roups:

(I) Office ne9otl.tlng .gr__to

(1) Other olftces.

\I )'O.rs.

Unt II ,upeneded or
absollte.

.. ~:f~~~al c~:i~:~::'~:~ ~;7:~Rt Cate
4 114n afte-r resollo1t ion
of cate.

ca;:;:etp)ndence. reports. eahlbits.
• ithdr,..1 natic;es. cO'p1es of dc-cttlont.
and ret:ords of hearings and c::utlngs.

b. Caples of CQa!plaint Cne rtlet. I year after resolutl0n
Dupltcate C4se files or dOCur.lInU of case.
pe.'utning to c;lSe filet reUined In
OUIchi File Dl$crhatrwtion Co:=.phlnt
Case file.

c. ~:~k"l=dl~i ~~:.Of~~~:~und records
2 years after final
ruolut ten of c,ue.

Ohcrtotnation Co:tplatnt Cne filet.

d. C91 i.nee Records.

(I) Cccp1iatW;e A~tN fUel. R~It'W$. 1 ye.rs.
WCkveund p.pers••nd corres-
pondence rehtlng to ca"trKtor
eql10J"Cltnt prKt Ice-t.

121 no ta::p1t4nte Reparts. ) year,.

e. [coloyH' ~$ln9 R:eglJe,u. foret 1 year.
reql.;est1ng CGntr4Ctcr anhuMe In
hOusing aatte". slolch IS- renu' or
Plolrchase.

f. [eployQ!nt Statistics filet. ~ ye.r\.
l~loyDtnt sUttsttcs relattn'al to
r.ce and sell.

CONTRACTOR RECOlIDS SCHEDULE

llEM
~ OESCRIPTlo.~ Of RECoaOS

15. Co.'FlICT OF INTERIST CASE FILES.
Stlt~nts of eq)IOyafnt Ind fin.nel ••
tnterests .nd rehted recordt.

16. EQUAl. EHPlO'HlNT OPPORTUNITy RECORDS.

RETE.TlOll PERIOD

2 ,e,r, titer up.r.t tem
of ~loyee. or 2 years
.ft... tq)loyH' leiwe' the
po,uton for t'hlch th.e
sUttal:nt ts ~loItm.

CONTRACTOR RECORDS SCHEOULE

ITEM
~ DESCRIPTION OF RECORDS

b. Ubor Arbltratlen Ge1wral .nd Cue
fil.,. C-orre,pondence. 'orcs. ,na
5«kiround papers rehtt~9 to hbor
arbttrat ton casu.

30. TRAINI~ RECQ;tDS.

a. Tralntng AidS.

b. General ftle of Contrtclor-spon,orod
Training. Corre,pendence. QCQOr.na••
a~reeoenu. authorizations. reports.
re-qutrernent relft"". phns_ but
ground a.tte.. i4l1. workpaPC'rs. and
objectives relating to the
establ tsha!nt and oper.tion of
tralntng ccurses and canfercncos.

c. (ruployee TrainlM. Correspondence.
GIl;:C:Dr.na•• repOrts••nd othor records·
rel.ting to the anthbtlttl of
training and ~101ee partictp.tton
In tratning progr4~. uclushe of
records filed tn Offtctal Personnel
folder.

d. (oune Anneu.nceoent fUel. Re',renee
file of p&cphlett. notices. ut.,OiS.
.nd other reconlt Mhtch provide
1nfOr'Colt ion on courses or prOW-=t.

31.

a. :~::I~:iR:'nAff:41~~~e:;e::~:;::
grlCNance .nd 4ppeoh. ellUpt ((0
cCJi1Platnu. These case files Include
stat~nts of witnesses. reports of
1nteniftd and h.earlngs. eu~lnor',

RETENTION PERIOD

S )'Oars aher ftn.l
resolutt4ft of cne.

Until oDS-olete o.r
t"perSe<led•

Untt1 2 ,Jean old. or
2 )'un .fter cClGp1eticn
of /I spectfic tratnin,
pr09r~.

2 yurs, 0.. unttl
suporSedC'd or ebsolete.
~tchevcr is sooner.

Unt I I ,upersrded or
QOsoleu.

3 years "~ter case is
closed.

Attachment V-1 
Page 2 

COlITaACT(J;t ilEWlDS SCI<lDUU I 

ITEM 
!!!!:.... DESCRIPTlIl'I Of REC(J;tDS 

I~. 

16. 

11. 

18. 

(Hi'lD,M[NT APPlICATlOlIS .nd ..... ttd 
receras. £ldUDiNC .ppltc4t1O-ns resulting 
In appolntAlt"' which are ftled In the 
Otttctal Personnel Folder (se-e tt(t:l 1 of 
thh SChedule). 

(RESERVEO) 

(RESUVEO) 

DUPLICATE OOCINNTATION AND PERSD~NEl 
tlUS RAINfAlktD IiJlSlOt pUSMlitL OFfICES. 

10 Supentsor's Personnel files. 
Corrnpondift(e. ae::IOraridi. foros •• nd 
ot~ .. rlCords relatiesg to pl'$tttcns. 
,uthorluUons. pending actto"s_ 
copttl of positlen c!HCrtpttons; 
n-quesu for perscnnel act1on. ,M 
recGf'ds en tndIYtc1u41 c:=ployees 
4upltnted In or not 'FFOprt.U 
for the Official Penonntl folder. 

b. :fcj~::,,~a::i!:!::· tn~~rc~~f'H 
r,rsoAnel rolders not pro.lded for 
,"~ere In thh s-chedule. 

19. (RESERVEO) 

ZD. (RESERVED) 

11. (RESERVED) 

Zl. !R£S£RVEO) 

Zl. PERFORIWICE RATI~ RECORDS. 

2.. !RESERVED) 

RETENTlIl'I PUIOD 

Rewtew ~Mu~l', and 
denrol Slo:porsNtd o.r 
Qbtolete clocvt::8nU. or 
dHtro1 41' docw::.:nU 
"hting to. ~n tndhtdu.l 
eqlloy" I ,ear "'ter 
u·pu,tten Gr tr4nt'er. 

6 aonths. 

2 fUrs. 

CONTRACTOR RECORDS SCHEDUlE 

IIlN 
~ PESCRIPTlo., Of RECOROS 

l~. Co.'FLlCT OF INTEREST CASE FIlES. 
SUt~nts of eq)IOyafnt and f1n,ncl,1 
tnterests and rehted records-. 

16. lQUAl lMPlO'I<lNT OPPORTUNITy RlCORDS. 

I. ~:f!~~al c~:i~!~::'!!~ ~T.::!Rt Cue 
C'G'Nis-p:mdence. reports. tahiblU. 
• ithdr,.,.al nat ices. co-pies- of dc-cis-Ions, 
and recordS of hearings and c::uttngs. 

b. Co!;!tes of CCl'I'!elatnt Cne rUts-. 
Dupltcate (4Se files or documenU 
pe.'utntng to !Case files- reUIRed In 
Officio' rile DhcrilatNtton Ca:=.phtnt 
Cue file. 

c. ~:~k"l=d ,~i ~~!. Of~~~:~und records 
Ohcrloination Co:tplalnt Cne Filet. 

d. Cgl1jnce Records. 

(I) CccpllatW;e A~lN fUes. R~tt'W$. 

baCkvcund papers •• nd corres-
poMertlCe relating to co"trKtor 
eq:aloyaent prKt ice-s. 

121 [(0 ta::pl tAnte Reports. 

e. [9!:lo;r:H ~Slns R:eglJe,u. fores-
re~st1ng co.ntr4Ctcr anhuMe In 
hOusing DIlle". such IS rental or 
purchase. 

f. [5£!l0rE!!nt StatistiCS fUes. 
l.,.,loyDtnt sUtisttcs relatln'al to 
r.ce ,nd sell. 

RETEhTlIl'l PERIOD 

2 ,e,r, titer up.rat tem 
of ~loyte. or 2 years 
.fter eq,loyH leawe' the 
posuton for -"tch th.e 
sUttal:nt is ~1tIim. 

4 lears after resolution 
of can. 

1 year after resolutlon 
of case. 

2 years after final 
ruolut ten of use. 

1 ye,rs. 

1 ye.r,. 
1 year. 

~ y,.r\, 

ITEM 

DOE 1324.2 
5-28-80 

Coxr;w:T(J;t RECoaoS SC>I(DULE I 

!!!!:.... DESCRIPTIO.' 6F R£C6RDS RITENTION PERIOD 

9. [(0 Ge-neral fUes. General 
comnponaince and copt" of reoiUh
t ton'$ with rehted recards 

1 ,.lIrs. or -"en 
luperudK or obsolete, 
tlhlchctnr IS- appllclble. 

~'1;~:nrh~o £~~. A~:·!} m~~' .~t.ny 
pertinent future legislatton; ancl 
tcntraetor [EO CCt'Dtttee meeting 
r«ords 1 ncl udt ng atnutes and 
reports. 

h. £ED Affl"",th. ~tton PI.ns !MPI. S lears fr~ d.U of 
pion. 

ZI. PERSOl<ltH CDUMsnl~ RECOROS. 

a. CIN",.lln, Flltl_ arporu of 
interviews. ,n,l"e,. and related 
f'eCa.td,. 

1,..," ,ftu 
temlnulon of _n .. UII<j. 

b. Alcohol lind Of"\,j9 Abuse Prcgt;~. 
Record, creuid 1n pl.u5l1tng. coordl
Mting. and directing an alcohol and 
dN9 abvse PI"OW4IJ. 

1 ,.,ars. 

18. SIANDoIaOS OF COliOUCT FILES. 
Cor ... spal'idence. at,:::IOraiili; and other 
record, relating to codes of etM" 
and 'tondards of cenduet. 

Unt 11 GbSoietc or 
sUp!Jrscded. 

29. lA86il MAIlAGEM[NT RELATlO~S RECOROS. 

a. ~:rCa::n;m:~t ~~~:!!~L~=::al 

~r1~:a to. r;C~:I,;~:n:~~:r b:::~' 
mtMgeaent and ec;Iplo.yee union, or 
other I}roups: 

II) Office .. ~ott.tlng .gr_nt. 

!ll Other offIces. 

\I ,.Irs. 

Unt tI ,upeneded or 
obsolete. 

CONTRACTOR RECOROS SCHEDULE 

ITEH 
~ PESCRIPTION OF RECORDS 

b. Labor Arbltratlen Ge1wral and CUe 
fil.,. torre,pondence. forcs. ,na 
D«kiround papers reht'~9 to hbar 
arbttr4t 10n casu. 

30. TRAINI~ REC(J;tDS. 

ll. 

6. Training AidS. 

b. General ftle of Contractor-$pon,orod 
Training. Correspendlnce, QCQOr,naa • 
a~reeoenu, authorizations. reports, 
requirement rewltwS-, plans, but
ground G4tertal. workpapers. and 
objectives relattng to the 
"tabl ts.ha!nt and operatton of 
training ccurns and confercnco,. 

c. (ruplo'tee Training. Correspondence, 
Ql!C:Dranaa. reports. ,nd othor records-
relattng to the antlab'lttl of 
tratntng and ~101ee particlpatton 
tn tratntng progr4~. uclush!! 01 
records filed tn Offtchl Pers-onn." 
folder. 

d. Coune Anneu.nceoent Ft1H. Re',renee 
file of p&cphletS-. notice" utl109S. 
,nd other reconls- Mhtch provide 
1 nfOr"Colt Ion on cou"es or prOW-=s. 

a. :~::I~:iR:'nAff:a~~!!e!; ~:~:;:: 
grievance .nd 4ppea1s, tllcept ((0 
!CCJilt)lainU. These case ftles inc1ultc 
sUt~nU of wttnesses, reports of 
lntentftd and h.earlngs, eu~lnor's 

RETENTION PUIOD 

S years after 'tn~l 
retolutl4ft of cne. 

Until oDS-olete Q.r 
s-"perse<led. 

Unttl 2 years old, or 
2 )'un after cClGpleticn 
of a specific tralntng 
pr09r~. 

2 yurs. or unttl 
suporSeded or ebsolete. 
.t.tchevcr h sconer. 

Unt t. ,uperudcd or 
oosoleu. 

1 years 'fter case is 
closed. 



.. ,1e.rs after CUe
Is closed.

DOE 1324.2
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CitTRACI05l REC05lIlS SCt!U)ULE I

1101
~ DESCRIPTlIl:l or RECORDS RETENTION PERIllO

findings and reco::n!ndattcns, a cop)'
of the orttlnal dc<tslon, related
correspcN1ence aN exhibits, and
records relating to .. rKonstderatton
requen.

b. AdYrorse Act Ion 111..". Cn·e ftl~,
atid telattd rtCcu'd, e,...ted In
re-wtewlng .n Jd'trle ,etton
(dt SC:ipl IN'y or nondtsc:fpltl14lry
reaoV.I. ,,,,pontlCR, '.,ve .tthot.lt
r.:l". redl~t ten-In-fotce) against
an ec::ployee. The Ute Includes a
copy o~ tt\, proposed adverse
action wlUl suppOrting p.pers.
sUlt=lllnh of "'tneues i e:;plo,.-,· $
rep"; he.ring tlGt ICH, reports Ind
ctKistonst ,.....r$l1 of "tloni .nd
,ppe.l rtcQ:rd-s. UClUDUli letters
of ~t...nd.

J2. EMPlOYEE AlIrlCATlIl:l oa AUTHORIZATION
Coni It ng 0- .. ence cur:un In..,:

e=p oyee's q·.a.aHffutto-ns or authcrtutton

~f:;::~ :r~~:~:;:~'1e~:r~~nc~~r;~~n
"thftlesi '1.cI to poueu. uu, dhtrt~te.
be respc:nstb1t for. operde ~ slsn tor:
,,,ppltM. ~utpar-nt. Q!ltft"tal or PtOPt'rtyj,
aM to 4l.1t'lor1le ~tltte ccttDll$.

Attachment V-l
Page 3 (thru 14)

•• Recents required to be ~1nta1ned 11'1
Official Penonnel Folders.

b. Reactor oper.tor and senter oper.tor
clock.t ftln, doc~nt1ng the centH
titian of ",uter ~rators .~ senior
nactor oper.tors InchlCling MW or

Fol1o. dtspu'~tton

tnstrvct10ns appl 'cable
to Official Personn.1
folders~ ttea I, th"
sc.hedule.

COlITRACTOA REC05l0S Wt£OUlE I

ITEM
~ OESCllIPlIOM or RECORDS

....new.l .ppl1c.tions, ~41cal cartl
ftcates, certtflcations and a=Gnd:::ents,
paalnolt tons and results, oInd rehted
correspondence, Including .1'1101
Inlol"Oollt ton.

(I) lIttst .ppllc.tiOtls .nd rel.tocl
CO'""SPCMtnct, certlfICoille-n,
ea.alnolttons, and ...,,,1\1 ••11
c:edtul (ertUtcatl'S oInd daUi
• nd 411 I "llOltners reports,

12) Superuclocl tppltcttt.ns .nd
rehte-d ccrf'fllXlndenee, (art UI.
flCoItions, el42Jtnltlons, 4ncS
re'ulUi deftlal ltU.,s.

c. II:'''-tor Operate.. [xoA:::ltrwtlon fU"
COM1Stln9 of copies of .11 ,.slnol
tlons 91'1,1'1 b1 DOE .t • heil tty for
tM P\lrpose of Issutng re.ctor oItId
sentor rueter operator certlttCltlens.

d. Reports of ..elders' tests, conshttng
of fUe of reports of tests on welders
tn ..H.rr,; .nd other sutnle" steel
wldlnlil proc,un used to det,rot,..
t;ua11ftc.tlcns of .elders, .tth
tncllol4e4 4oc~nts, SlolC" IS '1'1,1'1"
of l-ra1 tnt ,,~les,

e. aecerdS not covered Goye .nd
... tnttlnccl .uUtd. Offtciol Pt ..on~l
fold.rs except security and
Prot.cth, Serflces Records co"orad
by RlCorels Schoclul~ 18.

J3. TE_Y REC05l/lS RElAYJ": 10 PROllOllIl:lS.
ReCords I.tinljl to the pu::l)tion 0' ,n
Indlold 1 tlltt c1ae-nt 'l"t11ficttlon
sUndam, efaicattt;o Qlthods, selectton
proce<htre" and "a'uattoR of Undtdftel.

RET£.IIU~ PERIOD

4 ye,r, .tt..r uptrat ion
or t_ratNt10n of
certlfluttcn or
ISSuance of denial
letter•

2 years, or -"en
S-uperS'ded. 1dltche'tl!r
II enl' ..r.

10 yo.....

S yeors.

(To be GIllOtned.)

DOE 1324.2 
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Ci ITRACI05l RECOiIlS SCt<EDULE I 

\101 
~ DESCRIPTI~ or RECORDS RETENTION PERIOD 

findings and reco::n!ndattcns, a cop), 
of the o.rt91nal dc<tslon. related 
correspcN1ence aN exhibits, and 
records relating to .. rKOftstderatton 
requen. 

b. AdYr-rse Act Ion Tl1 .. ". Cu·e ftl~, 
atid telatid rtCcu'ds e,...ted In 
reYtew1ng .n Jd'.rle ,etton 

.. ye.rs after CUe 
Is closed. 

(dt sc:ipl tN'l or nondtsc:tpltl14lry 
reaoV.I. $uspo"Slcn. ' •• ve .tthot.lt 
rJ.t. redl~tlcn-tn-fOtct) agatnst 
an ec::ployee. The Ule Includes a 
copy o~ tt\, proposed advers, 
action wlUl supporting p.pers. 
Itatt=l&nh of "'tneues i e:;plo,e,· $ rep". he.ring rlGt ICH, reports Ind 
ctKhton$i ,. .... r$l1 of "tiOtI •• tId 
,ppell rtcQ:rd-s. UClUDUli letters 
of ~t ... nd. 

l2. EMPlOYEE AlIrtCAll~ oa AUlHORlZAllOM 
Coni It ng 0- .. ence cur:un Int: 

e:p oyee"s q·.a.aHftUUons o.r authcrtutlon 

~ro;::~ :r!:!:~:;:~'1 e~:r~!n c~~r;~~n 
"thlttes. 'I'" to ponus, uu, dhtrt~te. 
be respc:nstblt for. operde ~ stsn tor: 
s"ppltes. ~utp!:llftt, Mtft"tal or PtOPt'rtyj, 
aM to 4l.1t'lorhe ~tltte cettons. 

•• Recents required to be ~1nta1ned 11'1 
Official Penonnel Folders. 

Fol1o. d"pus~tton 
tnstNcttons appl tcable 
to Official Personn,' 
foldet's, ttea 1, thh 
sc.ttedule .. 

b. Reactor oper.tor and senter oper.tor 
clock.t ftln, doc~nttng the Ctrtttt. 
tltton of ",.cUr ~rators .~ senter 
nactor oper.tors tnchlCling ntw or 

allITRACTDA REC05lDS SC>t£DUtE I 

ITEM 
~ BESOIIPllOM or RECORDS 

.... new.l .ppl1c.tions, ~4'cal cartt
ftcates. certifications and a=ond:::enU, 
paaln .. t lonl and results, .. nd rehted 
correspondence, including .1'1101 
tnlol"Oolt Ion. 

(I) lIt.st .ppllcations .nd rel.tocl 
COl"ftSPCMtnCt, C,"lftColtta.n, 
ea.atn .. tlons. and ,..s"ltJ •• 11 
c:edtut (ertlftcatl'S .nd daUi 
• nd 411' "&lOllners reports, 

12) Superuclocl 4ppltclttons .nd 
rthte-d ccrf'fllXlndenee. (art 1ft. 
ftColtions, el42Jtnlttoni. 4ncS 
,..sulU;, deftl.l letttn. 

c. It'''-tor Oper.tcr [x4Oltrwtton fU" 
cO"'1Sttn9 of copies of .11 'Isln .. -
ttons 9hen bl DOE at • hell1tl for 
tM p.!rpGI' of Issutng re.ctor .. nd 
sentor rueter operator eerttftuttcns. 

d. Reports of ..elders' tHts, canshttng 
of ftle of reports of tes" on wlders 
11'1 HeH.rro: .nd other sutnle" stHt 
w'dlnlil prOCtSStl used to det,rot,.. 
t;ua11ftc.ttcns of .elders •• tth 
tnclY4e4 4oc"'"'"ts, SIolC" IS ,",1,11$ 
of I-ray tHt ,,~les. 

e. iKerdS not covered GOY, .nd 
... inutnccl outstde Bfftchl P.rson~l 
fold.rs eltcept Security ,nd 
Prot.cth, Serf'ce-s Record, co"orad 
by Reconls Schocl"l~ 18. 

l3. TEK'oaNIY RECOiIlS RElATI": 10 PRDMOll~S. 
ReCord, .... I.iinljl to the pu::l)iion 01 In 
tndlwtd ... 1 'lilt d-.-nt q>IOltftCltton 
sUndam. ef.h, .. t,;o Althods, selection 
proced""es •• nd t'f.luatton of UndldHeJ. 

RH[OIIU~ PERIOD 

4 year, .fter .. pi rat ion 
or t.ralNt 101"1 of 
certiflc.ttcn or 
1ssUolnte of denl.1 
letter • 

2 yalrs. or -"en 
superSeded, 1dltchever 
Is entt .. r. 

10,e ..... 

S years. 

(To be Obtained.) 

Attachment V-l 
Page 3 (thru 14) 
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Page 15

cv.'T!llCTOA RltOAPS SCli£OO1.E 2

PA'RIUIIiG AIIIl PAT _INISTAATION RECOAPS

Until prepuJtion of
chec....

J ye.rs, or after GAO
.wdtt. -'-Iehner Is
$OCIr'l,r.

3 yean, or after GAO
al5dlt. -mtcMwer is
soon..,.

3 1O:4rs, cr 41fUr GAO
IlOdll. lI:htCl\ner ts
soon.-r.

J y.ar'. cr after GAO
audit, .nichewer Is
sooner.

.!UW!.!l!..!U!!!!!
3 ,Year1

3 ""nth. aftor tllo and
of the period covered.

a. Copy used In GAO 'udlt.

a. Contractor pi1rolh, ched.ltsU, and
related Clrt1ftcatton SMots.

b. Dhb-urs 'nS! ai'l'lt', copy used 11'1
preparing checks.

PAYROLL CHAlICE FILES. PQroll ehan\JO
sUps, ••elul1". of ttl-ote of the
Pfflelal Po"onno' folo1or.

b. Paid PQroll <hocb.

IRESIAVEP)

PA' OA riSCAl. tOPT or PlA5(OOi[l ACTlOl!
RECOiD.

••'ROll CONlROL rUES. Papoll eentrol
~lste". incl.s reconcnhtlons
and aNll,ses Gf Ply"Ol1 &duren altd
b4nt nntQJntl.

Buoon AUTH()IIllATlON RllIAE!CCE FIllS.
COptes 01 6Ud9lt .uthOrtuucm'l tn
operdUng p.qroll ""Its used to control
perwnnel ceUtngs &nd penonnel .ettons.

PATROLl rILlS.

I~.

u.

14.

10,

II.

12.

ITEM
~ DESCRIPTION OF RICOAOS

4. Po1 or the.l coptes.

b. Otttlfr copies.

RETlNTlPN PIRlllO

6 years "tlr
wparat Ion of
ec:1pl01Qa.

3 ye.rs. or ..rt... GAO
audit ..... Itl\"'r Is
sooner.

P.yrol11Rg and ply tdctnhtratton records pertain to dlsburseAJnts to contractor
ec:r:plo)'ln for penoftl1 sentces. This SChedule excludes recotpt .nd disburse
CliC!ftt aCCGunt ftll1 I:lItntattted for ludlt by tho General Accounttr'lC) Office.

In no nent Q41 dl,poul be cade of records perU1ntng to ucounu. clates.
or dec:qnds Invohtftc) tM GoYern:::ent Of the United Statu tlfatch h.,e not been
uttled cr tWJ""ted bl the Ge~., Accounting Office u:tl.u the cantrlCtor
tl.u DO[ 41p:p:~.1.

In tPte ~lrolltn9 proeP:SS different typos of records are accu::lUhted. In Qd"1
US" the records .tl1 be tn Qlchtnt-'Iad.b'e fom. u the PoIyro)l'ng prIX."
hIS blltrl .laQst untverunt converted to electronic data proc""tng. Pa,rol1

~~: :~~~IT;':r.'~~~~=:t::c:~.c:~I:;~H~~.~~ ~n;:'~~:t::.:s-mo
p,..pared to docu::.tnt (hanges In nGn:l.Il p.,. certtftution $-heets COfttttnt"9 tM
SlpatUJ"tS of 'iJprQltlng offlcl.Is, cheCklists or fo~I pqrolh of dtstu.lrslng
penoMel, source Plrwnnel ~U sweh U bntc ttQf and attendance ~rts,
and coptt" of personnel 4CtlOJ' foms docu::eltttng cnan9ts In pll. In 4tdttton,
pay regtsten 4nd other Kco.mU"9 _Ices Ire aaint,tr"d to check 4nd bahnce
the accounts. Oth9r Pllrolling p-r«us rKord-s are .lthtLoldtng ttl rKords,
IOwlngs bend NCcrets, inco:e tu nrparts, ao;l retlfeCil8nt tranuettons. For
other rec:crds not Ptrtatntng to tndhtdu.h, but r.ther to tha genera.' ad!:ltnh
traUcn of thQ payrollln9 office and the Pilyrolling hnctlcn, apply recents
rIItentlon sUndanii In sdtedul0 16, ttet:lS S and 8.

ITEM
~ DESCAlmPN or RICOADS

I. ACCllUXTS rillS.

•• Indht4val 4CCOijnU flln such U
tndtvtdU-l1 e.rntng and lervtce CUd"'.
Of' equh'alent.

b. Earnll'li sl..lQ:IdIry fUes. lhowtl'l9
cUZlJlaU", tote' Ply.

2. IRES(RYlO)

~c-

CONTRACTOA RICUROS StHIllUlI 2 CONTRACTOR RECORDS SCHIOULE 2

!TIH
!!!h.. OISCRIPTlON or REtOAPS

c. All ottwr copt".

lHH
~ OISCRIPTlON or RECOAOS

). T1H1 AAl) ATTEIiDAl\tI RIPOAT FillS.

d. Pdyrol1 pnp.r.tlon ~nd p.rocessl"9
copies.

b. All other copte's.

4. IfIOIVIllUAl. AUTHoalllP AUOTHINTS OA
blbUttlOi f ius. atCCrds rehung to
."thOrhtttan. Cha~s. or car.ul1DtlOft
of Inclt"hl"a' P'lroll al1otne'nu or
deductions for Chnit.ble COl'ltrlbutto"S.
lawlngs bonds. 'lnlon dueS. or a.ttters.

RETENTION PIRlOO

J yeo,". or 4U,r GAO
audtl ..... 'Ch.rtfr 11
soener.

6 I:lDnths after th, end
of tllo pay period.

3 ye4rs titer
s"'PE'nentotli. or 1
yean dter ,~".tion
of a::plo)'". ~tehfter

is sconer.

16.

11.

'15CA1. SCHEllULlS FILES. _rand""
coptes of fiscat schidules used tn the
~1ro'1 process.

•• Cop)' useet in GAO l'ldlt.

tl. All other copies.

(RESERVED)

RITEhTIQN PIRIOll

1 aonth 1ft" the end
of Illo pay pertOd.

3 yean, or 1ftif' GAO
Mit, ~tctll'W.r 11
sooner.

1 QOnth 4ft.r ttle ~
of the pay Plrlod.

~. SO!<D REGISTRATION FIllS. Issuing ogont '.
copies Of tiona regl Urat 10R st\lbs.

6. BO!iIl RECEIPT AAl) TRAN"'ITTAl. rIlES.
MetetlPU lor 41na tra.ns.c:ntul, of u.s.
54"lngs Boncls ,nj checks.

7. BOlla) Pl,QCHAS£ rlUS. FOrgs.1'ld reports
with related papers perUinlng to d.-poslU
and purehUQs of bonds.

8. LEAVE APPLICATION FILES. App1t<atlcn
for le.we ana Sl,lppartlrtg papers telatlnt
to req~sts for .1'14 .pp,..owal of I.......

Z years.

J ;;I3nths ,fttr d.te of
receipt.

3 yeus.

1 yeu.

18. .!!!.l.!.bll.
•• "'thholding tea euc.pt_a.n

certtflcat". sue" " IRS Fon:::; w.4.
.,., sianar ,Ute tax ese::ptton
fcrus.

b. Returns on 'ncoc:e lb..eS such 41S
IRS FQra "·2.

c. RQports of Mtthho'd Federal UJCIS.
such u IRS Fom W·3. with related
papers, tnc:ludl"'l reports relating
to tnecae and SocID' st'Curtt,Y U..,s.

4 ,et1rs .tt.r foru •s
supersedt'd or obsolete.

4 ,.an.

4 years.

•• If the ttQfuns hU bftft tnttl,Ied b,
the e::;Jlo1ff.

b. If the Uaeourd hn not been tnlt101e<l
b)' the- ec:p101U.

9. lEAVE AEC(RO FUES. Le.s." record cards
NIAutned ,,'par,tt', froa pay 'M
IIr"11'l9' reccrds.

lint II the e-nd of the
.ppl tutt'e ....., pertod.

Until ,ft,r GAO "..41t,
or ldIen 3 YOl,\rl old.
"michewer 11 sool'ler.

19. IRESIAVEO)

20. IRESERVlO)

21. RITlREHlNT (PENSION PLAN! FIllS.

01. Reports and Regt it!!,., Or other
COt'ltrol doclRnb relattng to
retirecent.

to 1&olIrs.
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PA,.CUIIiG AlII) PAY _INISTAATJO~ AECOADS 

P.yr-ol11Rg and ply tdctnhtratton records pertain to dlsburleAJnts to contractor 
ter:plo),ln for penoftl1 sen ices. This sChedule excludes recotpt .nd disburse
CIII;!ftt aCCGunt ftll1 !:II'Rutned for ludlt by tho General Accounttr'l9 Office. 

In no nent Q41 dltpoul be cade of records perU1ntng to ucounu. elates. 
or dec:qnds 1nvohtftg tM GoYern::::ent Of the United States tlftteh h.,e not been 
uUled cr tWJIoISted bl the Ge~.' Accounting Office u:11'$1 the cantrlCtor 
ta.u DO[ 41p:p:ro..l. 

In tPte ~lrolltn9 pr«r:ss different tYPG'1 of records are accu::IUhted. In Qd"1 
USH the records .tl1 be tn Qlchtnt.'ladab'e fom. u the poIyro))'ng prIX." 
hu blltn .IaQ$l untverUnt converted to electronic dau Pf'oc""tng. Pa,rol1 

~~: :~~~IT;l:r.'!!~~=!t::C:~'c!~I:;~H ~~.~~ ~n;:'~~:t!:.:s-mo 
p,..pared to docu::.tnt ("&ngeS 1n non:l.ll p .. ", certtf1ution ,hI,ts cOfttttn1"9 tt. 
Slp .. tUJ"tS of ,,,"prowlng offic1.Is, cheCklists or fOl"Cil pqrolh of dtstuoIrslng 
penoMel, source Plrwnnel ~U sweh u bulc ttot and attendance ~rts. 
Ind copiu of ptNOAnei 4t:tlG1' foms docu::ertttng cnanl)ts In PlI. In .tltttton. 
pay r&ghten 4nd other Kco.mti", clnlces Ire aaint,tntd to check 4nd b.lance 
the accounts. Oth9r Pllrolling p-r«us rKord-s are "lthtLoldtng ttl rKords, 
IOwlngs bend rHerets, inco:e tu nrportS. ,0;1 retlrecol8nt tr,nuctlons. For 
other rec:crds Itot ptrtalntng to t!'ldhtdu.Is, but r.ther to tha general I ad!:llnts
tratten of thl! pqrollln9 office and the payrolllng hnctlcn, 'Ppl, rKords 
rIItentton sUlld.tds In schedule 16, ttet:lS S ,nd 8. 

IHH 

ITEM 
~ DESCAlmOll or R[COIIDS 

I. ACCOOXTS rll[s. 

•• Indht4vtl 4CCOijnU fl1u sueh U 
IndhldU-l1 "rnlng and service CUd"" 
Of' equh'.lent. 

b. Earnll'li sl.IQ:Irary files. showln9 
cUZlJI.tI ... tote. Ply. 

2. (aES1anO) 

CONTRACTOR R[CORDS SCHlDUlE ~ 

~ D[SCAIPTlD~ or R[COIIOS 

). TIll[ AA!) ATTEIiDAAt( R(POIIT fiLES. 

d. Payroll prep .... tion and p.rocentll9 
copies. 

b. All other copleos. 

4. I flO IV I DUAl. AUT"DaIlED AUOTI'.[>YS OA 
btouttlOi flUS. ateCrds rehung to 
duthOritlttcn. Ch'~S. or Ur.ullDttOft 
of tndhhlual pa,roll allot.Q!nu or 
deduct ions fo .. chtrU.b Ie cOl'ltrtbut ions. 
sawings bonds. ~nton dueS. or athers. 

~. BOI<!) REGISIRATIO~ FILES. Issutng 090nt" 
copies Of tiona regl nr.t ion st\lbs. 

6. 8O!iIl .[CEIP! AA!) TOAN"'ITTAI. FillS. 
Mctet1Pts lor .na trjt\s.c:ntuls of u.s. 
54ylngs Bonets ,nj (hects. 

7. BOlla) Pl.QCHAS£ rlUS. FOrgS and reports 
with related P'P''' pertatning to deposits 
and purchuos of bonds. 

8. LEAVE APPLICATION FIllS. Applt<attcn 
for le.we ana Sl,Ipportirtg papers tehtt", 
to req~sts for .tId .pp,..oyal of I ....... 

A. If the tlQfClns hIS bftft initiAled b, 
tfl.e e::.,loJH. 

b. If the Uae-urd bn not been tnUlo1t<1 
by the ec:ployu. 

9. lEAVE AEt(RO FlLES. Le.s." record card' 
",inuined s .. p.r.t.l,. frcJQ pay aM 
tlrntngs tecerds. 

RETlNTlOlI P[RIOO 

6 ye.r, dtlr 
lepar.t Ion of 
ec:1plo,.Qa. 

l ye .. rs, or .after GAO 
audit ..... IC""'r Is 
soon.r. 

RETENTION P[OIOO 

J yean. or 4fter GAO 
audH • ..,tch.rtfr h 
sooner. 

6 I:lDnths Iftcr lhe end 
of tile 1>"1 pertOd. 

3 ye4rs IIttr 
s"'PE'nenton. or 1 
,rean after ,~".t icn 
of a::plO"H. ~tchfter 
is sconer. 

Z years. 

J ;;I)nths afur d.le of 
receipt. 

l yens. 

1 yeu. 

lint II the ('nd of the 
.ppl1C4ble PlI pertad. 

Until after GAO '1041t. 
or ldIen l YOo,\rl old. 
"michever " sooner. 
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Page 15 

Cll:ITaACTOA a[coaDS SCHtOOtE 2 

ITEM 

ITEM 
~ DESCAIPTlDH OF RECOROS 

10. 

II. 

12. 

13. 

14. 

I~. 

4. Po1 or fhc.l coptes. 

b. Otttlfr coptH. 

(R[SEAYEDI 

PAr 011 rlSCAl. (OPY or PEasoml ACT!Ol! 
R[COil). 

BUOOET AUTlIOAllAT!OH RHlREICtE FIllS. 
copies of 6Ud9lt .utrsorlZlUCm'l In 
oper4Ung p.qroll ""tts used to control 
perwMeI celltngs ind penonnel .ettons. 

PAYROLL rILES. 

a. Contractor p.I1rolh. chteU.,U. and 
related unification SMots. 

b. Paid Pl1roll choch. 

••• aou CO~lROL fILlS. PtpoJ! control 
r'l'9tsten. incl.s rec-oncnhtlons 
and aNlYll' Gf Pll"Ol1 &dure .. 'Itd 
b4nt ltateaJnU. 

PAYROLL CHAlICE FlL[S. Pl1ro" cha.\JO 
sUps, e.clus,.. of tkose of the 
Offtctal P ... on .. 1 folder. 

•• Cop, uSN In GAO .udtt. 

b. DIsb-urs Ing ai,nt' s cop,. used In 
preparing checks. 

cnNTRACTOA RECORDS SCHEOULE ~ 

.!UW!.!l!..!U!!!!! 
1 year1 

) ""nth, after tile end 
of the period covered. 

3 1lfarS. cr liter GAO 
audit • .nlc"ner ts 
sooner. 

6 , •• rs. 

1 1O:.rs, or afUr GAO 
IlOdlt • .mlchner 1$ 
SOOI'tl-r. 

1 J'tlrJ. or ifter GAO 
al5dlt, -"tcftewer is 
soon .. r. 

l ye.rs, or .fter GAO 
Iwdtt • .ntchner Is 
$OCIr'Ier. 

Until prep"ition of 
check. 

l!!!!.. O[scaIPTlON or a[(OIIPS OETE~TI~ PUIOO 

16. 

(. All ottwr (Opllf1o. 

<J5CAL SCHEDULIS riLES. _rand"" 
coptes of ftsc.' schidules used In the 
P'1ro" process. 

•• Cop), useet tn GAO .udlt. 

1:1. All otMr COp1tS. 

11. (RESERVED) 

18. .!!!.l.!.bll. 
•• Withholding tea fuc.pttcn 

certtflCAt". sue" IS IRS FOn:::! w.4. 
.,., s1at1ar st.tl t .. ese::ptton 
fcrus. 

b. Relurns on incQC'.lf \a.AtS such ,n 
IRS FGra "·2. 

c. Reports of Mtthhold Federal UJClI. 
such as IRS Fom " ... 3, with rehted 
papers. tnc:ludt"'l reports relattn9 
to tnccae and SOCIDI SKurit)' ta..". 

19. (aESlAVEO) 

20. (OESEOVED) 

21. RITIR[I'.[NT (PENSION PlAN) FIllS. 

•• Reports and Regt it!!rs Or other 
cOt'ltrol doca=onb relattng to 
retirecent. 

1 aonth .ftlfr the end 
of tile 1>"1 pertOd. 

l yean, or 1ftif' GAO 
Mit, .h1c,,",r Is 
sooner. 

1 c:onth afte" the ~ 
of the pay ",rlad. 

4 ,e4rs Ifter fora Is 
suptrsedf'd or moltte. 

4 ,..rs. 

4 years. 

to yC!olIrs. 
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22.

mil
.!!!!.... DtSCRlPTlo.~ (]f REClIltDS

b. ""tsUttee rUes.. Cornlpcu'Cli~.
aeaor,lnaot t ,INtuit.)' esUe:t.Ius••nd
•tllor rocorelS uSe4 to nsht retiring
"'lllOleeS ..d s....I••" cht..
1nsurlnce or ret1ra:ent benefits.

c. DeducUon fUll. RlCords US'" to
ClOC\IiiO.t reUrtee.t de4uetl••s of
Incll.ldu.l "'llIOIRS.

IIlSUOWlC£ DE1lUtTlOll flUS. RtI'Orts
.ii1 rellte<! PI"'''. inclildlng copl..
of .000000rs and sclle4ul.. of pIJIlOlIU
...rtol.lng to 1.....lIC. de4llttl....

RETENTllllI PERIOD

until I ,..r after
"""Pletl•••

10,.....

6 ye.,..

23. M'T AA1l G.WIISI!Jl[NT rlUS. Dfflcl.l
t le. Of LOllJ' or G1mhlliit.t IIRS f ....

668A or equh.le.t), Ch.A~O Slip, von
PIpers, correspondence. rol.",. Ind other
fo......ncI .ther rocorels rehtlA~ to
chll'9O ogol.st ret I,ootnt 'uncls or .ttach
...t of sol." f.r _At .f bact Inc_
tues or otter debts of ecplOJees.

IW;[ SUilYET riLES. liaS" sorvt)' reports,na dUI• .cliiftt ~Pt". ,nd rellted

m:;e;r.n:::'J:r';::I:r'~;I·~~t;~
p....,. ..tabllshlng _ ••utltOrl:nlon.

=:~~~~t&~nd·~f~'::t~aro;u::s.
Sohe4ules; .ncI request 'or 'Ad .uthorl
zatlo. of specIfIc rites Illcluding
luthort," "age schedules Ind ".p surve,'
roc.pltul.tlon sheets).

3 ye... ,

6 ye.rs.

Attachment V-l 
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to.'ITUCIDIt RECDltDS SCKrDUU 2 

lUll 
.!!!!..... DtSCR'PTlo.~ Of RECDltDS 

22. 

23. 

24. 

b. "sshUttee fUes. Cornlpcu~~. 
aeaor,anaot t ,INtuit)' esUc:t.IUs •• nd 
otllor rocorelS .Se4 to nsht retiring 
"",'Ol"S .. d ", ... I.ors chi .. 
1nsunnce or ret1ra:ent benefits. 

c. DeducUon fUll. RlCords US'" to 
C!OC\IiiO.t .... t1rtee.t de4uctlo.s of 
Indl.ld •• ' "",IOIUS. 

IIISIJOWICI: OroutTlOll rIUS. RtI>Orts 
.1iI .... Ilte<! PI ... rs. inclildlng copies 
of .000000rs 4ftd solled.les of _ts 
... rtol.lng to I ......... de4l1ttt ... . 

M'T AA1l G.I.RlIISI!JI[NT rlUS. Officio' 
dee of LhJ' or Glmhlliiont IIRS ro ... 

668A or equivalent), ch •• ~. slip, von
pipers, correspondence. rol.",. Ind other 
fOrDS, .nd other .... rels rehtt.~ Lo 
chl~ .gol.st .... tt,..,..t funds or .ttach
.. ot of •• 1." for PI1Ct.t of boct Inc ... 
tues or otter debts of ecplOJel's. 

IW;[ SUilYET riLES. liaS" SorlO)' reports 
,na dltl. -="'ftt ~Pt". ,nd rellted 

m:;e;r.n:::'J;rO:!:I:r.!;, ·~~t;~ 
p .... rs establishing _ ••• UlOrlutton, 

=:~~~~t &~nd ·~f:!!':!t~ar 0;"::'· 
stlle4ul.s; and requost fo ••• d .utho.l
utto. of .peclflc rites Illcluding 
luthort," "age schedules Ind ".p surve, 
.... plt.l.tlon Sheets). 

R[lENTlIllI PERIOD 

until I ,..r after 
..... I.tt ••• 

10,.on. 

6 ,..rs. 

3 ,..n. 

6 ,.ors. 
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I tEll
!!!!:.. OESCRIPTlOlI or REClJIlj)S

l )'0'" .fto' .,",pl.U••
or (Oneell.Uon of
requlsltlo••

6 ....th••

l,.....

l70a••

~pl, p...hl.... of
It... '.

U1ltII ....."eded or
oO$Cll.to•

RETENTlOlI PERIOD

170·r.

b. All .the••opl...

b. Lists or C4ro. of "coptoblo bld~.".

(RESERYEDl

::,:~~. R~2~1 ~~~~~~~f' .... leos.

:~~ho~:..~u~~~:~~;'ll.:~~~~~~~~~l'
u ••cloted .lIh receipt .01 dhbur.""".t
....u,U (SChedul. ')).

I:l:~:rI:~~W~~7:,:~~. f .:q~;~~:.s.
Inventor¥.

•• Stocl._ .0ll1.

:~~W*::I~~t~s;t>dr~';:"''":''rts
<>Itt." ._Itted for .uppl, <>I!"ga:c.t
purpos... olhor thon tho•• l..orpor"ec1
I. cu. flles .r othor fll.. of • _rol
..ture. for prlorlUot ....11.."1...
recOrds, '" tte:- 14, this sc.hedule•

•• Copl•• re..hed f .... oth.,. ...Its for
FrocurG:ltftt office u,. or for trans
,,1$110. to OOE.

b. ~fl;'ecIl::O~~~"!...11$••no

810 riLES.

•• Succot.'.l or unsuccouful bids.

9.

,.
8•

6.

s.

tn no C'Ytftt I1lY dhPOul be c.a4t of tecenss perUlnlng to aCiCOW'lts. clat=s, Ot
d....oI. I ...hlng tho C<lv.m:>ont of tho U.lted SUto. ollich ho•• not nt Iloo.
••ttled or "J••ted b, tllo Go....1 AccollOU ng Offl.e....1......ItUft .ppro..1 of
the CocPtnll lor Go....1 h .M.I ned b, DOt OS required b, " U.S.C. 3309.

Th. l., procu....,..t fll. I. tllo tr....ctlo. cu. fll. co.ul.lng tho fo ....1
co.troct or l.fo....1 porcho•••roer or I.... l.str=atS .no .11 reIned P'......
Th. dOCll:lOnts flowlng I.t. tho tr....cU•• fll" dlff.r I. d.t.fl. b.t they ...,
Include. Itl f,ddlttcn to • PUtCbl1e docu:.nt: IpecUtcltions, btdS, sch.edules of

:~~~; l~t~:~'1.~:~m~l::o~~~:~ :~I~~~~:rt::·~~Po.~~I.t.:f.~=1~
• re ",,1.UI.ed I•••g••luUo......f.",1.9 I.Spectl ••• shfppl.g•••pedIU.g. o.
othlr procu:ret:lQnt·rlllteci activities. .

rUes rol.ted to the procyrcr.llnt ond IUpply f~n.ct1on tnclude I~I\ requisition
•01 $tock I....tor, flies, 4no oth.r al.or suppl, PIpers.

lTEH
!!!!... DESC~IPllON or ~lCOROS

4. p!!OCURlto:tlT riLES. CO.t.4.t, nq.hltto.,
py,..c:hne Ol"dtt. ieue. af'ld bOl'd .nd
su"'tty recOrd'. tnc::ludlft9 co..-re,pondence
.rId reined plpetrs perUlnlng to ",.rd.

COOlllAtToa REtcRllS StltIOUlE 3

PtotllillKlNI AI'1l SU;OPU RECoanS

I. (RESERVED)

2. (RESERVED)

3. (RESERVED)

Ccntr.ctor P"ocure::wn't Ind 'Ul."Pl, recent, dotu:lCtn't: the Icquls'tlon of goods
Indl l'lOnpenonoil l~nlcltS, ccnt.roUlng the wohRe of nocl. on hind. reporUng
~rocu~nt nellS'. InrJ ",hted suppl, Dltters .tI1c:1'L 'roe P<lrt of d.U, procure
celtt O;ler.-Uons. ne bU.lc p:rocyro:lltnt fUlts refleet • ccnshlenble r,ange of
~....edure. fro>. U~I. ""II ~ChU. to • c~lluted centroct.

COpifl of procurts:l'nt PoIpaori freqOl'tntl, btca:-e Integr.l puts of ott.er fUes.
•UCh 01 ~J.(t fll •• of ...1.... t,p.. or go.....1 '~Jtct fll •• pOrtol.l.g to
~'" opornl... : tho'" COpiot .re not co..red ., thh "hedul••

Offlcl.1 ....trOCt fIl•••re "c... lbl. to GlO • ..slto...

ClllilllACIOR RlCOROS SCJ<ll1Jll 3 ClllilllAl:T01 RltllROS StHIOlJU 3

mil
RETlhTIOh PlRlOO ~ PESCRIPTIOlI or RlCoanS RETENIlOll P£RIOO

10. INYlNTORY filES... I....t • ., lI.ts. 2 )'UtS f,.OI1I date of
list.

b. 1••••1• ., (4rol. l 704'$ .ft••
dhcontlnu.nce of Iter;l.

6 ye.n ,nd J a:mth' or 2 yelrS. after stock
4It•• ft ••1 p.,....t. bohnee fs tr•••'.rre.s
(Ph.o t. In••tlv. fIl" tQ ftftI' card or recorded
on ftnal payaent. ""de' a ... chssl fico-
tr.nsfer fUell ye4lr tton. or Z yean after
block to r~eral Records oqul 1l"".1 I..........

:Center ,fter 2 ye.rs.' from contractor" s
c••trol.

J 1••r. 4Ito. fl ••1
2 .)'o'r$ .after d.te ofp')'hlnt. (Clo•• fn. .. Authortzat10n, to scrap or .,rlb

at the end of the flu.l .ff: .01 .Ihe. p.....s .... U authortzitton 0,.. date of
,year, retatn 3 ye,n and I\ltdenr::o 'or f,dJust~nt ot tnvlntoty pontng, whtchever is
denroy, except that records. "-tn not otherwise ,oveted ,oener.
fll.. on "" ICh act lo.s b, .ec.rds dhpo$ltlon .uthertrotlo••
• •• peoll.~ sh.1I be

11. TELEPI«lNC RCCOROS. 'el.-phone SUtecenU 3 1.....ft.r ...rloOb.ou!iht fo.... ro to the
...t fl$col , •••" flies .na toll sllp•• co...ered by t'el.ated
for de'tr~ctIcn acc:o'lftt.
th....lth.'

Il. (RmRYEO'
6,04" .fter fl ..1

13. TAX [I(I9IlOll flUS. Til fJccptlon J , .... dl.r ...rloopOJCO.t.
cors1/ lute•••d rel.ted PIpe... conred by related

U.t II fundS ••• aC:CCklnt.
ooll9'tod.

14. PRI01lilES Io.'ll AtlotATlOIl RlCCQOS.
untU tertuNt10n or
co=pl.Uen of 04:1.h· .. Recent, an tbe use of 00, Da, It'd 3,.4...
lraUwc 4Ctton.. ""t"'rlled C.ntrolled Hote.ht Order

CACM) rating ."thOr't" eaclusheo of
corre,pen44'nto on phMtR9. pe1tc,.

tftttl IUptuUcn of procedure,. ,nd ."thorl"t tons ""Cb
""r.cntee period. u. to be rtutNd.

a. Procur~nt or pI.o-rchne organllltton
copy, arw:l rel.tR papers.

(l) frlRuctions of core than
liD ,000 .00 411 c•••tructlo.
contrlCl$ e.cecdtng 52,000.
doted slb.eque.t t. 7·lS·74.

c. other cC9tt1 of reccrdl dtlCrtbed
.bowt uMd b1 C(lt:P)ncnt elf:G30nu of
I procyrCl=llnt off1cc for .¢:Itnl s.
tr.the purposes.

d. Bonds,~ ...rrl~t'It'S 9uar.anteolng
for ..... t1led porlOCls of U...
Qltll"t.1s and eq"tpc.1tnt t"rnhtlfd
c,.. tnst.lled b, wenders..

lJl T.....cU... of core th•• 5l.S00
d4t.d prl.r to 1·l5·'4.

b. OOllgotlo. c.P,.

(l) lro...<tl0•••' lIO.OOO .r lou
al\d conUryct ton CQ-fttr.cU uftdot
52.000. dlttd s..muquent to
7-lS-74. 400 1'4 CU••• 01
5l.S00 .r len dOl prior t.
1·l6·'4.

mil
~ OlstlliPTlo., or RlCOROS

ld=-tnhtr.Uon. ,..tcelpt, t"lPl'ctton, lid
PlJCOnl (01110. th.. thOse c...red I.
It... 13).

'. 
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mil 

COOTIlAtToa RECCRI)S SOOO!llE 3 

PtOClJlllKENT AI'II SU;OPU RECoanS 

Ccntr.ctor p'ocure::8n't Ind 'Ul."P" recent, docu:.tn't: the Icquls"lon of goods 
Indl I'IOnpenon.l l~nlcH, ccnt.rolUng the wohRe of noel. on hind. reporUng 
~rocu~nt nellS'. InrJ ",hted suppl, Dltters .tI1c:1'L .re p,lrt of d.U)' procure
celtt O;ler.-Uons. ne bU.lc p:rocyro::lltnt flllts refleet • ccnsldercle r,ange of 
~ .... ed"..,. fro>. 11",,1. ""II ~chU. to • c~ltuted ccntr.~:t. 

COpifl of procurts:l'nt PoIperi freqOl'tntl, blCG:3e Integr.1 puts of ott.er fUes. 
'I¢h .. ~J.ct flies of .. rl .... t, ... or go ..... 1 S~JKt fll.s perUI.log to 
~.,. ..... tl ... : tho'" copies .re not COlfred b, this "hedul •• 

Offlcl.1 .... tr"t fII.1 • .., "c ... lbl. t. GlO 4..slto ... 

tn no C'Ytftt 1111' dhPOul be c.a4t of tecenss perutnlng to aClCOW'Its. clatas, Ot 
d .... "". I",.hlng tho c.w ...... ot of the U.lted Stltel olIlCh hi •• not nt ,,""a 
•• ttled or 04Ju.ted b, tllO Go ..... 1 Ac ..... U ng Office. IIOle ..... Itt ... p~r ... 1 of 
the Cocptn>1 lor Go ..... 1 Is obt.11ICd by 00£ u required by " U.S.C. 3309. 

The ley procu....,..t file II tllO t ...... tlo. CIS. fU ..... tll.lng tho f ..... 1 
c •• trltt or l.fo .... 1 purchlse order .r 10 ... I."r=.u .ad .11 ..,Ilted Pipe ... 
Tho doc""".tI flowing Int. tllO t ..... cU •• fU .. dlffor In dot.lI. but thoy ..., 
Include. 1ft f,ddltlcn to • pUtCbaU docu:.nt: IptCtficIUons, bidS, sch.edules of 

:~~~; !~t!:~'1o~:~m~ !::O!~~:~ !~I~~~~:~::e~~Po.~~I.t.:fc~=1~ 
• re PlI.UI.ed I. or9 .. llItlO .. per'.",I., 1.lpoctl ••• ,Mppl., ••• ptdltlng •• r 
othlr procuret:llllnt-rthteci actlvttles. . 

rUes rol.ted to the procyrcr.llnt ond IUpp'y f"n.cUon. tnclude l~a\ requisition 
olld 'tock 100 •• \Ory flies •• ad .ther al.or .upply Piper,. 

ITEH 
!!!!.... O£SC~IPlION or RlCOROS 

I. (R£s(RVEO) 

2. (RESERYED) 

3. (RESERVED) 

4. p!!ocuREto:tn riLES. C •• tr.ct. requlsltl ••• 
pY1"c:hne Ol"dtt. leno. ,f'ld bOl'd .tId 
SU1"ttY recOrd,. tnc::ludlft9 cOffe,pondence 
.rId rclolted plpetrs perutntn9 to IVlrd. 

CIlliIRACIOR RlCOROS SCI<!OUll 3 

REf[NTlo.~ P(AIOO 

~ O£staIPTlo., or RlCOROS REl[ftTlO~ PERIOD 

l=tnhtr.Uon, receipt, t"lptctton, lid 
PI"",nt (.tllOr thlO u .. '" cow.red I. 
Itea 13). 

a. Procur~nt or plo1"chnf' organllltton 
copy, I"" rel.tR papers. 

(l) frlnuctlons of core than 
$10.000 .ad .11 ••• "ructl •• 
contrlCl$ e.cecdtng 5Z,OOO, 
d.t.d ,ub.eq.ont t. 7-25-74. 

(2) Trlnuctl.n, of lIO.OOO .r !un 
al\d conUryet Ion COl'ltr'C'C.$ ul'ldot 
5Z,OOO. dlttd SUbsequent to 
7-25-74 •• 1Id tr .... ctlo ••• , 
$2.500 .r len dU'" prl.r t. 
'·26·' •. 

131 Tr.n ... tlc .. of core th •• $2.500 
dotod prlcr to '·25-1 •• 

b. ODlIg4tl.n COPI. 

c. other cC9tt1 of recerdl dt1Crtbed 
,bOWt uMd b1 C(lt:P)ncnt elf:G30nu of 
I P'OCyr(l:ltftt off1cc for ,¢:"nl,. 
tr.t ht purpous. 

d. Bonds I~ ... rrl~t 'It'S 9uaruteelng 
for specified pori Ods of tt ... 
DIItttlAls and eqytpc.1tRt t"rnhtlfd 
cr tnstAlled b, wenders.. 

6 ye.n ,nd J aonth' 
alt.r fI.al P., .... t. 
(Phce I. In.ctlv. file 
on final payaent. 
tr.nsfer fUel1 year 
block to r~eral Records 

: Center ,fter 2 yeArs., 

3 yeor. altor final 
pa)'hlnt. (CI ••• file 
at the end of the flua' 
,)'ear, retain 3 yeAn. and 
denrQ,)', except that 
fll., •• ""Ich actio., 
are po""I.~ sh.1I be 
brouiiht fo_nI to the 
ne.t fl ... 1 y •• r·. file. 
for destr"ct ten 
th ...... lth·l 

6 , ..... fter final 
PI"",nt. 

Unt \I fllOd, oro 
ool\91tod. 

until tertuNt10n or 
«>=plott .. of .o4:lnh-
traUwc 4Ction .. 

tfItl1 IUptuUcn of 
""r.cntte period. 

mil 
~ 

10. 

11. 

12. 

13. 

14. 

lUll 
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COlITIlAtTOR R£CCRI)S SOOOUl[ 3 

!!!!:.. O[SOIIPTlOlI or R(CCII1)S RU[NTlOlI PERIDO 

s. :~~~::I~!t~S;f.l~';:"''":''rts 
""tt." ._Itted for suppl, "'!'Oga:cnt 
..,rpol .... thor thin tho.e I .. orporltecl 
, •• UO flies cr othor fll .. of • general 
.. tore. ror prlorltl .. Iftd allce.Uo .. 
recOrds, '" tte:t 14, t.hls sc.hedule. 

6. 

•• to91 •• .., .. hed f .... othOt' ""ltI f.r 
Frocu'G:ltftt office u,e or tor trlns
"I .. , •• to OOE. 

b. ~f!;Secll::O~~~"! IIOlts •• ad 

810 FILES. 

•• Suc",,'ul., unsue .... ful bids. 

2 }e .... 

1 ye.r • 

~911 pr .. "'_ .f 
It ..... 

b. L I ,ts or c.nlS .r .~ .. p"bl. bld~ .... Unt II superseded .r 
obsol.te • 

I. 

8. 

(RESERYEDl 

::,:~~s R~2~1 ~!~~~~~f· .... '.e'. 
:~~h.~:"~·~!~:~!;'ll.!~~~~~ ~!~~l' 
a ... clated with ,ecelpt ."" dhburs""".t 
I<CCU'U lschedule 611. 

lye.,. 

9. I:l:~:r I:~~W !!~7 :,:~~. f ':G~;~!:.'. 
Inventory. 

•• St.clr"", copy. 

b. All other c.pln. 

2 ye4,. .fter ',",plott •• 
or ..... 11&\1 ... f 
requlsltl ••• 

6 .... th •• 

tllliTRAtT01 RECIIRIIS StHIOUl[ ] 

PESOIIPTIOlI or RECoanS RETENIiOlI P£J!IDO 

INYlNT01Y riLES. .. I", •• tcry lI.tI. Z )'urs ftOll date of 
lilt. 

b. Innntcry UnI,. 2 ye ... 4fter 
c1tscontinu.nce of tteI'JI, 
or Z yens. after stock 
bill.co " tr,.,'erre.s 
tQ ftftI' card or recorded 
under •• e.o c .... lflc .. 
UOA, or Z yean after 
0'1.1 """nt Is ....... ed 
from contractor'S 
co.trol. 

c. Authortzat lon, to scrap or .,rlb 2 .)'e'rs Ifter dlte of 
off: ."" other Pipers •• ed .. autharizltton or date of 
",Idenco 'or f,dJust~nt ot invtntoty poning, whichever Is 
records. "'In not othcrwhe ,onted ,ooner. 
by rec.rds dlspo,ltlon ,.therlutlo •• 

rEL[pl«l~r R[CoaOS. Telt-phone SUtecenU 3 y ..... fter period .na t.1I slip •• ca'l'ered by rel.ated 
acc:o"ftt. 

(RESERVEOl 

TAX UEI9T1Ol1 rillS. Til fatcpt ton 3 lurs dter periOd 
ttrt if IUtel ,.d rel.ted Pipe ... conred by related 

aC:CCklRt. 

PRI01lins 10.'11 AllOCAIIOII R(toaDS. 

o. Recent, Qft tbt uW of 00, Da, Ind 3 }eo". 
AulhorlZed Controlled ... norhl Order 
CACM) rlUng ."thOr',)" eaclusheo of 
corre,pcn44'nte on phMIR9. peltc),. 
procedure, •• nd ."thortllt tons ""Cb 
It. to be rtutNd. 
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CONTRACTOR R[CORDS SCH[D1JLE 3
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ITElI
~ O£SCRIPTION OF RECORDS

boO Requtrsents studtes in c:onnect ton
with aobll tullOA planning f;ncI the
Conlrolled ...,torlals Plan, o..lullYo
of ccrrnponctenco on pl.,nntng.
pOlicy. procedurltS. and authortza
ttonl "'Itn are to bel retained,

RET[NTION PERIOD
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CONTRACTOR RECORDS SCHUWH 3 

ITElI 
~ DESCRIPTION OF RECORDS 

boO Requtrsents studtes in connect ton 
with aobll tullOA planning f;ncI the 
Controlled ...,torlals PI.n, ... Iushe 
ot ccrrHpoMeftCo on pl,nntng. 
POlicy ~ procedurH. and authortza
tlons ",tth ire to bel retained, 

.EUNTIOK PERIOD 
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RETENIIDM PERIOD

~.~ ~

\.
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COMTQACIOR QEtGlDS SCKEOULE 4

PRIlI'ERTY SAlE AI:O DISPOs.\l. RECORDS

. These records pert41n to the '41es by ccRtractors. of ptt'SQ.nal property including
property Slll'plus to the needs of the Gov......nc.

In no event a..,. dispOsal be a.1Idt of records pert4tnlng to accounts. cl.1A$.
ar det1.lInds Ift'IIolY ln9 the Gevemcent of the united States Witch hafe not been
s.ttled .r .djunod by tho Genor.l AccO..tlng Offlco wlcllout wrItten .ppro••l of
the C""ptrol1.r Gener.l ••• required by 44 U.S.C. 33a9.

1T0t
!i!!.... DESCRIPTION CF RECORDS

I. (RESERVED)

2. (RESERVED)

3. (RESERVED)

4. lRESERVED)

S. EXCESS PERSONAL PRCJlERTY REPOIl!S••

Attachment V-1
Page 39 (thru 44)

6.
:~R:~~:.p:r:~:olliEp~~~~it.C::p::~~:g
Invitations, bids, ac:cepUl\(es. 11 sts of
aaterta1S.. evidence of sal es, and related
correspondence tottler th"n , .., IS at le·oUes
covered In lte=s 1, 2 ,nd 3.).

a. t ..4RS.tCt tons stbseql,,'el'lt to 1-2>7.
of sort thUl S10.0oo; and
tnns.c:t tons prIor to 7-26-14 of
AOre than S2' ..SOO.

b. Tnnsaetions Subsequent to 1-25-14
of S10..0oo or 'e-sti~ .nd
tranuc.t tons prtor to 1-26-14 of
$Z .SOD or 10$••

CO~TRACTOR RECIlIlDS StllEDIllE 4

6 yeatS after ftnal
p"1"'nt. (PI.ce In
Inacthe fOe on final
pa)'Delnt .nd trAnsfer to
Federal Record5 Center
2 ye.n ChOrt.fter.,

3 yeus 4fter ftnal
poymnc. lCl ••o file
at the end of e.eh
f1sc.1 yen. retain 3
yeatS .. and denroy

lTOI
.!!!!:... OESCRIPTlO~ CF RECORDS

1. IRESERVED)

RElENTlotl PUIOD

t!XCI,wt that ft les en
...ntch acticns are
pendtng will be bro.~ht
to the nell;t ft se.I
year"s fHe'S for
dlspo••1 th.rewl th.)

8.

IC.

~~~~:.~:~~.i·~t~t~illls. R••••u.-
ptiiduei ng contracts w'it" foretsn and
dcr.".ost ic custCl'!ters .. t ncll.lding docu..-..enU
Uon of the negotiations. ad:atntstr.Uon..
PJ,)'lI'ltl\t, and del hery for Soods .nd
services for U) the sale of nuclear
prodl.lcts~ including source. byproduct.
sPGCUI nuclear Ntertah~ and keitty
.,.ter; (2J toll eMtCI"'.;ltnt untces" and
(3) ch...ic.l pr""o..lng of Irradt.ted
fuel.

~W:~~~Fr:ER~~::~~~gfi~~~'~ .f
kiter.... ' records dCC:UtJenttl'll) tfte ·without
chafie- transfer of nuc:lear Qb;terlal in
quatltitjes sutuble for ren.rcl1 purposes
only.

:~~n~T§~:':nU~I~VI~~.~...o
nuclear Nurials and he'lliV' water to
foreign and dcmenic C.VstCAlI"'$.

6 yeats after receipt
.r final P41""nt.

6 yeu'$ after transfer
is Co:lpl eted.

6 years after teruinatlon
of tM: lean.

~ 
~ ~ 
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COMTQACTOR REtG!OS SCKEIlULE 4 

PROPERTY SAlE AI:O DISPOSAl RECORDS 

. These records pert41n to the '41es by ccntractors. of .,enG.nal property including 
property ... pl •• to the needs of the Gov ...... nt. 

In no event a..,. dispOsal be a.IIdt of records pert4tnlllg to accounts. cl.1A$. 
ar det1JInds Ift'IIolY ln9 the Gcvemcent of the untted States Witch hafe not been 
.ettled or adjuUed by the Gener.1 "'c.""Ung Office without written appro •• l of 
the C ... ptr.1 ler General. as required by 44 U.S.C. 33a9. 

1T0t 
!i!!..... DESCRIPTION OF RECORDS 

1. (RESUVEOI 

2. (RESERVED) 

3. (RESERVED) 

4. (RESERVED) 

s. EXCESS PERSONAL PRCJlEATY REPO!!IS •• 

6. 
:~R:~~!.P:r:~:olliE P~~~~i1. C::p::!~:g 
Invitations, bidS, accepUnces. 11 sts of 
aaterta1s .. evidence of sal es, and related 
correspondence (ottler th"n , .. , IS at le-oUes 
covered In lte=s 1 .. 2 ,nd 31. 

a. tI"4RS.tCt tons stbseq"-'el'lt to 1-2>7. 
of sort thUi S10,Ooo, and 
tnns.c:t ions prIor to 7-26-14 of 
AOre than S2' .. SOO. 

b. Tnns.etions subsequent to 1-25-14 
of S10 .. 0oo or 'e-sti~ .nd 
tranuc.t Ions prtor to 1-26-14 of 
$Z .SOU or 11$'. 

CO~TRACTOR RECORDS SClIEDIlLE 4 

RE1EHIIDM PERIOD 

6 yeatS after ftnal 
P41"'nt. (Place In 
Inac.the fOe on final 
pa)'DeInt .nd trAnsfer to 
Federal Records. Center 
2 ye.n thtreafter.) 

l yeus .fter ftnal 
_nt. lClo •• fIl. 
at the end of e'ch 
flsc.1 yeu. tetata 3 
yean .. and denroy 

1101 
.!!!!:.... DESCR1PTl09 OF RECORDS 

1. (RESERVED) 

s. 

9. 

10. 

~~~~:.~:~~.i·~t~t~illls. R •••••• -
ptiiduc, n9 contracts w'it" foretsn and 
dcr.".ost ic custCl'!ters .. t ncll.lding docu..-..enU
lion of the negotiations. ad:atntstr.tton .. 
p;J,)'lI'Itnt .. and del hery for Soods .nd 
services for Ul the sale of nuclear 
prodl.lcts~ Including source. byproduct. 
'SPGct..tl nuclea,- Ntertah~ and keltty 
.,.ter; (2J toll eMtCI"'.;ltnt untces" and 
(3) ch ... ;cal processing of Irradl.ted 
futl. 

~W:~~~Fr:ER~~::~~~ gfi"-l~~'~ of 
kiter .... ' records docutJenttl'lg tfte ·without 
chafie- tran-sfe,- of nuc1ear Qb;terlal in 
quatltitjes sulUble far rese.rcl1 purpose'S 
only. 

:~!.:n~T§~:':nU~I~VI~~ .~.ase 
nuclear £!Iaurtals and hea"" water to 
foreign and dcme'St;c C.VstCAlI"'$. 

RETENTlotl PUIOU 

t!XCI,1jJt that ft les on 
...ntch actions are ""ndlng will be bro.~~t 
to the nell;t ft sc.' 
year"s fHe'S for 
dlspo •• 1 tho"",; th.) 

6 years after receipt 
of final P41""nt. 

6 yeu'S alte,- t,-atlisfer 
Is co:tpl eted. 

6 years after tefU,1natian 
of toM: luu. 
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CllNTllACTOR RECllRDS SCHEDULE 5

BlJIlGET RlCORllS

Budget rec:of'ds tl"lclucfe the fUes aC'C~l.ttd by contractori in the course
of fo.....latlng the bvdgot for ...bah,l.., to DOE, .... In e,,,urlng th.t the
fundS ore used in such a way as to suffice for Ute .pprcpt'tate periOd of
ttge.. The funds ate t!Ucte avo1hble 'to the ccntr.aetof' by DOt:. and the contractor
<Un ..port ..gularly to OOE. After the funds h••e boon ""de •••Ilable to the
contractor, control over the funds. 1s tn tho expend1ture acccunt1ng records
(lthedul. 71 .... detailed Info....tI.n ..l.tlve to ••pendltu..s h contained I.
the .cc....t ..c.rds (schcdllle 61.

Attachment V-1
Page 45 (thru 501

(~.).
_/

ITEH
~ DESCRIPTION Of RECORDS RETENTION PERIOD

I. CEIlTIlAI. BUllGU fILES c.n'htlng .f
cm-renenslve &:idget subl:dss1cll1s of
contr.ctor. t.gether with Justlflc.
tlons. Including DOE budget appro.als
.nd d.cuments reflecting .ppr...d
fin... 1.1 plan.

Operating Contractors:
3 y.... after fhc.'
ye.r to wIllch the budget
applte,.

C.nstructt ••
Contractors: Until
coc::p1et1on of CtItl1stl'1,l:C
tlon project and
,.blotss I.n of fl ••1 COSt
roportS.

2. OEPARTI'lNTAL BUllllET AIlD COST fiLES
prepared by subdivisions of overall
contractor organhations. CCl'l$tsttng
of budget en tQltes. budget centrol
repetts. forecasts. -ortpapen.
together with ..lated doc"""ntt ....
correspondence..

•• Budget estl""t...

b. All .th....

2 yea,.s ..

1 year.

~\-,
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CONTAACTOR RECORDS SCHEDULE 5 

BOOGU RECORDS 

Budget records tl"lclucfe the fUes acc~l.ttd by contractori in the course 
of fo_IaUng the IIlIdget for ... bah,l.., to DOE, .... In OtIsurlng that the 
fundS ore used in such a way as to suffice for Ute .pprcpt'tate periOd of 
ttge.. The funds ate t!Ucte avo1hble to the ccntf..l(tof' by Oat:. and the contractor 
<un report regularly to OOE. After the funds ha •• been ""de ••• Ihblo to the 
contractor, control over the funds. 1s tn tho expend1ture acccunt1ng records 
(~hed.l. 71 .... detailed Info .... tI •• relathe to •• pendltures 1$ conUlned I. 
the 4cc ... nt records (scheclllle 61. 

IIEH 
~ DESCRIPTlO~ Of RECORDS 

I. CEIITRAI. BU\lGU FILES conshUng of 
c~renenslve &:idget Sub&tissicll1s of 
contNctor. together with Justlflca
tlq." Including DOE budget oppro'alS 
.nd documenu reflecting appro .. d 
fl.a .. 1.1 plan. 

2. DEPAATI'lNTAL BUllllET AI!D COST fiLES 
prepared by subdivisions of overall 
contractor organhations. CCr'l$tsttng 
of budget en imtes. budget centrol 
repetts. forecasts. -ortpapen, 
together with related doc .... nU .... 
correspondenc& .. 

~. Budget O.tt""tOl. 

b. All others. 

RETENTION PERIOD 

Operating Contractors: 
3 yurs after fhc.1 
year to which the budget 
applle •• 

Construction 
Contractors: Until 
coc::p1etion of Ctltlist"'c
thn project And 
subml n I.n of fInal cost 
roportS. 

2 years .. 

1 year .. 

Attachment V-l 
Page 45 (thru 501 
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Attachment V·1
Page 51 (thru 62)

WlTaACTDi REWlDS $CK!IlUl.E 6

REC!lPT Al:l O!18UllSEIlENT ACCOUNT REroiDS

a. Account fecords Qltnutned b, the 6 YQars ttt,r Uut close
contrlctCt fer I..dlt conshttng of of tho rhcal Yur.
records of recetpt and disbursement 0.1
funds, I.clushe of fr,liM records
.nd p.ytoll records. ThUO records
docu::xtnt only Ute butc finAncial
tr4nllctton. ClOne, r"Kehtd and QCl.ney
Pitd out or ~po,lted. tn the course
of cperat ion. All cept., ,nd .11
I4ditlcn.l or suPPGrtl"9 4oC-~nttticn

not tnYohed In 1ft Inttgr.ted
"counting s,sUa aN co.lred by
suceeedlnq Itec:=$ .nd subltces In thts
KlIoduh.

TMI scMClul. cO.'n contrutor recoipt and C1hbursectftt tcCOI.tnt rnqrd"$.
trtflO account RCcrds Include rtccrd copies of all records concerned "tth the
acco.nt tng for. 'WI nabt1tt,. Ind sUtus of fund,. There ira account NeONS
for Qi)ntl$ owed to the contractor llhtch "'It be (redited to the proper account
and for dhburSetlitlttS or the 41th'" p~Oitnt Gf ~tes to proper crCJSlto""

Thts ""Nul. h\eludes records held for on,lte audit b)' the General Accounting
Offlc.. Under onstte .\:dlt, ,ouclt.n. cOfttracu. Icheduhs. stlt~nt of
trl"U,UOn, 'nd oceountabtltt)' Ind Gther related supporting docu:lents are
retained tn contractcr SPAc. for General AccOllinUng Offtce weilton. If the
nrcordS are no longe, reqr.ltrcd for 4~nhtr4the pwrpoS". , contnctor all
tr~,f., .11 ,;tdited records and any I,ift&\ldtttd ruord, oore thin 1 full Usnl
~r old to r14er,1 iKerd, e,Mt1'I. To transfer un,YlSU.ad ICCOl.lnU less tNn
1 ".ar old. pamhslon ant be otIutnect frlXl OQ[.

Re-cCf'ds rehting to the .1I.ihbtltlr, collection. tnd cUlto41 of funds tnclude:
(I) IoUe" of eredlt; (2) ..rttng fund oclYfR(O$l (J) other doe....,.nu ..,Ieh
_posit funds for contractor use. and (4) doc~nts wtCh prowl de status reports
on allal1able funcb. such as prooh of de-posltory account anet bank state::leftU of
fundi to the contracter's credit. Contractor coptes of Ute depostt and status
doQ.Imonts .ro $0 closel, rehted to ttlli' Kt;OUnU th.at th.y are Included tn
thh"'hodulo. S ,.Irs.

3 J'lIrs Iftef' the' ,.Ir
to ... tell tile IUdlt
relates.

3; yl4".

3 111". or after GAO
&l.Idtt, "'tdll...r Is
earltof'.

alT(_TIOli PERIDo

1 year after e.lcept ion
illS _ ropor\ed ..
el..reel bl' GAD.

S. (aESERYED)

2. AUDIT fiLES.

I. Generll Acaluntlng Offt<o notlees of
e.ltfPttcns. sw::h .. Standard Fol"R
1100, fo.,.,l or InfCtWl. and "laUd
ccrntipondenQ!.

b. ~It It les of contr.ctor', interNl
a~lt staff pertatntni to cost-plus
and CGnsult.nt subcontracts,
cont.lntng copte, gf IUbccntrlcts.
tnvoteel. eapocftcUture .nd P41Qlnt
dltl, IR(I.dtng I.dt\ ..n pope" ItIlI
history records, oA:i coptes of ottter
doC1ol...nts "h,ted to the hbcontracts.

e. Audit fllos ilOllOrlted b1 eolt-t1PO
contractor i:Vdit stafh perfc:noutng
Int......1 IUdtU. lR(ludlng pertInent
reports and rewlslon, tttertOf.
concurrences, CCEAntSi "POrts
Ahttng to aetlOft Ukan an ntC~n

cUttens, pert tnent cotrespcndtftCe, and
n>hted ..rt pope".

J. (RESERYED)

•• GENERAl. flOOl fiLES. aoc:onl' "httng to
Avt nab' 11 t,.. COlltctton, culto4)', tnd
depos tt of funds oth,r thin t"ose rwcords
eo_ered bl' It... I of tlll$ ",,,",,I•.

hqh: BaNI. statecenU jrId
NConcl1tatlons pertatntnt to tineral
"count tuMS.

COliTRACTOi R(COiDS SCJ(EDULE 6

1T0t
!2:.... DESCR1PTlD~ Of RECORDS

f. ,.td cheeks, other th.n tho" tssved
for the pa1'llnt of ..hI')' ItIlI Wlges.

aETENTl'lll PUIOO
1T0t
!2:.... OESCRIPTlCl'lOf REWlDS

I. RECEIPT oIIlD DISBUllSEIlEMT ACCD\IIlT fiLES.

COllTRACTOi RECUllOS $CHiQUlE 6 co.,TRACTOi RECDillS $CK!IlUl.E 6

ITUI
~ DESCR!PTlO~ OF aEcoaos

ITEM
!2:.... OESeR IPIIO~ Of iEtalDS

Eu~ple: Payment 'Iouebcr ftltS (aho
rllflrred to 4$ contract ChtCk ftles)
In4tnutned tn tccounts payable .seth'1
ti", to support dhburs~nt of funds
for aator1ah and senlCes, containing
origtn,l, 0" ccptes of thf fo"owt~

",~ ,..Ioted docu::::l!"I'lU: reattUnct
sUteatnu. venders' InvOiCes. Invoice
.~IU .nd dlstrlbutton sUPl.
rec.iving; ",ports or co:=:partble
certlftcatton of receipt 0' Nttrttls
or unlCts, OSlO lonr. Sl\Ort. or
dlQip) reports, debit and crlldtt
~r4ndl. requens and authOrtuUons
fOf trawel, and expense 4-ccount
SlUfGlenU.

b. Meao,..ndl,lO:l or eatfa cophs of account
rteords and all S1.ipport 109 1I0l1(~rs.

Kht'duln••nd reined PiP'" not
cOt'trN ehe-d'lere In Uus SCl'ledule,
tncl tlcll.ldlng freiSl't record, covered
D1 $ChKule 9 and p.ayroll records
cOl'ltlld by SChedule 2.

c. Ac:CQ>Jnts rrcehable involc.s Includtng
pert tn&ftc credit ~rtndl.

d. Sche4u1ts of dhbu:rSeatnt fOos.
prepared by cost·type contractors,
..,.port I ng the dhbursece-nt of funds
on I conthly Dash to t!Ol a~1to".

e. Cuh dlstNr,~nt 1Mea flln
.cclAII at" vne:er construct Ion
proJects. CQftslst1nt of CoptlS of
checks. cash di$l)urSCQ"nt voucherS. or
cancelled checks ftled by payee,
'.lclushe of pb)'roll acttons.

aETENT1U~ PERIUO

3 yun aUn tht c1 ose
of the rheal Year.

3 )'C4ts. or "'ter ~O
audit. -"Ichner Is
earllt't •

3 years. or .fttr GAO
audit. td'lIChner 11
e.rller.

6.

1.

B.

g.

10.

II.

12.

PERSO~lIEL SURETY BIUiD fiLES. Dftlehl
ccptas. or tFli bOna ,na a(uched pow..s of
"ttorno)'.

GASOlIM SAlES T1tr.ETS. ...'" eoplos of
sal" tiCkets ,liea 1" suppcrt of patd
I",alets for crtdtt card p.lOrCAUtI'$ of
guoltne.

TELEPH(]~E TOLL Tltr.ETS. Orlgl .." ItIlI
copies of toll tiCkets filed In support
of tolephORQ toll clll poyr.ents.

l~~~~::' fi~~g~~4:~p=~C:~i~" of
teleljraph btl h.

WDil,I([~'S CDMI'ENSATllllI CLA!_ fiLES
conUtninC) , "istory of eo"' cI.tc
",Iult Ift9 frCD industrial Inj"ry.
tncholdlng acetdent reports. ordtrs 'or
eN'cai trenGl!nt. orde~ to close or
reo~n. relatll'd co,.re'Sponl2ence. ,nd hee
'Mett Ihow1 n9 4l'lOunts to be pa1d and
sUtu' of chtr:l.

PUBLIC L11\1l1LlTY CLAIM fiLES In_ol_tng
auto ana nonauto a~eiaenU. tncludtng
Accident "POrts. related correspondence.
and hee l~ets stu:J_ing ~nts to be
p.A(d aM 1tatus of cltlc.

INSURAAC[ CLAIM STATEMENTS of contractor
tepio.)'ees for hOSPltal. Sw.T'9tClI. atdtul.
atJor l:le'dtcal. nonoccupation.l, and IUe
;nlurance costs along with records
re9ardln9 p.yrent of cla;r.ls, and rlliated
cornspendente.

aETENT1Cl'l PERIDO

Unt tI bond boc: .....,
inacthe. or after the
etlll of tho bond pr...l",
period, "'ichner 1s
sooner.

3 ,ears. or aUer CiAO
l.aUt ..... tcht'vtr Is.......
3 years. or I'ter ('.AO
audtt • .-hicft...,lr h
seoner.

3 yelrs. or altor GAO
audit. "'Icht'lor Is
$OO1ler.

6 years after case Is
clOSed. ~rQlllded

appltubl, statute of
"~1Ut1an, h'" run.

3 .)'etrs Itfter date of
alleg.ecl InJUry, ar 1 year
after claull i$ clo$ed.
p..... tded Ippll<lblo
statute of ltoUat Ionsh., rvt'.

3 ",Ir, .Uor
temule ton of
fDployee.
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ITEM 

W4TaACTOi '[toaOS SCK!DUl.E 6 

REctlPT Al:) OI18Ul1SlI([NT ACCOUIIT aECOiOS 

TMI SCMClul. co •• n contrutor receipt and Clisbursectftt tcCOI.Int rnqrd"$. 
trtflO account RCcrds include rtccrd copies of all records concerned tIIItth the 
acco.nt tng for •• w, nabt 1 t t,. anca sUtus of fund-s. There ira account NeONS 
for a:)ntlS owed to the contractor .tIlch "'It be (redited to the proper account 
and for dhburSetlitlttS or the 41th'" p~Oitnt Gf ~tes to proper crCJSlto"_ 

Thts ""Nul. h\eludes records held for on,lte audtt b)' the General Accounttng 
Offtc.. Under onstte .!:dtt. ,OUCIt.t'S. cOfttracu. Icheduhs. Sht~nt of 
trl"ucUo", ,nd oceountabtltt)' Ind GtMr related supporttng docu:lents are 
ret,lned tn contr.cter SPAct for General AccoanUng Offtce wet'ton. If the 
nrcordS Ire no longe' reqroltrcd for 4~nhtr4the pwrpoS" •• contnctor all 
tr~,f.' .11 ,;tdtted records and any 1.Oft&\ldtttd ruords oore 0.11'1 1 full 11sn1 
,re.r old to rHera' iKerds e'Mt1'I. To transfer un,YdU.ad &CCOI.Ints less tNft 
1 ,.ar old. ptmhslon ant be Obutnect frlXl OQ[. 

lite-cCf'ds rehttng to the 1¥lihbtlttr, collection. tnd cUlto41 of fu.nds tncllOde: 
(I) ioU," of credit; (2) .. rtlng fund O<I .. neO$; (3) .thor doc ... .,.nu "'Ich 
dIlposit funds for contractor use. and (4) doc~nts wtCh prOYide status reports 
on a¥al1able funcb. SuCh as prooh of de-posltory account and bank state::leftU of 
fundi to the contracter's credit. Contractor coptes of Ule deposit and status 
doQ.\monts .ro $0 closel, rehted to tItH, Kt;OUnU th.at th.,)' are Included In 
thh"'hodolle. 

1T0t 
!2..... OlSCRIPTl~ Of 'EtoaOS aETENT!'llI PUIOO 

I. RECEIPT oII!O DISBUlISEI([MT ACCOIIIIT fiLES. 

a. Account fecords Qllnutned b, the 6 YQars ttt,r the clDse 
contrlCtcr fer a .. dtt conshttng of of tho rhcal Yur. 
records of receipt and disbursement o.f 
funds, I.clushe of fr'IiM records 
and pa,.roll records. Thes.o records 
docu::.nt only Ute butc finAncial 
tr4nllction. ClOne, r"Kehtd and QCl.ney 
Pild out or /!epoIUed. In the course 
of cperat ion. All copt., ,nd III 
I4diticnal or suPPGrtt"9 4oC-~nttticn 
not tnYohed In '" Inttgr.ted 
"counting systeQ IN CO.lred by 
succeedtnq itec;:$ and slObltccs In thts 
$Chedule. 

COllTRACTDi aWlIIos SCHUmE 6 

!2..... D£SeR IPTlO~ Of aE~OS RETEKnu~ PERIUO 

Eu~ple: Payment 'IoucbC!r ftltS (aho 
rlllfirred to 4$ contract ChtCk ftles) 
lIl4inutned tn .ccounts payable .scth'l
ttn to support dhburs~nt of fundS 
for aator1ah and senlCes. contatnlng 
ortgtn,', 0" ccptes of thf fo"owt~ 
"'~ "IGled docu:::Je-rats; reattUnct 
suteatnu. venders' InvOICes. Invoice 
a~tu .nd dtst,Iblolt1Oft S"Pl. 
rec.tvl"9 ",ports or co:=:partble 
Clrt"lcatton of receipt of oattrttls 
or untctl. OSlO lonr. Sl\Ort, or 
dlQiP) reports. debtt and crllldtt 
oe:.or4nda. req..ens ,nd authOrt,.ttons 
for traye'. and expense 4-ccount 
stUfGlents. 

b. Meao"andyo::l or eatra cophs of account 
rteords and all S1.ipport '09 ¥OII(~rs. 
KhNu'n. and reIned pap'" not 
cOt'trN ehe-d'lere In Uus ul'ledule, 
tncl tlcll.1dlng freiS"t reeo"h covered 
D, $C"Kule 9 and P-47ro11 records 
COWtred by Schedule 2. 

c. Ac:CQ>Jnts rrcehable invo'c.s tncluding 
pert tneftt credit ~rtnda. 

d. Sche4u1ts of dhbu:rseatnt fOos. 
prepared by cost· type contractor-sf 
..,.port I ng the dhbursece-nt of funds 
on a conthl,. Dash to (l0l 1~1tOrs. 

e. Cuh d"tNr'~nt 1Mea ftln 
ICc\AlI,t" vnc:er construct ton 
prOJKts. COftststlnt Df CoptlS Df 
checks. cash disI;JurSCQ"nt vouchers. Dr 
c.ncelled checks ftled b,. payee, 
'.lclushe of pb)'roll acttons. 

3 yun attn tht cI ose
of the rhe,,1 Year. 

3 ytars If tor p .. ,.ment. 

1 yc4ts. or "fter ~O 
audit. ""chn,r Is 
ear11t't • 

3 years. or aftt,. GAO 
'udtt. td\IChner 11 
earlier. 

ITEII 
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CDlITRACTDi 'leDiOS SCJ(EIlULE 6 

1T0t 
!2..... OlSCRIPTlOM OF RECOROS 

f. ,.Id cheeks, other than thou tSlued 
for the pa1'llnt of .. hl7 Ind .. gos. 

2. AUOIT FILES. 

•• Go .... 1 Acaluntlng Office notlc .. of 
e.lttPttcns. sw::h IS StlndlN Fol"R 
1100, fo.,..l or tnfQ:tWl. Ind "laUd 
cc,""spondenQ!. 

b. A..dtt It les of contractor·, tnter.,.l 
I~tt staff pertltntng to cost-plus 
and CGnsult.nt ,ubcentr.cts, 
cont.tntng coptes gf IUbccntruts. 
invotcel. eapocncUture .nd P41Qlnt 
d.tl. lnel.dlng ludlt .. n Pipe" .nd 
hlstDry records, oA:i coptes of other 
do~ ... nts relAted to the hbcontracts. 

c. Audit flies ge ..... t ... b1 c.lt-t1PO 
contractor i:Vdlt sUffs perfc:n'ulng 
Int ..... 1 IUdIU. Inelll4lng pertlntnt 
reports .nd rewlslons tMrtOf. 
concurrences, cCEEllntsi "POrts 
Aht'ng to .cttOft Ukan an ntCQIige"'" 
cUttens, pert tnent correspondence, and 
... hted .. rt pope". 

J. (AEs[RYEO) 

4. GlNEaAl. film) fILES. Roc."" "htlng to 
Avt n.bl 11 t,.. COl itctton, culto4.Y, tnd 
depos tt of funds oth,r th.n Utose ,.cords 
•••• rod b7 It.., I .f tbl$ ",_Ie. 

hqh: 84N1. stattee"U ,"d 
NConcl1tattons portatntnt to tineral 
"count tuM.s. 

S. (RESERVEO) 

co.,fRACTDi RlCOiOS SCK!DUl.E 6 

aETE.TIDli PE'IOO 

3 1Ia". or after GAO 
""dtt. ""chl'llr is 
earl to". 

1 yelr IHIT e.Jcept Ion 
"n _ reported .. 
clu"'" b7 GAO. 

1 ,elrs after the ,.ar 
to ... 1." tile IUdlt 
relltes. 

s ,. .. ,. 

3; YI4M. 

~ DESCaIPTlO~ Of RECORDS RETEMTI~ P£RIOO 

6. 

1. 

8. 

9. 

10. 

II. 

12. 

PlRSONlt(L SUR£TY 801iD fILES. Off'clal 
ccptas. or thi bOna ,tid a(uched pow,"s of 
"ttorney_ 

GASOlIM SAlES nC<ETS. ...'" c.pl .. of 
salOl tiCkets ,Ilea 1" suPPOrt of patd 
1nwolCtS for crtdU card p-lOrCAUttS of 
gnollne. 

TELEPt«I~E TOLL TlC<ETS. O.lgl .... ,nd 
copies of toll tiCkets filed tn support 
of telephoRQ toll ,,11 payr.ents. 

l~~!~::. ft~~g~~4!!p=~ c:~te, of 
telt'9raph btl h. 

WOW([N' S 'OKI'ENSATlDlI 'LAIM fILES 
conUtning • hlstDry of eo"' t1tte 
""ult tft9 frCD indIOstria1 tn,J"t)'. 
including acctdent reports. order'S for 
eNlCIl tre.ltGl!nt. orde~ to c'Dse or 
reo~n, relatl'd CO,.relponl!tftCt, ,nd hce 
shielS ,howt n9 4mOunts to be patd and 
sUtu' Df clatr:l. 

PUSLIC LlIIIIILlTY CLAIM fiLES In.o,.lng 
auto "na nonauto a~ctaents. Includtng 
ACcident "POrts. related correspondenc.e. 
.M hce l~ets stu:Jwtng ~nts to be 
p.t(d aM ,t,lus of c'tlc. 

INSURAAC[ CLAIM STATEMENTS Df contractor 
tepio),ees for hOSPltal, Sw.T'9Ical. l:IIItdiCiI. 
~Jor I:Ie'dtul, nonoccupational, Ind 11fe 
insurance costs along with recDrds 
re9ardln9 p .. yrent of cla;,:'Is, and r,lated 
carnspondencc. 

Unt II bond bee ..... , 
inacthe, or after the 
end of tho bond p .... 1 '" 
period, ""chner Is 
sconer. 

1 ,ears. or aU.r CiAO 
a.udU, .... tCht'vtr Is 
_nero 

3 years, or afur ('.AO 
audit. whtcftl'Wlr h 
seoner. 

1 ,)'ears. or attor GAO 
alOdtt • .ntcht'lor h 
soon .... 

6 years af\ltr case's 
clDSed. ~rQlllded 
appltClbl, statute of 
1t~lUtlan' ".n ",n. 

3; .)'etrs "fter date of 
alleg.ecl 1nJlOry. or 1 ,.ea,. 
after clatg II C10led. 
p ..... lded ,ppllclblo 
statute of ltoUattons 
h.l run. 

1 1'.rs .ftor 
ten:l1natlon of 
fDployee. 
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CONTllACTOR RECOROS SCHEOULE 1

EXPENOITURE ACCOUllTlIlG RECORDS

Expenditure accounttng records are the ledgers and related cloc~nts alItnttained
by (cntraetors to show tn su:auy flshlon how thetr funds are spenl and the
natvre 0-1 any recetp.ts. The kl!1 records are the genera. ledger accounts, .tItth
constftute. JS 4 unit. the heart of the contractcr', accounttng SYStec1. Tho
ledgers sl,l~r1ze the fhll,nehl sutus and flnanctal tran$Octtcns of the
contractor shol.Itng the atrrent stilus af funds lvothbte for expenditure. the
~nts due and collected fer the account of tho GQvem:.nt. 4ccux:lJhted cxperllU.
tures Ind l1abtltttes. and the It.lues of stock, equtpclent, and other Frcperty In
contractGr CUltcc!y.. They Irc controls that serve nc.t ClII'Il1 IS central fiscal
records, but also as a prtQlry source of data for top Qlnage:::llnl concerned wt th
flnanel,l l1gtts that I'M.Y not be exceeded. lIll1th expendttures, and wtth p'r-ograi:'
COSU.

The general ledgers 're Subdivided tnto arbttrartly eraated Account titles,
tItItch arc based on Frogral:lS, proJl'Cts. costs. and funds. Supporttng ther.l are a
group of SIlb.ldl'17 ledgers .nd Pipers further det.lllng the 'nfomatlon In the
gener.l ledgers or ser.lng •• posting <edh to tho Tedgers th....ehe.. To tho
extent ttlat th81 reflect opend1turcs. the gDneral ledgers ,Nt suppcrted by
ollotG»nt ledgers. ""lch .t 011 t,.....how the current unCllll1gated bahnc. of
funds ,llotted for spectftc purposes .nd thereby' ~ovicle a safeguard agatnst
over expenditure by oper.ting officials. The allotmnt le-dgen are general
centrals over expenditures. aRel they in turn s~rtze and arc supported by core
detailed controls thot no....111 toke the fora of project or job ord.rs olllch
authorize exact and specific eapentS1tures.

Ttte S-Oul"Ces of dotl th,t are posted to the ledger fUes are s~h.t diverse,
but thll)' foIl Into .... gener.l groups:

a. Coptes of various Clb1tption or expenditure doc~nts. such as vouchers lind
schedules. ""'ch n... throu5h the ledger unIt for po.t1ng.

b. Journal voucfutrs ,nd stl:lilar intern..l conlrol d~nts c:reated to authortza
and convey ,",tries to the gtneral ledger.

As tt,e centraltJed ftsc:al record, the general ledgers ult1Qate11 Su:'Qllrhc
stares, phnt, ,ocI cast accounting dolt.. , liltl1c:h are treated in. separate
schedule.

In no ovcnt Q4y dispcsal be ~cle of records pertaintng to accounts, ch1es,
or _nols In.ohlng the Go........nt of tho Un'ted Stat.s ""oh h••• not been
so"led ....djusted by the General Accounting Offlc. wlthout written .~pro•• l of
the C~troller Gener.l ••s requIred b1 44 U.S.C. 3309.

CONTRACTOR RECORDS SCHEDULE 1
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ITEM
~ DESCRIPTION QF RECORDS

1. (RESERYED)

2. GOEm ACCDU1HlNG LEDGERS. Gener.l
accounts leagers, sfiO\iing debtt lind
cred1 t entries. aM reflecting expenditvre'S
in SCQllry.

3. AUOTtO:NT FILES, Allotoellt records
shOwing sUtU$ of obligations and
al1otgents.

4. tm~Irr.~~~!!jw~/:r:~ ~C~~:~;l
iiiial"i. subsidiary to the general and
.1latCleftt led9!rs. and not elsnnere
covered in this schedule.

a. Orig1nal recerds.

b. CopIes.

RETENTION PERIOD

10 years after Ute close
of the fhcal year
involved, 01" 6 years after
the lem1 n-at ton of
eantract. lid'ltchcver is
sooner.

10 ,)'ears after the close
of the fiscal year
involved. or 6 years after
the tel"Qtnaticn of
controll(t, ""tchever 1s
soener.

3 years.

2 yeors.

S. DISTRIIlIlTION ACCDUNTS LEDGERS. sub.'dl.ry 61O'rs.
to tenerai accounts ledgers.

6. TII'IOICE PAYABLE LEDGERS show' ng """"nts 6 1.....
paid against recciving repOrts cowertng
stares QAterl,l ,nd cost dtstr1bution of
PIJl'Ients, 1nc:ludtRg pertinent dhtr1hut1on
t.pes.
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CONTRACTOR RECORDS SCH[OULE 1 

EXPENDITURE ACCOUllTlkG RECORDS 

Expenditure accounttng records are the ledgers and related cloc~nts wtnhtncd 
by (cntraetors to show tn su:auy flshton how thetr funds are spent and the 
natu" o.f any recetp.ts. The kl!,Y records are the genera. ledger accounts, .tIteh 
constftute, j$ 4 unit. the heart of the contractcr's accounting SYStec1. Tho 
ledgers su~r1ze the fhll,nehl sutus .nd flnanctal tran$Octtcns of the 
contractor shoI.Itng the atrrent stltus af funds lvothble for expenditure, the 
~nts dut and collected fer the account of tho Govern:.nt, 4ccux:uhted expendt. 
lures Ind l1abtltttes. and the It.lues of stoct, equipment, and other Frcpert1 In 
contracta.r CUltccty.. They Irc controls that serve nc.t cnl1 4$ central fhcal 
records, but also as a prtWiry source of data for top Qlnage::::llnt concerned .. t th 
flnanet,l l1gits that I'M.Y not be exceeded. l1111th expendttures, and wtth p'rograi:' 
eosu. 

The general ledgers .re Subdh'lded tnto arbttrartly eraated Acceunt tttles, 
tltiich arc based on Frogral:lS, ProJKts, costs, and funds. Supporting ther.l are a 
group of svb,ldlal7 lodger, and Pipers further detailing the Info"'"tI .. In the 
general lodi'r, or serwlng a, posting ",dh to tho lodgers th..,.e"." To tho 
extent ttlat th81 reflect opendlturcs. the gDneral ledgers ,re suppcrted by 
allotG»nt ledgers. ""Ich at all tl ..... how the current UlICllllIgated bahnee of 
funds .llotted for spectfic purposes lnd thereby ~ovlcle a safeguard agatnst 
over expenditure by operlting offl(;llh. The allotmnt le-dgen are general 
centrols over expenditures. aRel they In turn s~rtze and arc supported by core 
dehllod controls that "" .... 111 take th fora of proJect or job orders oIIleh 
authorize exact and spectftc eapentSltures. 

Ttte S-Oul"CeS of dotl th.t are posted to the ledger ftles are s~h.t diverse, 
but thQ' fall Into boO general voups: 

a. Copies of various ab1t91tion or expenditure doc~nts. such as vouchers find 
schedules. ""Ich now th ..... 5h the ledger unit for post I ng. 

b .. Journal voucfutrs .nd stl:lilar intern .. l control d~nts c:reated to authortza 
and convey '"'trtes to the gtneral 1edger. 

As tt,e centraltled ftsc.l record, the general ledgers ulttQatel1 Su:'QIrhc 
stares, plflnt, loci cast accounttng dolt .. , IiItIfCh Are treated In. separate 
sellodule. 

In no ovent Q4y dhpcsal be ~cle of records pertaintng to ,ccounls, chtes, 
or _nds Inwolvlng the Gowo""""nt of the United States ""Ich how. not been 
settled ... adjustod by the General Accounting Office without .. Itten .~prowal of 
the C~trol1er General. as required b1 44 U.S.C. 3309. 

CONTRACTOR RECORDS SCHEOULE 1 

~ DESCRIPTION OF RECORDS RETENTION PERIOO 

1. (RESERYED) 

2. G(KERAl ACCOUIHlNG LEDGERS. General 
acc:aunts leagers, sfiO\iing debtt find 
credt t entries. at'd reflecting expenditvre'S 
tns~l")'. 

3. AlLOTJO:NT FILES. Allotoellt records 
shOW1ng SUtus of obligations and 
al1otgents. 

4. tm~Itr.~~~~W~.':!:~ ~C~~:~;l 
iiii3Ti, subsidiary to the general and 
.1latCleftt led9!rs, and not elsntlere 
covered in this schedule. 

a. Origtnal receNs. 

b. Ceples. 

10 years after Ute close 
of the fhcal year 
involved. 0.1" 6 years after 
the tertii n4t ton of 
eantfAct • .mtchcwer is 
sooner. 

10 ,)'ears after the close 
of the f1SC41 year 
invDlved, or 6 years after 
the tergtnattcn of 
contract, lIbtchever t s 
soener. 

3 years. 

2 yeors .. 

S. DISTRIBIlTlON ACCOUNTS LEDGERS. sub.ldtal7 6,.,ars. 
to tenerli accounts ledgers. 

6. Itl'IOICE PAYA8~E l£OGERS s_1 n9 """"nts 6 1.ar,. 
paid against recciving reports cewer1ng 
stares QAterl.l Ind cost dtstributton of 
p.IJIOIents, includtng perttnent dhtrthut10n 
tapes. 
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CGlIl1lACTO~ RECOillS l(HlDl:LE 8

STORES, PlAliT. AAll COST ACClMIlIliG RECOilOS

Spechllle4 stGreh plant••nd cost acCc.,mttn9 reconU .Ire C8tntatntd by aost
contr4ctO". particularly those .Ith utl'n,h, ph"t and 1toct Inwentorln.
Tltne ,,*COt'di. tIltch essentlall, reflect Ute ftlt a:sntU", wrth of assets, Ire
prrtocltcal1y reeonttled with the supply data reflected In stock InYlntory
recordS, but ue not procurtl:lent Pipe".

4. StONt1 Accounting. These "cords .Ire &UInta. ned to provide personal
Kcounu611tt.)' for the ncelpt and cultody of Ntorhls and to prowlde
tnfom/lltton ft to the cr:net.,y werth of such NtGrtah. Custody is esUb
l1shed by Gcccx:pUSbed copt" of murt•• I:lDW~l'lit doc:u.-.nts. and stores
.ccountlng Infon:uttcn d.lU are nct'QI111 rQwtClWtd and ("",aUdated by Q!.ns
of the reconts "nd returns sub=ltttid. The tnfomltion Is used for ~rocure-

~~~:~.;:::~ ~1r:~it~dt:~J'~~r::~~:O::S~t~~::~:=sf~not
storlie paints. althou~ tetey QJy be In,01Yed tn posttr\9.. ~ry data en
phrtt flilrit is also .un.ble tn ptrtt~nt 901Wr.1 IN,er ICCOUftts.

b.. Phnt Accounttng.. Thes* rKerds (en-sht prtl:llrt', of cuds reccnltng the
prtndp.t ctiiraetltrhttCl of each ttltQ of ~stul p"nt 4ftd equl~nt.
tncl~lng real property.. The, constttut. ""Iautly • type of Inyemcry
control. but in ed.4iUon ,re , prlnelp.l source of liar. on thlt capital
1"..\teeM 10 ph,stC'l phr¢ (u dhtlC'9'hhed frca A1lntlt\jnce Of' t1PeT'.tlng

~~s~,:~ot~~d:: ~:~ ::f::'1~:?s~n.:.n:~e ~nl;'~1=~
9Intral led9ltr "c:cvnts ..

C.. Cost Acc~nttn!l.. Tbt"~ records ..... drnt9ftC'd to .cc~I.U And show data on
the costs Of ton tractor oper,tlon. the dlre-ct .tId tndlrect costs of produc
tiOft••cbtnhtrittcn. al'ld the perfOf'QIncl of cCfttract responsibilities. The
d.U. liltl1ch are nomall)' 4ccu:a.hted b,Y mun, of cost repertl 4~ statistics
4CCUCUlated b)' oper.ttng PtrsoMel. are vlUNtely pasted to the accounts In
the /)eMral ledge., concerned with OPtr.ttn9 .rId progr.m cosU. Mlterlal
COlts tnfo~tton h collected by pOltlng ....qutsltlons for Nt.rla' or
,r~uretlent dcclSl!nts to Intel"Q1dhte recordS. ,nd labor cost InfOI'C'l4t1on Is
obutned b;l' th.rgtng tt"" e,p••ded on t.dhtdu.l J.b' 41ld pr.Jects "'lgned
central nu::bcrs for cost centrol purposes.. COlt diU are ut1ltUd In
e"llulting econcll!tt of oper.tlon Ind In pt,p4lrtnljl budget estlNtes.

CO.TRACTOR RECORO~ ~CHElIItLE 8

Attachment V-l
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lIE"
~ OEl(RIPllOH or RECOROS RETENTION PE~IOO

1. PLANT ACCQlJ:4iTl!\C fIlES.. Plant «count To be celiined."ra, ana lid9tn pert4lin1n9 to strUChr".

2. (R[sEU!O)

l. ST();l[S I.VOlt[ FILES. In,olcOl or l ,......
cquh.I,nt pap*rs USed for stores 4Ccount1"9
p"rpostS..

4.

S.

6.

STORES ACClIItlH1IlS FILES. St.re••cc...nt 1"9
returnS 4nd reoporu.

~T~ES ACCOUNlINIi IIORlPAPUS. Wcn.pope..
"'~ ,n 41CC\Rlht1n9 nares 4Ccount1ng d.U.

PLAIn ACClIIt'llNG filES. Pl ••t ",c•••t
~ards ana leateN. other than thoU!
described in Itea 1..

3 yo,n ofter Itea ts
wi thdrawn frClC':l plant
account.

1. COSI ACCOUHllNG REPO~TS,

... Copies In ""6U recehrtn9 reports.

b. Ccpl" In reporting units. and
rehted IIlOn Pipers.

8. COST REPORT OATA FILES, Ledge.. , f .......
W QlCft 1t~ recordS uSld to aca="late dltl
for usct In con ~~ru.

b. MaChine retorc:s ..

(I) Oet .. , coni••

(1) Sl.QUry Urd1.

(ll T.bu1etl••••

6 oo"ths.

6 ClOnthS.

r 
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CGlIl1IACTO~ RECOillS s(HEDl:LE 8 

STORES. PLANT. AAll COST ACaMllIliG RECIlilOS 

Spechllle4 stGreh plant •• nd cost accQ.lnttn9 re(onU .Ire catnutntd by ClOSt 
(Ontr4(tO". particular', those .Ith utl'n,h. ph"t and Itoct tnwentorlH. 
Thne ,,*COt'di • .tltch essenttally reflect trt. Nt a:)ntU", wrth of auets, .re 
ptrlocltcal1y reeonttled with the supply data reflected In stock InYlntory 
recordS. but ,are not procurtA!nt Pipe". 

4. StONt1 Accounting. These "cords .Ire &Ulnta1ned to provide personal 
Kcounu611tt,)' for the "Ctip! and custody of Ntorhls and to prowlde 
tnfomlltton H to the cr:net.,y werth of such NtGrtah. Custody is esUb
l1shed by Gcccx:pUSbed coptH of murt •• QDW~l'Iit doc:u. .. nts. and stores 
.(counting Infon:uttcn d.iU are nct'QIl1, rtwlClWtd and (,,",aUdated by QJ.ns 
of the reconts ,nd returns sub=lttted. The tnfomltlon Is used for ~rocure-

~~~:! .;:::~ ~1r.~i t~d t:~J'~~r::!.:n~:O!:S~t~~:: ~:=s f~ JtOt 
storlie potnts, althou~ tetey tIiIy be tn.ohed In posttr\9.. ~ry data en 
phrtt flllrit is also .un.ble In ptrtt~nt 9O ... r.1 IN,er ICcounts. 

b. Plant Accounting. Thes* rKerds (en-sist prtl:llrt., of cuds recCrdtng the 
prtndp.t ctiiraetltrhtiCl of each ttltQ of l>h1stul p"nt 4ftd equl~nt. 
tncl~lng real property. The, constitute ""Iauily • type of tnyemcry 
control, but in ed.4ttton 're , prlnetp.l source of ;Sat. on thlt capital 
t" .. \teeM In ph'S'ul phr¢ ,u dhtlft9.thhed frca A1tntlnJnce Of' tJpeT'.ttng 

~~S!,:~ot~~ d:! ~!!f ::Fu:'1~:?s!n.:.n:~e ~n S;.~ I=~ 
9Intra1 ledge-r "c:cvnU. 

c. Cost Acc~nttn!l. Tbt"~ records u't drls'9ftC'd to .cc~I.U And show data on 
thl costs Of ,on tractor oper,tlon, the d're-ct .tId Indirect costs of prodvc
tiOft, .cbtn1$trntcn, arid the perfOf'QIncl of (Ofttract responSibilities. The 
d.U, IIfIlch are noma111 ACcu:a.hted b'y mun, of cost repcru 4~ statistics 
4CCUCUiated b1 oper.ttng "rsoMal, are v1UNtely posted to the accounts In 
the /)eneral ledge., concerned with C1Ptr.ttn9 .nd progr.m costs. Mlterfal 
COsU Info~tton 11 collected by posting requtsltlons fer Nterhl or 
,r~uretlent dccu:.!nts to tntel"Qldhte records, ,nd .abor cost tn'ol'C'lAtion Is 
obUlned b;r <hArglng tl"" .,p •• ded on Indhldu.1 Jobl ,lid projects uslgned 
centrol nu::bcrs for cost centrol purposes. COlt dlta are utUbed in 
ov.lu.tlng econcll!tt of oper.tion and In ptep4lrtni budget estlNtes. 

CO.TRACTOR RECOROS SCHEDIIL[ 8 

~ DES(RIPIION or RECoaOS ~[lENlIO~ PERIOD 

1.. PLANT ACCOI..DiTl!\C fUES.. Phnt «count To be obllined, "ras Ina lid9tr'S pertain1n9 to strue"'rH. 

2. (RUEmO) 

l. STOliES I.VOIt[ FILES. In.olc .. C1' l ,.. .... 
cquh.i.nt P4P*rs USed for stores account tng 

4. 

s. 

6. 

PoIf'POses-

STORES ACCDII!H1MS rILES. StO~1 ,« ... ntlng 
returnS 4nd ",porn. 

ST~ES ACCOUNlINIi WORlPAPUS. Wortpop ... 
"'~ ,n 4Cc\RIht1ng noru accounting d.U. 

PLANT ACCDII'lI~G filES. Pl.nt ",count 
ends ana leateN, other than thoU! 
described In Itea 1. 

1. COSI ACCOUNTING REPORTS. 

I. Copies 1n ""Its recehrtn9 reports. 

b. Ccptt1 tn reporting units. and 
rellted .on potpe". 

8. (OST REPORl DATA FILES. Ledge ... fo,.".. 
W QlCft 1t~ recordS used to aca=" late dlt. 
for u$ct In con ~~ru. 

b. MaChine ,..c.orc:s. 

(I) Ott .. l c .. do. 

(1) SutOIUry urds. 

(l) T,bulotlcno. 

l ye,n ofter itea h 
wi thelrlWn frQC\'l plant 
account. 

6 oo"ths. 

6 conti'll. 
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CONTRACTOR RECORDS SCHEDUlE 9

TRAVEL A!!!I TllANSPORTATlOS RECORDS

Thh Khodul. to,," recerdt perutnlnt to the aDwe:=Iltnt of gOOds and peNani.
ieccm tncllld. bUh of I,dlng. trlinsporUttQ:l req\te-su. YO\I:(Mrl••~ uso
,t.ted records. CGptn of Soot records '1m to support p,lJ'COnts Clie«n! et\rter
Plrt of the rect'pt and dhbun5'ttlt "counts_ or 'CCCijnttn9 posting Cltdt4l.
T",lr cUlposttion GUy be conrad b1 R.cords Schedule 6, tteo 1; Rlcards Schedule
1t tlc'Q 4. o:r ttaozs 1 anli J of ttlh schN.ile.

at ~e:~'ct:f f~~O::~'t~:r~~o~~;~e~' .~ot~:1 ~a~~t:~~'R~~~~, tdI~i~t~~e~: and
oo,.,.1Iy filed .tth the bill of Idl.9 .re ••rled. ofto...1""1"""'••1Id ",y
constst of shGrtage and ~rrlp rep.orts. fnYoten, 4nd Gthtr dncrtpthe
uti C:OC~nt'ng the tranSlctton. Included are records rehtlni to the
"'tp:llnt of household effects. Contractors shtppln9 cert.tn valuables ~r
the Gof'lnQIClt Losse, In Sht~t Act. -"'eh ensures 4g.tnst lou, ret.tn
copt.. ctf SC-bec1.tles af Clt"t.1 Ihlp~, papers rehttnli to chto ttl'ch QlI1
ens~, and other ~rtt..nt _~nu. Huudous l::WIte".1 ""pplng pad,aglng
NCg,<IS 're aha f"tllJded.

b. xc,.eatnt of Persons. The COYU'lOr;t CJf persons recerds Int1\1de tra¥e1
authorization ana record. support t ng pl1l'Ient for offtc 141 I tra.el.

IIEIl
!!2.... DESCRIPTIDS OF RECORDS

Attachment V-l
Page 85 (thru 96)

I. FREIGHT FILES. ReCOrdS relattn9 to frelgllt
cons hun; Of ~rt cartiflcatM. transit
certificates. c::fe:I,lrraie car rt-cord bocls,
lhtppl"9 _nu portt ...t to frol;J>t
c1antflc.t1cn. CIe:::OraMla COpl" of
Goyom:uot or _rel,1 bllh of I.dt.g.
shorta~ and dQ.lrra;e reperts. aN all

~f~~~'o~~~~~~O:~~~:::l~~:.
I. IlIutnljl office cophs.

b. All ot.or copl...

c. l.lill It," 4nd centrol records.

) Ylarl.

1 ,ear.

l ye.rs.

2. LOST Oi ONIAGE/l SHIPlOIS FILES. khodul.. 3 yo.....
cf w.lwlbln shtRJed. cGrnspond~••
CI:!COrandi Aportl, and oth..r rvcord's rahting
to 10llu tn shlp:ent.

COMTRACTOi RECOilDS SCHEDULE 9

ITEIl
~ DESCllIPTIDS Of RECORDS RETENTIDS PER IOD

3. PASSUGlR TRAlI$9CJ!TATlDS FILES. Ir...port,- 3 yo.....
tion 6111 filn Qltnutnt4 6J trafftc or
tr.nsportlcn offlc.. ccftshttft9 of .opl.. of
tr••sport.tton bllh ""on original bllh .ro
flliod In .ccount 1"9 unIts .1Id rot.11IOII In
..pport of Icel90r.

4. PASSEIlGER RElltlUiSEKEMT FILES. £<1>loy... • 3 yo.....
expense wovcFlOr IU ..s, dOCU3tntlng tho
relc:tlurlea:tn.t of a:=p101"1'S fer e~tnses
MUlled OIl llohalf of amtr.cter. tllCludlng
upm... Gf IUthcrlzed travel, rohtt'4
unol 4nd cl.ar.RCe f"eq'l:eSU tPprowl~i

tr....l, and £l.Itttort"Uons at PI,YaIAt of
approm ••p.nSt .ccountl.

S. GENERAl. TRAm AllD TRANSPORI~HOM riLES. Z yo.....
filaH .r. routine ,d:itnistr.tlvo ftllS,
retain" lGng lnou;h to arv. re18rOI\(O needs
and IlCt co••red ohow•.,. In thh ••Ilodulo.

6.

1:. COrrolpoo1'dt:nce, fon::lS. and rellttd
ruGntl pert.t ntng to travel 'n4 triM
port.tlen /lOt COyored ols_ro In thh
sc_l•.

b. AccOll.tlbtl Ity roc:OtdS _ftttng tho
tlSue cr rwc.lpt of ICccunt,bl. 4ccu-
QJnt I tnvol wed tn the tr 1 and
tr.n1portnlo. f.octlo .

=~~n !I~:t~ ~:::~~~I~:;:,"un.
~:~l~R~port~~I::~o~.:.~~'l~~I.safwty

:a~~::::.:,O:~~u:it:;c:.":;~:~~
dDcotntt"lil p.d'ilng del'in, fl:CrlClttGn.
CDlfttCft.nc..·. and u14 In ~I "ne_ wtth
..tllllhhed »foty ,lid ongl ...rlog
IUndal'dl.

2 yo.....

1 ,ear after .11
entries 011 tho
recordS dire cl ••red.

Destroy S yoa"
.fter Ccrt tftCite
flf ~1tanc. has
U-rcl'l"'ted. unle"
tnfGr'CItton IIrecehtd tNtC4t1ft9
that renewd ult Is
doflnltoly ant Iclp.t.., •
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CONTRACTOR RECORDS SCHEOUlE 9 

TRAVEL AI!!! TRAASPOaTATlOS RECORDS 

Thh Khodul. to,," receNt perutn1nt to the aDwe:=lent of gOOds and peNanl. 
iHem tncllld. bUh of I.dtng. trlinsporUttQ:l reqvI'SU. YO\I:(Mrl •• ~ uso
ct.ted records. CGptH of Soot records uwdl to support PoI,lCOnts CK>«n! eitfter 
Plrt of the rect'pt and dhbunEl3ttlt "counts. or ,eCCijnttn9 posting Cltdt4l. 
Th,lr cUsposttion GUy be conrad b1 R.cords Schedule 6, Ueo 1; Rlcards SChedule 
1 t tlc'Q 4. cr tlegs 1 anl:i l of thts SChN.ile. 

at ~e:~'ct:f f~~O:!~'t~:r~~o~~;~e!' .~o t~!1 ~a~~t!~~'R~~":~, tdI~i~t!~e~: and 
00,.,.111 filed .tth tho btll of Idt.i .re •• rted. oft .... I""t""" ••• 1Id "', 
constst of shGrtage and ~rrlp rep-orts. tMoten, 4nd Gthlr dl!scrtpthe 
uta C:OC~nt'ng the tranSlctton. Included are records rehtlni to the 
""p:ent of household effects_ Contractors sbtpptn9 cert.In valuables ~r 
the Gof'lnQInt Losse, tn Sht~t Act, -"Ieh ensurH 4g.tnst lou, ret.tn 
copt .. ctf SChec1.tles af Clt,rt.1 Ihlp~, papers re"tl"~ to c.,lo .tI'ch a.!Il 
en,~, and other ~rtl .. nt _~nu. .uuntous £::UItert.1 "'tpplng pad.aglng 
Ncgr4S .re also f"tllJded. 

b. Xclveatnt of Persons. The aoYCaOr;t CJf persons receNs Intl\1de tra.el 
authorizauon ana record. ,upportlng p~nt for offlctal travel. 

ITEII 
!!2..... nESCRIPT10S OF RECORDS 

I. FRUGHT FtLES. ReCOrdS rchtlni to freight 
cons hun; Of ~rt carttflcatH. transit 
certtflcates. cfe::I,.Irraie car rt-cord bocls, 
lhtppt"9 _nu porttM.t to fret;ht 
chnUlc.ttcn, CIe::'.OraMla COP'" of 
Goy.m:uot or _ret.1 btlh of I.dt.g. 
shorta~ and dQ.lrra;e reperts. IN a.1 

~f~~~ 'o~~~~~~ O:~~~:::I~~:. 
I. IIIUlnljl office copies. 

b. All oth.r copt ... 

c. R.ljlt It," 4nd centrol records_ 

RETENTlOH PERIOO 

1 ,)'Iarl. 

1 lear. 

l ye.rs. 

2. lOST Oi ONI.IGED SHIPIOTS FILES. kh<!dul.. 3 ,. ..... 
et ".'",lbln shtRJCd. CGrTespond.nce, 
CI!!COrandi Aportl. and oth .. r rvcord's rahting 
to 'OlltS tn shlp:ent. 

CONTRACTOR RECoaDS SCHEDULE 9 

!!2..... DESOlIPT1OS Of RECORDS RETENTIOS PER 100 

3. PASS£WR TRAII$9Cl!TATlOS FILES. r .... port.- 3 ,. .... 
tion 6111 files catnuint4 6J trlffte or 
tr ... partton offtc .. ccftshttfti of copt .. of 
tr •• sport.ttcn btlh oh .. o.tgt .. l btlh .ro 
ftllod tn .. count 1"9 untts .1Id rotlt lied In 
.. pport of IcdllOr. 

4. PASSE~ER RWtlURS£K!NT FilES. E<1>lo,IH' 3,. .... 
expense .. ovcFlOr IU .. " docu::.ntlng tho 
relc:%lurleAtn.t of a:=pl01"1'1 fer • .ptnses 
tnUtlcd on blhalf of ccntr.ct .... tnclll4tOi 
upms.. <&f IUtherlzed trawel, roht" 
trnol lnd cl.ar.RCe f"eqI:eSU tpPro .. t~i 
tr ... el, and £I.Itttortz.ttons at pt,YQIAt of 
approftd eApenlt ,ccountl. 

S. GENERAl. TRAm IJ(1) TRANSPORr~HON riLES. Z ,. ..... 
filaH .re rou£tne ,d:itnistr.tho fl1". 

6. 

retain" IGRg lnou;h to Mrve referOR(O needs 
and IICt .... red .I .... here tn thh ,cMdulo. 

1:. COrrolpo1'dt:nce. fon::lS. and rellttd 
ruG",I pert •• ntng to trawel 'n4 trlM
part.tlon not COy.red .h_re tn thh 
K_I •• 

b. Accou.tabll ttl roc:OtdS _ftttOi tile 
Issue cr rwc.lpt of .cccunt,bl. 4ccu-
QJnt I tnvol wed In the tr .... l and 
tr.ntpor'Utt •• f.octl .... . 

:=r.n !I~:t~ ~:::!~~'~:;:, "un. 
~:~l~R~pal'\~~t::~.~.:.~~I:~~I.Safwt' 

:a~~::::.:. O:~~u!it:;c:.":;~:~~ 
dDcotntt"IiJ p.d'i1ng deltin. fl:CrtUtiGn. 
CDIt'ltCft."".-. and u14 In ~1 tanet with 
.. t..,lhhcd »fet, .1Id 'Oitllllrtng 
IUndardl. 

2,. ..... 

1 lear afur .1. 
entrtes 011 tho 
recordS dire cle.red. 

De,troy S yoa" 
.fter Ccrtlflcate 
flf ~1tanc. has 
U"mINted. unle" 
tnfGr'QIUGn '1 
recehtd tNtC4t1ft9 
thlt renewd "Ie Is 
deftnttol, lOt tctp.t.., • 
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CONTRACTO~ RECO~DS SCHEDULE ID

t«lTD~ VEHICLE MAINTENAllC[ AllD DPERATIDN RECORDS

These re,orcls pertain to the oanollgcaent. I01l,1tnteRince. and operollticn of
Goyerrr.ertl"~"lfd cr 'eued Q)tor vehicles used by contr4etors.

WE Property ManaSec:'lent A.e~1atton 109..38 prescribes pgltctes 4nd proc&dures.
Standard fol'tl No. 82 is oIn 4nnuo1 r:l;)tor vehicle report required by the 'ederal
Supply Servtc&, Gel'lC!r41 Services Acblnhtratton. Cost and tnttentol")' control
fon':'lS olIre "vA:U.tb1e but l1Ire not IJ5rriatory. This schedule eonrs records
pertaining to the datly use olIl'ld cperat1cn of the vehicles.

In C)tneral. records pertaining to motor vehicles reflect olI threefold
relpOnstbl1ity: (a) the acc:u..-.ulatton of east 4nd operating data for Internal
accounting and Nna~ftt purposes and for rttpcrts $ubattted to the Federal
Supply S...le. (St.nd.nl Fo.... No. 82. Annu.t Motor V.hlel. ~eport); (b) ",int.·
Nnee of the vehicles; and (c) protect 1"9 ttte tntel"est of t"te CQwel"l'li:l!nt in
accident clatQ5 against it. Records consist of chauffeur servic:e 1095 4nd
reports, vehicle repair and Ntntenanc:e C:hKk.off Sheets. cost ledgers. and
e1atQS ecrrespondenee And foms.

Attachment V-l
Page 97 (thru 108)

ITEM
!!2!... DESC~IPTION OF RECDRDS

I. (RESERVED)

2. t«lTOR VEHICLE OPERATI~G AllD MAINTENANCE FillS.

a. Operating Records lftchdtng tMle
reht Ing to 9'" and oil con$l.:o~tlon.
dispatching. al'ld schedul t ng.

b. MaIntenance Records. tnclvding those
relat1n9 to service and ntpatr.

3. t«lTOR VEHICLE COST FilES. It>to. vehlot.
ledger 4nd wOrkshCeu providing cost
"nd txp.ense dAt4.

4. t«lTO~ VEHICLE REPO~T FILES. ~.poru on
motor vehicles (otfitl" ih.in acc:tc1ent.
cperattng and matntenbnee reports).

CONTRACTDR RECO~OS SCHEDULE 10

REUNTION PtRIDD

3 yo.....

3 yean tfter vehicle
lea ...es contractor
eunocly,

3 year-s after
discont t nuance of 1edger
or date of wort.sheet.

3 yean after date
of report.

ITlM
~ orseR IPTlDN OF RECORDS RETENTlDN PERIOD

s.

6.

7.

ICHOR VEHICLE AtCIOENT FILES. RKords
roi"ttng to a3'tor vehiete accidents.
l:"laIintained b.)' tl"anspol"tation offices..

t«lTO~ VEHICLE RELEASE FILES. R""onls
relating to trander. sale. donation.
or e.ll.chanQe of vehtcles.

t«lTOR VEHICLE OPERATION. Records rot.tlng
to individuat er.'CJlo)'ee cperaUcn of
Goleml:lent ..owned vehi,les. inc.l",dtng
drher tests. authorization to use. s.ate
drhhg awards. and related correspondence.

6 years after c.ase
i$ dosed.

4 year~ after
vehtcle leaves.
contractor's
custo4.)'.

Destroy 3 )'QaN after
separatlcn of etr.p1c)'ol!.
or 3 years after
rechion of authori
ution to operate
Goliemo;;ent..ow-ned
vehic.le. -michever 15
soOfter.

'DOE 1324.2 
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ITlM 

CONTRACTO~ RECORDS SCHEDULE ID 

t«lTOR VEHICLE MAINTENAACE AAD OPERATION RECORDS 

These re,orcls pertain to the oanagcaent. I014tnteRl"Ce. and operaticn of 
Goyerrr.errt. .. ~"1!'d cr lened Clltor vehicles used by (Ontr4ctors. 

OlE Property ManaSec:'lent A.e~1atton 109 .. 38 prescribes poltctes 4nd proc&dures. 
Standard fol'tl No. 82 is oIn 4nnuo' r:1;)tor vehicle report required by the 'ederal 
Supply Servtc&, Gel'lC!r41 Services Acbtnistratton. Cost and tn'lentol")' control 
fon:'lS are "vA:U.tble but oIre not IJ5rriatory. This schedule eonrs records 
pertaining to the datly use .!Ired cperat1cn of the vehicles. 

In C)tneral. records pertaining to motor vehicles reflect 4 threefold 
rHponstbl1it,Y! (a) the acc:u..-.ulatton of east 4nd operating d.ta for tnternal 
accounting and Nna~ftt purposes and for rttpcrts $ubattted to the Federal 
Supply S ... leo (St.nd.nl Fo .... No. 82. An ... t Motor Vehlete Report); (b) Nlnte
Nnee of the vehicles. and (c) protect t"9 ttte tntel"est of t"te Cowert'li:l!nt in 
accident cla1;:)5 against it. Records consist of chauffeur service 1095 4nd 
reports, vehicle repair and Ntntenanc:e C:hec:k.off Sheets. cost ledgers. and 
c:h:tQS ecrresponden(e And foms. 

\TEM 
!!2!... DESCRIPTION OF RECORDS 

I. (RESERVED) 

2. t«lTOR VEHICLE OPERATING AAD MAINTENANCE FILES. 

a. Operating Records lrcchdtng tMle 
relot Ing to 9'" and oil con$""~tlon. 
dispatching. al'ld schedul t ng. 

b. Ma.ntcnance Records. tnclvding those 
relat1n9 to service and ntpatr. 

3. t«lTOR VEHICLE COST FilES. it>tor vehiote 
ledger 4nd wOrkshCeu provtdlng cost 
and txp.ense dAt4. 

4. t«lTOR VEHICLE REPORT FILES. Reporto on 
motor vehicles (otrttl" ih"," acc:tcSent. 
cperattng and matnUnbnee reports). 

CONTRACTOR RECORDS SCHEOULE 10 

RETENTION PtRIOD 

3 yo ..... 

3 yean after vehicle 
lea ... es contractor 
eunocly. 

3 year-s after 
discont t nuance of 1 edger 
or date of wort.sheet. 

3 yean after date 
of report. 

~ OESeR IPTION OF RECOROS RETENTION PERIOD 

s. 

6. 

7. 

OCHOR VEHICLE ACtlOENT FILES. RKords 
rui"ttng to a)tor weh,cie aCCidents. 
~inta1ned b.)' tl"anspottatton offices.. 

t«lTOR VEHICLE RELEASE FILES. Re<;onls 
relating to trander. sale, donation, 
or e.ll.chanQ8 of vehtcles.. 

t«lTOR VEHICLE OPERATION. Records ret dUng 
to indhidual er."CJlo)'ee cperaticn of 
GolemCJent .. owned vehic.les. incl",ding 
drher tests, authorization to use, s.ate 
drhhg awards, and related correspondence. 

6 years after c.ase 
i$ cloud. 

4 )'ear~ after 
vehicle lea"es 
contractor"$ 
custo4,Y. 

Destroy 3 )'QaN after 
separation of etr.ployoe. 
or 3 years after 
recision of authort
zuton to operate 
Gollemo;.ent .. ow-ned 
vehicle. -michever 15 
SOQIUtr. 
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CONTRACTOll RECOROS SCHEOULE II

SPACE AKD HAINTENAIla: RECORDS

Thts schedule provides for" the disposal of reccrdS robUng to $pa~e and
culoten.nee. except 41$ tndluted in the ne:ct paragraph. Records pertatn to

t:i ~:':~~I(;J :~~~~~=~n:t:~~a~~~ :e~4~~:4:: :~eS~=I;:~t:~~fde:
dtrectGJ')' sentce listings; (c) Identification credentials and related account
able records, and (d) requests fot butldlng and equtp:.e:l'lt services.

ThiS sclte-dulc does not cover (a) ceples of tltose records that are 4ft Integral
port of l"l!Colpt ..., dl$l>u.."",nt ..:count, (s<hodule 6). or (bl roelli'd' of
proc:ur"",nt Ind supply (sche<lule 31.

ITEH
!!Q:.... DESCRIPTION OF RECOROS

Attachment V-l
Page 109 (thru 120)

I. (RESERVED)

2. CONTRACTOR spACE FILES. Rec:ord' rolatlng
to the allocation, ut1l114t1on. and release
of spac.., under contractor centrol. and
related reportS.

I. 8ulldlng phn file' ond rehtod
records ut t1hed In spa:ee planning.
rlIsstgrcent. and adJustc»lLt.

b. Reports and correspcmel'lCe relattng
to space holdl n95 and requt rtQenU.

:~;~t;:~C~f
assi9~nt.. or tItlen
lease 15 cancelled.
Of' lJd1CQ pI anS 41'0
superseded or obsolete.

Z 101",

2 gcnths after
issuance of 11st ing.

3. DIRECTORY SERVIa: FILES. Corre,pondenca.
fOI"ClS Ana other records relating to th~
c"""IhUon of directory 'e.vlce lI'tlngs.

4. CREOENTIALS FILES. Identlftcatlon crodentlals
and related pApers.

a. Identification credentials Including 3 mntbs after return
cards, badges. paues. parking pemiU. to bsulng off tee.
ptIotogr4p.hSi and property. dtntng
roclQ and whttors panes. and ether
Identlflcatl.n cred<!nthls.

CONTRACTOR RECORDS SC!lEDUlE II

ITEM
.!m:.- OESCRIPTION OF REcDaDS

b. Receipts. tndices. listings. and
accountable records.

RETENTIlm PUIOD

Unttl III listed
credentials are
accounted for. or 5
yean after lou.
whf chevtr 11 sooner ..

5. 8UlLOING AlllI E!lVIPMINT SERVICE FILES.
Requests for 6u 1ding ana equip:ltnt
1i111ntltnanct servlen, excludtng fiscal
copte,.

3 ..nth, after worlc
11 perfcmed. or
requlsltl.n Is
eancened.

DOE 1324.2 
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ITEM 

CONTRACTIla RECOROS SCHEDULE II 

SPACE AKD HAINTENAAa: RECORDS 

Thts schedule provides for" the dlsposa1 of reccrdS robUng to $pa~e and 
culotenlnee. except 41$ tndtc.ated in the neJlit paragraph. Records pertatn to 

t:J ~:':!~I(;J :!~~~!=~n:t!!~a~!~ :e~4~!:4:: :~e S~=I;:~t!~!fde: 
dtrectGJ')' sentce listings; (c) Identification credentials and related account
able records, and (d) requests fot butldlng and equtp:.e:l'lt services. 

ThiS scltc-dulc does not cover (a) ceples of tltose records that are 4ft Integral 
port of receipt..., dl$I>u .. "",nt ":count, (,chedule 6). or (b) roccrd' of 
Froc:ur"",nt o.d sUFply (sche<ful. 3). 

ITE" 
!!Q,.,.. DESCRIPTION OF RECORDS 

I. (RESERVED) 

2. CONTRACTOR SPACE FILES. Rec:ord, ... Iatlng 
to thi allocation, ut1l114t1on, and release 
of spac" under contractor centrol. and 
related reFortS. 

•• Sulldlng Fh. fll., ond ..... ted 
records ut t 1 hed In space planning. 
ustgreent. and adJust.c»lLt. 

b. Reports and correspcmel'lCe relattng 
to space holdl ng5 and requt remenU. 

3. DIRECTORY SERVIa: FILES. Cerro.Fencl ...... 
fCI"CIS Ana other reccrds relating to th~ 
c"""Ihtlo. of dIrectory , •• vlce It,tlngs. 

RETENTION PERIOD 

:rm;~t;:~C~f 
ass 191'\':1QI'lt., er ..tIen 
lease 1s cancelled, 
Of' IJd1CQ pI anS 41'0 
superseded or obsolete. 

Z yeo ... 

2 gcnths after 
issuance of 1 1st tng. 

4. CREOENTIALS FILES. Identlflcatton credentlah 
and relatea pApers. 

a. ldentiflcatlon credenthls Including 3 mntbs after return 
cards. badges, paues, parking pemlt1, to bsutng offtce. 
ptlotogr4p.hSi and property. dining 
rocg and vhttors passes, and ether 
IdentIfication credcnthh. 

CONTRACTOR RECORDS SCIIEDUlE II 

lm:.- DESCRIPTION OF RECoaOS RETENTUIIl PERIOD 

Until oIl lilted 
credentials are 
accounted for, or 5 
yean after 1011, 
whf chevtr 11 sooner. 

5. 

h. Receipts, Indices, listings, and 
accountable recerds. 

BUIlDING AI!!I EllV1PMENT SERVICE FILES. 
Requests for 6u 1ding ana equlp:ltnt 
1ila1ntltnanet servten. excluding fiscal 
OOFle,. 

3 ""nth, after .erlc 
11 perfcmed, or 
n!quhltten h 
.. .. oiled. 
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CO_TRACTOR RCCQ;lOS SCHCOULE 12

ClI>tlJlIlCATlOllS RECQaOS

b. SUthtlul ...~'U .f poSUllO uSI<l otl 6~h"
outiOIlt9 ",t1 .oll fns pold fer prhote
dell.er'" ~,pe.chl del her,.. forelgft,
rt'ghU-rft, Clrttfted, ..nd p.rce' pon.
er P4Ct.llOS "or e pov",,").

t. Re-quhttton for ,t~, (Iacl"'''e C1f 6 DOnths.
coplet IIUd n sw~rtl"9 docu::.nU to
P4¥cnnt Youchen).

4. SUthtlc.l Npartl and d.lU rel.Uf\9 lJeAr.
to hlndltng of NH 1M wol\At of -on
perfOn:IJd... RKOt'd1 ""\1"9 to cft«h, USh, I JOor•

~~fu:lo~~I~~':. :~·~n~~~.,
b, ...n.

f. Records of .nd recotptl for Qll1 ,nd 6 ~"ths.
Pltt.ges rocohod through the Offtttll
MltI and Mou'f'tG.r \ontet.

g. lacS[RY£O)

h. locator c.rds. dlrectorl.s_ lneSelll'. S IOlOnths dter
and other records relit In9 to OItl separation or transfe-t
dolho" t. ln4hldu.ls. of Individual. or "'en

obsolete, ""cMwer
is Ippl1uble.

J. (RCSCRY£O)

lTEIl
~ OCSCRIPTlO- OF RCCORDS R[T[.T1o.~ PEaloo

6. IlAIL AAD DIlIY[RT SERYIC[ CO-TROl FILES.

b.tb til... co....., b, It... S ."" t .....
used u Indea's to corrnponance
ftl ...

CONTRACTOR RCCOROS SCH[lIlJl[ 12

Z tenth,.

RETI.Tlo.~ PUIOD

J years.

1 year.

I fhell ,Year.

2. ye,r'$ after uptrottan
Of" cat'lcelhttot'l cf
'~reeA!nt.

1 yen titer fUdit,
or when 3 yeArS old,
-"'chltyef" ts s.ooner.

d. TtlKor.A.lnlut tons reference \'Ouch"
fl1ll.

0) Alfonsnc. coplos of .cUChers.
bllh. Inltol,,$, and rahted
",cords_

b. Tel~ntuttOftt, ~r.l fUes.
Including plans_ "poru. And other
recordl Plrt.tntng \0 eqlolt~nt
rwquesu, t,lrphOrco ""Ice, .~
1t toe QllUrs.

c. T.1l'Cocnlntcntons IUthUul
rtparu, Inc'udlni con .nd WO'WiIO
dIU.

(2) Rlccrch rehttn9 to tnttalhtton.
ch.~g•• recow.l, 't'Id 'Ir"lclng
of cq"l,..,nt.

I. Copies of 'ljJrte:enu wi th bad.groul\d
d.U and oUltr record, reht tng to
19roCQtnu fer tel"~n.cottans
sontcet.

:~=~S[':l~sFMS;n'~":~{I~'
dh.,.tch rKGrft, 4.'hll')' retelpu.
rout. KtIe4;,,1 ". and ,..ht'd reccrds.

I.

2. nmu~m:i~'IllIMCC, RCPllRTS,

•• (RESIRYCO)

Tbl pt"lrcctp.lt recClf'ds 4ocloCll:nUng co:QofttClt ton '"net tons Include ~sstnqer
sente. diU. taltco:Rlntc.UQtls uNlel centrol, ,M operttlc,ftil reccrds.

~:t;:,:: ~::i,~::~,,~t~:':~at'1t0~i~'~~o~O~~.,==~~~ng4: post
rehted PlPtf1o. contractor (Cpt" cd penalty Nt1 reports. jnd records relating
to p:rhlte Ittl h.t'J " .... ICCt\ hlolCh as URtted P"cel senlee).

mN
!2<... OCscalPTlQlI Of RIl:ORDS

r'·
,,:"

CONTUCTOR RICQ;lDS SCH(Dull Il CO'ITRACTOR ucoaos SCHIlIlJlC 12

.. Records rohttn9 to .nc~tt'l9 or 1 year•
outgoing r.glst.red L'WIll pa'lCtttS.

~::~~~:r::i1~:~'~~: :~~~~'nd
receipts and return rIKe.pts.

b. AppllC1t 10n for pO'U. "'91 $tr,t; on 1 ye,r.
,,~ cut iftUhs of d.chrcd lItlue
of Qltt.r 'ubJKt to posUl Sl.:rch.rgc.

t. Report of Ion. rtf11n~. delay. wrong 1 ye.r.
dell,• ..,.. or otMr tClpropeor trtltmont
of ClotU GlU....

~. POSTAL RICOROS. Post Olflt. fo",s .nd
supporting p.pers.

IT[~

!l!:.... OISCRIPTlo- OF RICOROS

3. T[LICQoOllNlCATllr.IS Q;>IUTlQlIAl FlUS.

I ""nth p,ovlded
destruct Ion report h4l.
been prepared and lent to
.gene, COMSCC t"stoellAn.

I JOor ~ro.lded

rcCGnClltotton of CCMSEC
Nter' a I hn beotn
co:pleted.

1 year prOVided
roc.ncll lotton .f C(IIS[C
A21tortol hu been
cOClpleted.

c. OUter COMSfC 4ccountln9 rteordi.

b. K., C.rd .nd Ke, List Uuge Reports.

ITEIl
~ OISCllIPTlO~ OF RlcoaoS R[TUTlO'I PCRIOD

8. POSTAl. IRRCGULARITIES FILES. ""'"n4.. 3 JO'" .fto, t_letlon
COrntspo;;a;nce. rltlGrts••nd other recordS of 'mesttg.tton.
,.htt~ to Irregularlttes tn Ute h.ndUng
of C),ItI. slKtl 41 1011 cr short." of postage
It&::Ps or DOrteJ ONUS. or loIS or
4eost1'\lct Ion of tWIn.

g. toMSIC RICO~DS. tonslstlng of f......

~f:j~9 :~t::'"::=~:~rI~~O~~~f:~.
IMsntory. recttpt, ,tid d:eltrutt ien of
COMSEC OOlorl.l.

•• COOIC tlrd fll ...

Ontr01 after
tr,nSJahttcn.

J d4yS dte..
tr.nsat$1lcn.

RnUTlOIl PUIOD

6 QOnths.

Unttl the close of
Ute fhcal year It'l
"'lth ".4Ited.

I. ""SWVQ refjlhters. 1091. pqrfonuncc
~rts. d.l1y load rtportl. and
rehted and slatln ,.cords.

b. Copies of Inccalng .tId or191n.1
copt" of outgoln9 OfSU;t'I.

c. ""chine cCJ1)tn (h4rd ccpies), discs.
,nd UP'S of outgoing ~U.g.s.

nl[PHQ~1 SUIOWlIIS. S",,,,orl .. of I.ng
ahUl"ll;8' tel.phOne reports lolled to Indlute
.uthortnd use of tel,phone sentce. os
.011 as to audit ••pense youcttors.

e.

6, Mil AAD DILIYIRY SIR'ICC CO~IROL FILES.

Aecc"'b ot r«elpt .ftI;S routl"t of 1 1If.r.
tl"CCEI'ft9 .tId O1Il90'"9 Nil .nd Hecs
l'l.ndll4 bJ' ""'hat. delh.r')' CCC94"'.S
suel'l " United P'f'C.1 Sentc.....c1w;2lng

~ C' . 
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Ill~ 

CO_TRACTOR RECO>IDS SCHEOULE 12 

CO>tlJJllCATlOlIS RLCOROS 

Tbl- pt"'rcctp.l. recClf'ds 4ocloCll:nUng co:Q.ofttClt ton tunct tons Include ~sstnqer 
sente. diU, taltco:Rlntc.UOtIs uNlel- centrol, ,M operlttc.ftil reccrds. 

~:t;:,:: !::i ,~::!~,,~ t:!:':~at'1t0~i':"~!o~O~~. ,==~~~ng 4: post 
rehted PlPtf1o. contractor (Cpt" cd penalty Nt1 reports_ ,nd records relating 
to p:rhlte Ittl h.t'J ""tCCK hlolCh as URtted p.,cel Sentee). 

ITEM 
!2!... DESCRIPTlOli Of RECORDS 

I. 
:!t!=~ S£':l~.FMS;n>~r!!{I~· 
dhpjtch rKGrft. 411hll')' rete'pu, 
routl KtIe4;"I IS, and ,..ht,d I"KGrds. 

2. nmu~ m:i~'IllEMCI. REPORTS. 

•• (RESERYEO) 

b. Tel~nlClttOftt, ~ral fU.S. 
tncludlng plans, "porU. And other 
recordS perta'ntng \0 eq!,lt~nt 
rwquesu, tel,phOrco ""Ice, ,~ 
Itke QltUrs. 

c. Tell'Cocn.tntcn'ons -sUthUul 
rtparts. 'nc'udlni con ,nd walWi10 
d.U. 

d. Ttl Kor.A.Intcat tons referencl \'Ouch,r 
flits. 

0) Alfonsnc, copios Of .0UChers. 
bllh. tnwolc,s, And rohted 
",cords. 

(2) ReceNs rehttnt to tnstAllatlon, 
ch,~g,. recow.I, at'ld slr"lclng 
of cqul,..,nt. 

e. Captes of aljlrte:llnU wi th badgrout\d 
d.U and other recard-s relat t"g to 
19roCQtnu fer tel"~ntcotto"S 
sonic.,. 

CONTUUOR A[CO>IOS SCH(OUlE Il 

R£TENTlo.~ PUIOO 

2 tenth-s. 

1 years. 

1 year. 

I fhul ,Year. 

1 ,Year titer audit, 
ar when 3 yelrS old, 
.tII'chllyer- Is s.ooner. 

2. ye,r, after axptntton 
or cat'lcellattot'l cf 
.~reegent. 

!l!:.... DESCRIPTIO- Of RICOROS R£lUIlOll PERIOD 

3. T(L[COOOllNlCAllIr.lS Ol'ERlIlOllAl flUS. 

e. 

•• ""SWVQ r"efjliSters. '09'_ pqrfonuncc 
~rU, d.l1, toad ' .. portl_ Ind 
rehted ,rid "atln "CONI. 

b. Copies of 'nccat", and or191n.1 
copt" of outgolt'l9 OfSU;t'S. 

c. ""chine CCtPtH (h4rd ccptes). discs_ 
.nd UP'S of outgoing ~U.g.s. 

TELEPHONE SUIOWIIES. S"",,",I .. of Tong 
ahurce tei.phOne reports lolled to Indicate 
'uthorlnd use of tel,phone Slntce, as 
.011 u to audit IlptnSfJ wouchlrs. 

~. POSTAL RECOROS. p.n Ofllo. f.",. Ind 
-supporting p.pers. 

A. Records nhtlt'l9 to tt'lc~tt'l9 or 
out'iOlnt) reglst.red L'WItl PO~htS. 

~::~~!:r::i1!:~t!!r,': :~~~~'nd 
receipts find return rlKe.pts. 

b. Appllution for posU. "'9Ist"tlOt'l 
,nd cut If tUb, of dechred 1IIlue 
of ~tt.r SubJKt to posUI hrch.rge. 

o. R.port of Ion. rtf1t"~. dthy. wroni 
dell, • ..,., or otMr IClpror-r treUmot'lt 
of Qlfl atUtr. 

6. !!AIL AAD D(LIV(R' SER'ICE CO~raOL FllES. 

6 QOnth1. 

l d.ay, dte .. 
tr.ns.at$1tcn. 

On tr01 after 
tr.nS4hf,tcn. 

Unttl the close of 
the fhcal y"r tt'l 
... Ioh Au4lted. 

1 ye4r. 

1 ye.r. 

lye". 

Aeccnil ot r«elpt .ftI;S routl"t of 1 ye.r. 
tt'CCElt"9 .nd O1It90'"9 Nil aNI Heel 
l'I.ndll4 bJ' """nt. ctell .. ,., cCC94nl., 
sweh " United P.rc.1 Sentu. e .. c1w;2lng 

IJE14 
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CONTRACTOR RECORDS SCI!EME 12 

IJE14 
~ DESCRIPTIO- OF RECOROS RETE.Tlo.~ PEIllOO 

6. !!AIL AAD ORma, SUYICE CO-TROL fiLES. 

J. 

~. 

o. 

4. 

I. 

f. 

g. 

h. 

botb tIIo .. co .. ..., ~, It ... S ,,'" tho .. 
used u tndea,s to corrnponance 
ftl ... 

SUthtiul ... ~'U of po.UIlO UU<I otI 
outiOlrtg Altl .0<1 f ... pold for ""hote 
dell.er'" "PI"chi del her,.. forelgft, 
rt'ghtl-rt'd. Clrttfted, .. nd p.rce' pont 
er P .. t.IIO' .. or e """""'). 

Re-quhttton for 't~, (I-xcl"'''e CIf 
coplet Ilud n sw~rtt"9 docu::.nU to 
pt¥cnnt YOUChen). 

SUthtlc.' rtpartl and d.lU rel.Uf\9 
to hlndltng of NH Ind wol\&11 of .an 
perfon:ud. 

RKOt'd1 ,."\1"9 to cft«ki, usb, 

!!fu:I.~~I~~r:. :~ '~o~~~o, 
b1 ... 11. 

Records of .nd reclipts for QlU .nd 
Plotlgo. rouhctd th~gh the Ofllolol 
MltI and MoueftG.r \ontce. 

(RESERYED) 

locator cards. dIrectories. trxSexls. 
and othlr records reht tn9 to OIU 
dol ... " to l04 .. ldu.h. 

(RESERYED) 

CO!ITRACTOR RECORDS SCHEME 12 

6~h'. 

6 DOnths. 

l1t'u. 

I fI.r. 

6 ~"ths. 

S IOIOnths Ifter 
separation or transfe-t 
of tndlvidual. or .tten 
obsolete. "'icMwar-
ts eppllubl •• 

~ OESCRIPTlD~ OF RECORDS R[1ENllO!l P[RIOD 

8. POSTAl IRREGULARlJllS FILES. """,,,n4.. 1 flers .ftor o_Tetl"" 
CorntspoftlLnce, rl'PGrtl, ,nd other recordS of Ime$tlgltlon. 
,...htt~ to trreguhrtttes It'I Ute hlndltng 
of C),ItI, slKtt 4S loon cr ,harteljlll of postage 
st&::ps or DOftGJ omr,_ or lon or 
4eost1'\lct ton of DIU. 

9. toMSEC RECO~DS. o.",htlng of fo ..... 

~f:j~9 :~t::7c:=~:~rt~~O~!~f:~. 
tnvsntory ~ receipt, .nd d:estrutt ten of 
toMSEC OOltrlal. 

a. COOEC urd fl1 ... 

b. K.y C.rd and Ke1 Lht USAge Report>. 

C. OUter C,,"SfC 4CCOut'ltl"9 record,. 

1 year provtded 
_0",,11 1Ollon Of C(IISEC 
Mtortol hIS been 
cOClpleted. 

1 ""nth provIded 
destruct ton report h4l' 
been prlp.lred and lent to 
'SO"1 COMSEC o.nodlAn. 

I fla, prowlded 
rccGnClltotton of CCMSEC 
I114tlrl a I hn bHn 
co:pleted. 



R[TENTlO1l PIRICXI

3 )'t.n.
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CONw.cTOR RECOlIDS SCIltDull U

PRINTIIlG. BI~IIG. lIIJ1lICATlo.~. NitJ DISTRIBUTlo.~ RECORDS

IMs selltelli. prowlclts for tltl ...ttftll"" Or dlscosol of _Ords I.tlng to
prlnUn" binding, cllpllcatlng. and dlstrlbutl"". Tlto prlnclp.1 cords c!c<u.

:::"t:~~~=:":d'~~trl~t~o~1~1::~'J~':':s.:~::~ {:~:ct,
~~m~I':t."~~fl~~:I~~SC:I~~~~t=I~.:~~:g~~r~~:I:~.~~~s~~"...~~rd
thl p~ttton. distribution••nd cost .nalysls wltMn Ihl oplr.tlng unll'}; .nd
(bll'fllDrt fllo, ...flottlng tho acthill., of tho unit respon,lbl. for handling.
pr nUn" binding, dupllc.tlon. and dtstrlbutlon NUon.

This schedulo does not cover ...tOrdS solned for ..,111 ..dlt by tho General
AccounUng OffIce••nd copl., ""Iell pirt of tho I'Icllpt .nd dlsbu.._nt
.ccount -.rds Iselltellio 6).

lTD!
!!!:.. Dt:SCRIPTlo.~ or RECORDS

I; IRUUm)

2. (RU[RY£D)

3. PROJECT FillS ~'DR( ORDERS. Job Or
pro ot _0 ..nl. n ng all papo...nd

~~ :;r;~::~~~9~Ob~~I~~~n=rl~::I:';~~
dlstrlbutlcn jobS.

•• Files pertalnln, to tho ItCOqlllsMent I ye.r .rter CGq>lotion
of tho Job. c..talnlng requlsltl_. of Job.
bt 1ls. suples t Al,.,scrtpt cltlrlf'l(es.
ind ...I.ted papon Ilclushl of -.rds
.......d by Schodulo 3 ""Ith ...111. to
..nlces obtained f ..... outside .ourco••

b. Fllo. pert.lnlng 10 pl.nnln, .nd
othor technlc.1 ""II'"

4. CO!lTROl flUS. Control ...,Iste.. pert.lnlng I year .rtlr tl... of
10 requisiilCft$ &nd wert orders.. flsc.1 )'.'" tn which

aqIIllH, or J ~Ir ,fter
filing of ...glster.
""Ichl..r Is appllc.bl••

COlITRACTOR RECORDS SCIlIDULE 13

lTD!
!!!:... DESCRI'T1Dll or RECORDS RETENTID.'I PERICXI

S. ~lUlII LISTS... CorNspondenee, requtn forus, Ind IIntll ....1s1.. or
othlr retol'ds ...latfn, to change. In ...llIng list, or .fl.r 3
Nlling IIsll. ,,"nth•• I!tIlth..lr Is

earlier.

b. tal'd lists. Until Indl,ld..1 cal'ds
• ... cancllled or .... Ised.

c. Plllo or 'tencll ...lIlng lists. IIntll plates or stencils
.... cancllled or ....Isod.

6. PaINTlr REPORTS FlUS. Rlports .nd
re at rt"ras.

Attachment V-l
Page 131 (thru 140)

•• Contractor ...ports o. prIntIng
regal'dl n, opor.Uon of Cl.n " and B
Plants .nd I ....torles of prlnUng,

~:~~n%,.~ndB7l:~~.':~tl":'~~o~:ge.

b. Copies In subol'dlnaSO portIng unltl
Illd rel.ted ...rtpape .

1 )'ear .ft.,. elite of
...port.
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lTD! 
!!!:... 

5. 

6. 

CONru.tTOR RECORDS SCIItDULE U 

PRINTIIlG. BI~IIG. IIIJ1lICATlo.~. NitJ DISTRIBUTlo.~ R£CORDS 

rMs selltct.olo prowlelts for Ut. rettftllcn Or dtspoul of _Ords relating to 
printing. binding. clIplicoting. and dhtrll>utlon. Tlte prlnclp.1 records c!c<u. :::1. t:~!~=!":d a~~trl~t ~.~ 1:1!1:!~gJ~ ':':s.!~::~ (:~!u. 
~~m~I':t."!~fl~~:I~!O C:I~!~!t=I~':~~:9 .!:~r!~: I!~. ,!~~S!~rs ... ~~rd 
tho p~ctl.n. dlstrll>utlon. and cost a .. lysls withIn Ih. oper,tlng unlls); ,nd 
(bl report flies refloctln, tho act hili .. of tho unIt responslblo for h.ndlln,. 
pr ntlng. blndln,. dopllc,lIon. and dlstrll>utlon "'Uo ... 

This Ichedule dotS .. t cover ... cordl retaIned for ensllo .. dlt by the ~""I 
Accountln9 Office. and copl .. ""Iell are part of the recolpt .nd dlsl>urs_nt 
account ..... rds (selltct.ole 6). 

lTD! 
!!!:... DUCRIPTlo., or RfCDRDS 

I; (RUU'([D) 

2. (RUUY£D) 

3. 

R[T£NTlOll P(RIOO 

a. flitS POrtal_lng to tho aceoq,lIsMtnt I Jear aftor CGq>lett._ 
of the Job. conUlnl_, requlsltl.... of job. 
bt lb. suples t Al,.,scrtpt cltlrlf'l(es. 
and rel.ted papo .. txcluoh. of ..... rds 
co ..... d by schodole 3 ""Ich relno to 
sorvlces obtained 'roo outside soureos. 

b. files POrtalnln, to planning and 3 )'f'''' 
other technlc,l ""tlrs. 

4. COllTROl flUS. Control reglstors POrtalnln, I Jear ,fte. cl ... of 
to requisiilCftS &nd wert orders.. flsc.1 )'.'" tn which 

CICqIItlH, or J ~Ir .fttr 
filing of reglsltr. 
""Ich ... r Is appllcobl •• 

C01ITRACTOR RECORDS SCltIDUI.£ 13 

O£$(1IIPTIOI or R£CCROS 

~IUlo1lllSTS. .. CorNspondenee, requtn forus, and 
other recOrdl rolltlng to chtnges In 
.,.lIlng lists. 

b. Cord lists. 

e. Phlt or stencil ... lIlng lilts. 

l'aINTlr REPORTS flUS. 
re at ","tiS. 

Rlports .nd 

•• Contractor reports o. prInting 
rogard. n9 oporaUo. of CIl .. " and B 
PIlntS .nd 11I .. lIlorlos of prlnUng. 

~:~!n%. a~nd 8 7l:~~. ,:~Ir.~~o~:ge. 

b. Coplll In subordInate report I.g units 
IDd related ... I'tpapors. 

RfT!NTIG.'I PI.IOO 

IIntll ,....lIlon of 
...Illng list. or .ftor 3 
£IOnths • .tIlch ... r Is 
earlier. 

Until Indl,ld .. 1 cords 
• ... eonc.lltd or rowhtd. 

IIntll platll or n ... lls 
oro conc.lled or rowlstd. 

1 )'ear .ft.,. elite of 
"POrt. 

Attachment V-l 
Page 131 (thru 140) 
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CONTRACTOR RECORDS SCHEDuLE 14

(RESl:RVED)

Attachment V-l
Page 141 (thru 150)

~ \" ' 

r,y····· 
.:." 

~ 

DOE l324.2 
5-28-80 

CONTRACTOR RECORDS SCHEDULE 14 
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~
)

RIT!IIlIDl P£RIOO

t'W3U" of Cl;9rn ton. hoUri tl1le, .nd
Apatr hou". Inchl:4t1 powr and
uttllty phnt rwcClrd. (o.Q., powT',
..ter, henl"9....frt~r.tton. and
.Ir condItionIng.)

b. PO¥ftr.nd ut t1 ttr Phnt Oper41ttcnal
5Oiirc~ Records. ftChlidltll eftKlihh,
logs, Inspection SftMtl, .nd other
fOf"QS and records uled to NCcrd the
_ed.rol >top, '011_ b, tho
ClPtratcrs. at'd tMt~ rtCcrdlor
tNrts. t.pes, .nd ;rl~' reflectt",
SO"r'Ce dlt. f"tCcf'dtd In connection
_tttl th.e operatton of nrtous pcMtr
'M utlllt, <'lul_t.

ClJIlRACTOli R~COROS SCI<1DUlI IS

ITEM
~ BISCRIPlIlJI OF RICoaos

3 ,.... Ift.r cl... of
'hc.1 , ..r In whIch
t"ventcry Is supersede-d.

RITUlIo., PIA 100

I. FACILITY IIlYUloa, RICoaOS. FU..
t:Ccvcutetid 67 contrnun ,et tnt n
1gents fer DOt In connectton wUh the
l.&tQItton of teoStl for U~. (¥).r.ttcn of
co:atrchl CW o.thtr IacUUt", or other
usn of Godrn:ant PnIP.rt, und&r lene.

4. InW'lftta.rz LhU.

COM11lACloa ~ICoallS SC"IOUH IS

FACILITY RlCCIlOS

tMs 1~1e ~1tn to thO'" f"&CC~1 KCUQlhtl'd by co-ntrac-tor offtCiH in the
QlNlgJKIt'nt, e:tatnt~ftC•• And 9'Mral upkHC) of tact HUM suCh as taltldtftgs.
str.5cturn, plants. hbornortl'S. uttHtin. and haul", tl.Clushe of de$t~ and
contt",cUon ¢r..I"~ lAd rolated rtcord$ (Odre-d by cas 22. and ttlou Industrial
Foellltl ~OCGrdI co..",d bl C~S 24. lhh ICh.... '. 1",luelM ",cords docu"'ntl.g
"'I.t...."'••oll ~.Ir of flatu"'·t)'p4 ~I~"'nt such .. boll... , ho.tl.g .oll
ttntUattni ,,,teQ. Ind equlpQtftt f'l'qUtrlcsljJ Ute ute Gf dntgn and construction
d....I.il to ..... 1"Ill.1... (For other "",I~"'nt .ee ~S 23.)

mil
~ OISCR,PT,OX 01 Rlcoaos

b. Inventory Carch.

(I) IOllhllll.l U •••t corllt.

(2) Indhlclll.l pr~.rtl corllt.

6 years after tenant
"acates property.

6 fiscal ytan after
close c1 fhcal ,)'ear 1n
whIch ~rq>.rtl II clo••d
to tenanc,)' or lea\'K DOE
contractor control.

c. lin. files. CClPllIs of lelll1_
reftlWJis. £omlnatlon notices. and
raht.d ~.~....

6 ftlcal years following
close o.f fiscal year In
"'Ich (I) , .... t.",I...
tton. lapse Clr canulh·
110. OCCU". or (b)
litlgatlo.n 1$ ccncluded.
'"t chewr 11 lettr.

COllTRACToa RICoaOS SCI<1OUU IS

1T0l
~ O[SCRIPTIOX Of RlCoaOS RITIMTIOX PERIOD

2. FACl*t" MI!!JIWlC( R(~OS Includ.'tIS 'Oft, un'c1fti,. "Pltr
records.

•• S-O.,. eord or 1edgor record.
refllCttRg Qltntenlnce .nd "'p'tr.

) 'lleol I .... following
closo of fiscil year tn
"'Ich u.lt II clo.ed to
ttn-lncy or lea..e-s
ccntractor centrol.

5 yeln .fter resolution
of ~robl....

b. Inspe'Ctfon, ,.rvlc•• OItnt.nlnce •
• nd repotr ",cord••

(1) Record. reflectl.g u"",..hed
....ttontd probl .....

(2) R....rd. ",f1ectl.g uthfoctorl
Inlpoclton, II"Ice. IilrItntonlR(e,
.nd ",~.Ir IncludIng req.t,ttlo.,.
reque,ts for ..,..tce, rtPl tr est1
c:.Itt., "PIlr ord...... wort ord,r,
$!lowIng ••hoduled or Coopl.led
Dllnt.nance Clr service, bt11tn91•
• nd tn.pocUo. """"".

(a) 8alhrs. electrtc anotS. Ind 5 years.
",'tred prtilUro ..."oh.

lb) Ot...... 3 fhc.l ,.... dur
clos. of flIC.1 I'" I.
"'lch ..rt II done.

3. !!oU!IoC(I![MT RlCoaoS.

•. ~:lualn:":J~ni:~si3 :::1~;erl
IIld ..rt....." p....ldt ng cost Ind
uPIftSO d.lU for a=lntstrtt ten. or
OPOntlo.. Include. equt....nt """"
of ~r.tto:n. scheduled and &CtYil

3 "'1" after d.lU of
1ut .nt.,..
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11£11 

COM11IACloa ~!coaos SC"!OUH IS 

FACILITY R!CCI10S 

fhtl 1~le ~1tH to tho'" t'&CC~1 Kcuca.htltd by co.ntrac-tor offtc" in the 
QlNlgJItIX'nt. c:tatnt~ftC •• And 9'Mral upkHC) of hetHUH suCh as talt1dtft9S. 
'lr.5cturn, plants. labornort". ut111t1n. and hClUSl'Si 'l.Clushe of dHt~ and 
contt",ctlon ¢r .. I"~ ,Ad related rtcord$ (OY'tre-d by CRS 22. and ttlou Industrial 
FoclHt1 aOCGnb c ... ",d bl CRS 24. Thh ICh .... ,. I",lum rec.rds docu"'ntlng 
"'Int .... "' •• 011 ~.Ir of ftatu",·t)'pO ~I~""nt such .. boll ... , he.lIng .011 
ttntUattni lysteQ, Ind equtPQlftt f'l'qUtrlcsljJ Ute ute Gf dHtgn and CGn'StNctton 
dr •• loil t ...... 1"11>.1... (For othlr ""Ip"'nt .ee ~S 23.) 

mil 
~ O[SCRIPTIOX ()I R£CoaoS 

I. FACILITY IIIYUToa, R!CoaOS. fUOl 
t:Ccvcutetid 67 contrtcun ,et tnt n 
agents fer DOt In connectton wUh the 
I.&tQIUon of teoStl for U~. (¥)tr.ttcn of 
co:atrchl CW o.thtr '.cUtttn, or other 
usn of Godrn:ant Prap.rt, und&r lene. 

4. InW'lftta.rz LhU. 

b. Inventory C.arets. 

(1) Indhllll.1 ton •• t corllt. 

(2) lndhlclll., propertl corllt. 

c. lin. filat. CClPias of lelll1_ 
reftlW"is. £omlnatton notices. and 
... Tlt.d p.P .... 

COXTRACTOR RICoaOS SCK[OUl.[ IS 

RETUTIO-, PIR 100 

3 IO ... If tor closo !1f 
fllcol , .. r 10 ""Iell 
tnventcry Is supersede-d. 

6 years ofter tenant 
wacatH property. 

6 fiscal ,)'oan after 
close c1 fhc.I .)'en In 
1oI11e11 prq>orty II cl ••• d 
to tenancy or lea\'H DOE 
contractor control. 

6 ftlcal years following 
close Clf ftseal year In 
...Ich (., I .... to",I ... 
ticn, lapse or cancelh· 
tic. OCCU". cr (b) 
litlgnten ts ccncluded, 
'" t chewr 11 lettr_ 

~ Dl:SCRIPTIOX Of R[Coaos RU[MTIOX PERIOD 

2. FACl!h" MI!!(IW\C( R(~O$ Includ. 
iM lan, untc1"i.. "Pltr 
records. 

I. SoR:>i.,. Urd or I edgor rec.rd. 
refllCttRg CoIlnt",",e .nd rep"r. 

b. InspKtton, I.rwtC'. OIlnt.nlnte • 
• nd rtpIlr roconh. 

(11 Rocord. reflocllo, unr ... hed 
... nl to~ prob I ..... 

(2) R .... rd. refloctl., uthftetory 
tnlPletton ... "tee, IiIrItnton'Rce, 
.nd ",p.lr Including r .... I.ltl •• s, 
requtiU for .. ,..lco, rtpl t r en t
c.ltll, ,.."..tr ord ...... ..ort ord,r, 
"""'Ing Iclleduhd or C"""lfted 
Altnt.nlneo or Itrvlee, bU1tn9S. 
Ind lnopocll •• ",portl. 

) 'Uul , .... f.llow1ng 
closo of fhcll year In 
... Ich unit" cl.Sed to 
ttn.ant.)' or leawe-s 
ccntr.ctor control. 

5 yeln Ifter resolution 
., probl .... 

(a) 80Ue,., eloctrtc ana,., Ind 5 years_ 
"'fired prHlUrct w.u.h. 

(b) Ot...... 3 fhclI ,. ... after 
clost of '1"., 10 .. I • 
... Ich .. rt .. d.no. 

3. !W!IoC,(I![MT mOROS. 

•. ~:lua'n:":J~nl:!'i3 :::1!d;er, 
IIId .. rt ..... " p .... ldl ng cost I0Il 
uptftSO d.iU for a=tnhtr.t Icn, or .... "tI... 1 .. 1 ... equl .... nt """" 
of ~r.tlon. scheduled and &etYil 

1 101,. .ftltr "to of 
Int cnt.,.. 
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Page 151 (thru 160} 

CIJITRACTOli R~CoaOS SCK[DUl[ IS 

ITEM 
~ nlSCRIPTlIJI Of R(CORnS R£T£IITiDi PERIOO 

blurs of CI;9rlt ton. hoUri '''Ie, .nd 
Apalr hours. Jnch:4t1 pow" and 
utnlt, phnt rwcOrdl (e.Q., powr, 
.. ter, henlft9 .... frt~rttlon. and 
.Ir c.ndltlonlng.) 

b. PoaAtr Ind ut tlltf Phnt Oper4lttcnll 
5Oiirc~ Record" ftChid1tll cfte:clihh. 
Jog" inspection sf\Mts •• nd oth.r 
fOftlI and records used to NCcrd the 
_ed.ral ltep. '.11_ bl the 
.rators. at'd IMt~ racerdtor 
tNrts. t.pe,_ Ind ;r,~, reflect'", 
sourc. dlt. reccrded In connectton 
.Ittl th., operAtion of .. rtoul pcMtr 
Ind utilltl rq_l_t. 

1 nonth,. 

~ 
) 
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CO"TRACTOR R£CORDS SCKIOOl£ 16

AllMIMISTllATlV£ 1WOAC£M1NT R£COADS

'''is Icheelile prowideS for the retentton Of' dhposal of certain rccordl rehttn9
to acbtnstrlthe D.lnol~nt acthlttM In contr'ttor organtutto",. These
,cthttt" InclUde the cI1rectton and control of ahston oPerottons and prc~aas.

The Ithl'dule excludts rKords of persOMCI. t.ldget. acccunUnt. and prlnttng
'unctt~ covem by ot~r CantrKtor AecQrft Sd'leGJles. but tncludirJ "Konts fJf
spe(t,ltnd procectJr,l .nd l:l4N~ sUfh. Included within the! scope of the
SCf'ltG.lle are files of organtuttClnll pl.r.nlng. rKords 04nage:l!nt 'tttvlUn.
alld adOllnlstratlon of proVa",. Contractor Records Scllea.l. 1 (It.... 12 .1Id 13)
proYlde's for the dl1po,ttton crt' Irtetntho a-.ard case ftl" and stolbr t)'Pfl cf
Qlna~nt t~rovemnt proirACIS.

rUn pert.tntng to , Nnagel:ltl'lt ~rog:raQ In , wtll «ftned area. such as reports
NI'l'~. constst prtMrlly of deUt'ed cue files on facti fere or ~ort and
fer. Hailed l)e1"10d c.f tt~ are cf .cbtnhtrathe tq)Ort,nc:e. ,tlf1 of
~rovaas cowe-ring hroAd:r Ind ~re (fhen. fields. wch &'S Grl)Jntutton.al
phr.nlng studt"" ftCrNI11 COMt,t of project 'tln, nt.blhMd 'c.r "ttl
Sf$»arah prcblea .nlgned 'er Investigation. the resulting cu. ,tte h usuall)'
of contl,."ln9 w,lue In ~e:::enttng the hhtcry of how the contrlctor C4rrt~ QJt
Its contract rMponslbtlltl.s, In a4dlttCfl. there am epheaer41 a4nlnhtrathe
Ntertah. These "Q' Incluf!o wontng pAllers that do not have a dlract be~rtng
on tho tranuctton, prelh:"tnary or Inttratdhte drafts of documntl ond prel1lJt
nary wcrhheets th.t do not "present slgnl'ICInt baste steps In the pre-poratlon
of flMl 41'1fU. letters G.1" ~r.nda cf tr.nsmttal and Acknc.lf-dpnt. rc..tlng
sUps, .nd ertrA copl" of docuc:ents.
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c. RKords Dhpou' oUton noticn U"ltd 1 ~ar.
to notify retirtng offiCM. f'Kordl
office". and otho-r Interested putt",
cf the dntNCt ton of rece'" lII\ose
retentlcn P4'rlod has eaptred. l"chldtn9
.spproprtah cot\Curn-l'I'Ce'S fc.r their
dtstruclton.

R£T£NTlON PERIOD

Unt 11 superU4ed or
ObSoleu.

CO~TAACTOR REcoaOS SCMIlI\Jl£ 16

~'=fe:~w;loftr:RtD~W~s~~t:U'Ya_
Ie-nt. cenUlnlng a lhUng cf ftlhtg
units and 9fnual fUtS cf an ort'nt.
ZltiOft, clt.tlon 4$ to ~roprl.te

lftspos-al tuthcrtt,. ret~len p&rIOdj,
Instnletlens fGr rtl~ cutcff. reUra.
:ent. trander. or dlspos,l ••nd cOftcur
rences of responstbl. orglnluthlnal
AUthortt)'.

b. Werking paperl. b.acklTOUnd Ntert·h. Dfostroy .non ",I.ltd
requisitions, speclflcattoM. procenlng 'am is d1Sco.ntl~ed.

dat•• And COfttrol records. supenltded. or
C4Rcelled.

CORi£SPONDEllCf fll£S. GeIler.1 subject
corrnpOr.dince iii",. ccnststtng of letten.
tlI!'QOranda. celU9itS, studt". "ports,
'on:tl, and other diU 4Ocul:R'ftttng or
Iq:ll~nttng p'.ns. policies, proceWrM,
4cc~ltsha!nts. opinions. and declstons
peru Inl ng to [M)£ ProV4Q and staff act Iv
Ittes or pertaining to Internal ,I(t:,1nhtra
tlon or operations.

s•

•• fP!!!LU!,ll.

a. FGrc:a centrol 'ties. cOftStsttn, of 1 )'eat" after fora II
copies of foms .nd flow SchHules unc:elh-d.
thereaf, aC\d Including such InfOl"QS-
\ton j$ purpon at each fem to
dete-mine the ""d. 4dtquICY. dint,".
And fora nu.r.

IH"!2:.... P£SCRIPTION Of R£CORDS

b.

3 )'tan dter t~mtN·

tlen at controct.

PtQnrecord--4estroy "'en
ItO lengtr nHdcd 'er
referlitnce.

R£T£kTllIfl PUIOD

M&nage;:ent dlrecthn case files
of centracton doc-uae-ntlng policies
And procec1IrtS pertinent to DO[ wcrt.

•• Mast~r print" CoP)' of ~d'I cUrKtlft
catnuttted b)' or9'nllitlonal entlt1
re-sp01'slble for ctlrKttWfl QlnlCJtQtnt.

b. All other CQQles.

ITE"
'0. O£SCAIPTlO~ Of R£COOOS

I. DIR£CTlV£ CAS£ flUS.

r

~
C

b. ~r.. tn9 ~ ..,e" ,f";d boICklTOUl'ld IMttrhh. Sort' Itea 10.

3. R£CORDS DISPOSITIO~ flUS. ~cripti",

1",f'"tor16. dhpoul ayt~ortz4ltions.
uhtdu'es and rerOtu.

•• Rt'cot"d CoP)' ...1ttl th& sup~ort ing pap."
.....ch dceu:ent ttle htciPPtton. score.
Al'\d pU'l'O'$IP of ttle proJect.

(1) OQCU~ntin9 substantive program 3 ylP"n "fter tt'rotna·
and acco".,lhh~nts. tton Gf contract.

(2) OthrrS. 6 )'f'.n. cr 3 ~a" ofter
t~mi",.tion of contract,
"'tchewer is earlier.

CONTR~TOA R£COIlOS SCHfOUl£ 16

Ill"
~ D£SCRIPTlO-' Of R£COODS

c. e.cllo:p natfria' s..pport tng tssuar.ce
of UH! dtretth~.

z. PUBLlCATtO~S. Pa~hl~ts. rf1)orts, 'ed
leu. fill! manuo1s'. or oth~r Pvbl1sbtd ot"
proct"'ne-d doCuaenU. Or tht last ~nu

script report tf fIOt pubHshtd. relattnt
to nostl4gtoe1ent l:lI"'OJKU.

a. eutc Docucentuton at ~co"ds dispo
ShiOfl pr"C5"'t:S. tncludttlg OOE rem
AD.331. 'l:ecordS R.tent ton .nd Disposal
Jutf'lo,.tzatiOft. SUnd"rd Fora US.
IiiPtqUHt for Record's Dtsposttlon
Authortty. ShncWrd 'On:'l l3S. Rtco,.dS
TnnSDtttal and Recetpt 4nd related
doc\llll!ntattcni or othtr re-cords
n!'tlreaent and tranlf~r

docuaents includln, de'Scrtpthe Hsts.
bol and locaUon infc~tton. dhpO\al
lUthortty. bce"S restrictions. and
SfC\lrtty clanificatton of rtCG"ds_

R£T£NTlO-, PUlllll

1!J ~an. or upon
closeout of contr.ct,
"'tchewer " earlier.

Ofostroy 1Ilhe-n rel.ttd
P'Kords .re de''Stro)'f'd.
cr tltlfn no longtr ~de'd

for a=tntstrat h~ Of"
reference purpou'$.

COkTRAClOR RECORDS SCH£D'JLE 16

IT£H
~ OESCRIPTIOk Of R£COaos R£T(NTlIl:l PUIOO

a. rill'S c1OCu.:.nting t~ dnelop::ent of Pernanent.
pl,lns ~ poUct.s perutnh\g to the
a'uten. progr4Q. or 'unttlons for
IIltllch the c:oncernod dhillon, offtce.
fle'd offic:e. laborato",. or contractor
has prl"".,. responsibIlity: ""Inions
.nd decisions of An t~ortant pcl Icy or
prKe¢ent ...ture ~ OM s~.,. reports

=::i~~~~IOlT:,;~C!c;~~:~lwill
91ftC!rall1 be found In the offtCH
of ~lnctp4t sUff of H.acIQuarter-s
dlYtslons ,tnd offlcos. field offtces.
laboratories. and contractors.)

b. files of an operational nature docu- 1~ years.
n!nttng tr.;Jlmeftuttcn of the cleorl)'
.stl1bltshed chston. Pf'og'4-':S. pOlIctn.
0'" ~roctcNres for Iilf\tch the dhilton,
off tee. hbOratcry, or contr.ctor has
prl~'7 respcnstbtt It1, prowl4N ttl.t
tPle c:»c~"tatton tn 4•• aba,e is
pr''$ened.

c. rUes doevoenUn9 tranuettcns of a 6 yaars.
rouUnc chulcter. gonerally recurring
t)'pc • ..tItth relate to local perfDl"QOncc
of p.rtlcular trAnucttons of • clnton.
pr09'4l=l, or acthtty. and tdllch essen-
t "11)' ". s~rtud or dupltC4ttd tn
reeonls described In b. 'bO'f. cain-
U InN at .. hi ~er org.tnt zat ton"l lewel.

d. fOes perutntng to 'nt.rn.l 4d::atnh- 2 )'fIrS.
trot Ion and operat tons. and tnfol"t'l-
tton.l coptes of correspondence. for"Cl'l.
p~1teaUons. reporu. and other
tnu.ft(f'S relating to tcqloraf')' needs
.Ad routtne nort:li IS t en or nonprogr4t)o.
:'Jt ft9 re-s~ns ib' 11 ~ Ie-I..

r 

~ 
C 
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CO'TRACTOR A£CORDS ~C.IOOl£ 16 

ADMINISTRATIVE MANAC£MlNT AICn~DS 

'"'' scheelile provtdeS for the retentton Of' dhposal of certatn rccordl rehttn9 
to acbtnstrlthe D.lnol~nt acth1ttH In (Ont""tor organtutto",_ These 
,'thttt" Include the cI1rectton and control of aisston operottons and prc~aas. 
The fdtKul, excludts rKords of persOMCl. t.ldget. acccunttn9. and prlnUng 
'unctt~ covem by ot~r CantrKtor AecQrds ScheGJles. but includH "Konts fJf 
spec:t,ltnd procectJr,l .nd Cl4N~ sUfh. tncluded within the! scope of the 
SCf'l1'4.l1e are files of organtuttClnl' " •• r.nlng, rKords 04nage:l!nt 'tttvlUn, 
• 1Id .eIIOtnlstratton of proV''''' Controctor Records ~cllea.l. 1 (tt .... 12 .1Id Il) 
proytdc1 for the d11posttton crt' Irtetntho .-.ard case ftles and staib .. t)'PH cf 
Qlna~nt t~rovemnt proirACIS. 

rUn pert.tntng to , Nnage~nt ~rog:raQ In , wtll «ftned area, such as reports 
Nn.~. constst prtr.srlly of deUt'ed cue files on tact. fera or ~ort and 
fer. Hailed pe1"IOd c.f tl~ Ire cf Icbtnhtrathe tqlOrtanc:e. '11" of 
.,rovaas cowe-ring broAd:r Ind ~re (fhen. 'I.lds. wch &'S Gf'g.Jntutton.al 
plaronlng studt"" ntrN111 const,t of project 'I1H, nt.blhMd 'c.r "ttl 
se,arah prcblea .ntgned 'er InWfltlg,ltton. the resulting cu. fll. h usuall)' 
of contl,."ln9 w,lue In ~c:::enttng the hhtcry of how the contr.ctor C4rrl~ QJt 
Its contract I'Mponstbtlltlts. In a4dlttCf'l, there an! epheaer41 a4nlnhtrathe 
Ntertah. Thesc "Q' Incluf!o wotttng pAllers that do not have a dlraet be~rtng 
on tho tr,nuctton, prelh:!ltnary or Inltratdhte drafts of documnU ond prel1lJt. 
nary wcrhheets th.t do not "present slgnlflunt bastc steps In the pre-poratton 
of flMl 41'lfts, letters C1" ~randa cf t"nsattta1 and 4etno.lf-dpnt. rwttng 
sUps •• nd ertra copt", of docuc:ents. 

IIEM 
'0. DESCRIPTlO~ CJf RECOOOS 

I. DIRECTIVE CASE flUS. 

M&nage=enl dtrecthn cue files 
of centracton doc-uae-nttng pollctes 
,nd proceckJrts pertinent to DO[ wert. 

•• Mast~r print" cOP)' of ~d'I cUrKtlft 
catnUlned b)' or9'ntllttonal enttt1 
re-spOttstbl. for cttrKtiWfl QlM9tQtnt. 

b. All other CQQles. 

CONTR~TOR RECORDS SCH(PUlf 16 

RETENTION PUIO!) 

3 )'tan dter t~mtN· 
lien at controct. 

PtQnrecord--4estro'l "'en 
ItO lGngtr nHdcd fer 
referlltnce. 

~ O(SCRIPTIO-' CJf R(C~DS RETENTIO-, PUIOO 

c. e.cl..:p naterial , .. pport tng tssuar.ce 
of ttle dtrettl~. 

z. PUBLlCATtO~S. Pa~hl~U. rf1)orts, leaf. 
leu. fill! manuols'. or other pvbl1sbtd ot" 
proct"'"e-d doCuaenu. Or tht lau ~nu· 
scrtpt report If fIOt pubHstled. relattnt 
to nostl4gtoe1ent j;lI"'OJKU. 

I. Rt'cord copy ... 1th th& su,,~ort ing pap." 
..... c", dccu:ent the ;ft(lPPtton. score, 
4Il'\d pU'l'O'$IP of ttle proJect. 

1!J ~an. or upon 
closeout of contr.ct. 
"'tc:hever h earlter. 

(1) OQCU~nttn9 sub'ltonttve program 3 YIP"n after tforotna· 
and acco".,lhh~nts. tton Gf contract. 

(2) OthrrS. 6 )'f'.n. cr 1 ~"" ofter 
tlPmin.ation of contract, 
tIItctlewer is earlier. 

b. ~r .. tn9 ~ .. 'tr"S ,f";d boIckt)"oul'lCl :Mttrhh. Sore itea 10. 

l. RECORDS DISPDSITIO~ flUS. ~crtptt'" 

1ft¥f'ntoriH. dhpoul ayt~ortz4lttonsl 
uhtdu'es and rerons. 

41. elite Docucentuton at ~co"ds dispo· 
ShiOfl Prc5"'~. tncludtl'lg OO[ rem 
AD.331, QecordS R.tent ton .nd Disposal 
Jutf'lorlzatiOft. Standard Fora US. 
IiiP~Ht for Record's Dtsposttion 
Authority. StancWrd Ion:'! 13S. Rtcordl 
TnnSDlttal and Aeceipt 4nd rel.tted 
doC1,jlll!nt.ttcni or Gther re-ccrds 
n!'Ureaent and transf~r 
docuaents including descrtpthe 11sts. 
boa ~nd loc~tton Infe~tto.n. dhpO\al 
lUttlcr1ty. bCCHS restrictions. and 
Sf(\lr1t'l c1lss1ltcation of reco."ds. 

Ofostrcy IIIhe-n rel.ted 
P'Kords .re /Jeo'Stro),f'd. 
cr title" no longtr ~dtd 
fer ~=tntstrat h~ o.r 
ref.rence purpOU1. 

ITEM 
~ 

IH" 
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CO~TRACTOR R(CoaOS SCK£D\Jl! 16 

!2:.... PESCRIPTION Of A£CORDS RETENTION PEAlo!) 

b. ~'=fe!~w;loft,!nfD~w~s!~t:Uha_ 
Ie-nt. ccntalning a lhUng cf ftlht9 
units and 9lnual ftitS cf an ortInt-
IIttOft, ett.tlon 4$ to 'PProprl.te 
Iftspos-al tuthcrlt,. ret~ten p&rIOdj, 
InstnJctlons fGr fOe cutcff. reUra .. 
:ent. transfer, or dlspos.l •• nd cOftcur· 
renees of responsible orgln1ut1onal 
AUthorit)'. 

Unt t 1 supe""4ed or 
"",olou. 

c. Records Dhposal GUion notices ",,,d 1 ~ar. 
to notify reiirtng offtCH. N!<ords 
office". and otho-r htterested p.rtin 
cf the dHtNet ion o.f rece'" lIftose 
retentlcn P4'rlod has eaplred. Includln9 
.spproprtate coft(urn-I'I'CU fc.r their 
ditstnJctton. .. ~. 

s • 

a. FGrc:a centrol files. consisting of 1 )'eat" after fora h 
copies of fOf'ClS 'nd flow SchHuIH unc:ellc-d. 
thereaf. ~nd including such 1nfOl"QS. 
tton j$ purpon at tach fem to 
dete-mine tI\. ftHd, 4dtquICY. dint'". 
,nd fora nud)er. 

b. VGI"ting papers, b.oc.tfTOl,.lnd Nterl "1s, DHtroy .tten ",I.ltd 
requisitions. specfflcatlons. procentng 'om is dhcGntl~ed, 
dat •• and cOfttrol records. supeneded, or 

C4Rcelled. 

CORR(SPOl(l)E"'E filES. ~r.1 subject 
corrnpor,dince Illes, cenststtng of letten. 
Q!Q)raruSa, cetU9its. studi", "ports. 
fon:tl, and oth~r diU 4Ocul:R'ftttng or 
h:.,l~nttng pl.ns, polictes, proceWrH. 
4cc~l1Sha!nts, optnlons, and dectstons 
p~ru t nl ng to OO[ ProV4Q and staff act t v. 
1ttes or pel"tatntng to Internal 4(t:,lnhtra
tlon or operattons. 

COkTRACTOR RECORDS ~CHEO'JLE 16 

O(SCAIPTION Of RECOaos a[TENTlIlll PUIOO .. rll" c1OCu.:.ntlng t~ dnelop;::ent of PernaMnt. 
pl .. ns ~ polictes perutnlng to the 
ahslen. progr4t01. or 'unc-ttGrIS for 
IIIfltch thllt c:o.ncernod dhillon, offtce, 
fle'd office. laborato"., or contractor 
has prt"".,. responstblllty: optntons 
.nd dectslons of an t~ortant pol Icy or 
prKe¢ent ... ture ~ OM s~.,. reports 

=::i~~!~tolT:';!eC;~~:!lwil1 
9tftC!r~111 be found In the efftCH 0.' ~lnctp4t sUff of HeacIQuarter-s 
dlYtstons otnd offiCes. fteld offtces, 
laboratories, and contractors.) 

b. fUes of an operational nature docu· 1~ years. 
n!nttng 1r.;Jlmeftuttcn of the C1Clrl)' 
~st,blhhed ch,ton. ""09r4-':S. policies. 
0"" ~roct<Nres for ""'fch the dhhlon, 
cfftce, hbOratcry. or contractor haS 
prl~'7 reSpcn-stbtt It1, prowl4N that 
the c:»C~"Utton In 4., abaye Is 
pr.sened. 

c. fUes doevoenttn9 tr,nucttons of a 6 'Ittars. 
routine chuacter, generally recurring 
t)'PC, ..tItch rehto to local perfDl"Q4ncc 
of p.rtlcular transactions of • elsston, 
pr09r4l=l, or .sethtt'l, and ""ich enen-
t tal1)' are s~rtud or duplte4ttd tn 
reeonl' described tn b. ,bQYe, cain-
U Ined at .t hi ~.r org.tnt tat ton"l lewel. 

d. fOes perutning to. Int.rn.l 4d::alnh .. 2 ),IUS. 
tr,t ten and operat tOft'. and tnfol"t'l-
tton.1 copies of correspondence, for"Cl'S, 
p~1tc.sttons, teparu. ,nd other 
1nu.ncH rehttng to tcqlorary I'IHds 
.nd routtne nol't:li U t en or nonprogr,m... 
!'It ft9 rt,~r.s lb111 ~ Ie-s. 
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CO~TRACTOR RECOROS SCHEOOLE 16

b. Acthlty.nd Stahl ,..ports. eonslstl",
of t.atu,l. noUnlc.l, or graphic
catter, ~ared periOdiCAlly and
reflecting acthlUI"l In, or $latus of,
InlQntd funetlcns.

(I) Fe<der or preliotn.1')' reports
prep.red b, subordt ..te untts for
ecntr.etor a.JNge:::ent.

('l Weeki, "Ill ",nthl, reports. 3 ,..rs.

(b) Quantrly, $tc:lhnnu41. and 6 years.
annual reports.

(2) Reports tl.4vlng archha1 and Permanent.
Mstorlcal Int,reU. tncludlng
co."tnetor QlNI~nt's periodic
reports tv 00£. u:;::It"'''''roIal an4
,Mu,l Sl&D5l"1 reperts fer plant
operatiOM, aMuo' technical
.ctlvtt, olsston reports••ncl thOse
detcrtblng .ncl rol.ttng correct he
action for Ilnusul' Inc:ld&nU and
oceurtettel!S.

e. "~fta,e:ent A"ratul Reports, doc:u. 6 years_
CQntng thenatngs

l
cc~'usft)ns. and

rt"COlnJndat1ons r'QIu ling fto:l revt<!'Ws
of flctlttattng progr4lms or functions
of DOE (CXJlPonenu and centritter,.
prC'PU'~ 're;t lUta 91thered <turing
"t,tu to 1nsUl1.ttoft1, or 'r!XI t'1~\.

n.tlon of n-pcrts and C:Ocl.Qtnti. or
bottl. ueluShe of Audit reports and
rltpOrU evaluating or .p~rahtng th~

lubsUnt tve or progr4r.'l:':l4lttc furtct tens
of DOE and Its contractors.

ITIM
!!J!,.... DESCRIPTION Of RECOiliS

6. R[COilIS MDLDJIoliS FILES. Suthtlc.1
"ports of ...corels hoW"9' Allulred
by tho General Servtces A~tfttstr4t1o:n.

Including feeder report, 'raJ all offices
'M ct.U on the vol~ of retards disposed
of b1 iestrvetlo" or tr,nsf.r.

7. PROJECT CONTROL FILES. Mtoor4nda. reports.
ana Oiliir "lcord'S dOCu=atntlng U$t'i~I\U
~rc" ml;! CQ<:I)1etton of projects.

8. REPOH FILES.

•• (RESERVED)

COH1llACTDR RECORDS SCK[QUlI 16

RE1EHTlOli PERIOD

) )'ears.

Destroy 1 ,.Ir afh,.
the ~Ir In .nle" the
pl1lJect Is clOS<d.

ITEM
!!J!,.... DESCR IPTlOlI OF REClr.lDS

9. (R[SERVlD)

10. ~P'1~ PAPERS. ProJtCl b.1clgro.:nd re-cords
iKh'is~, analyses, notes, drafts,
and Intertl:l reports.

II. RECORDS IW!AGEMrHT FILES. R.ports, corre
spondel'lCo, IUthortJat lon-s, techniques, and
related reCGrels cofte-rnlnC) the ~,elo~nt

,ftlj lr.'.1)rove:::cnt of the Nnl~ement of
record$. Includes the I:loIfto;ernent of Itl,s,
fOm1, correspo-ndencc. Nil. reports.
mcrotlll:l, autocsatic diU procl!sslng, vito'
records. and related rltcords nat covtred
elSMere In tJ'tts s.ctll!dl.th.

12. lXl.VUEMCE A!Ill COOI11[£ RICOilIS.

10 Con'erltnce. Meeting, I1nd Convent ton
ROCOrcU. Including copt" Of phns,
i'iiiiGUntcr.".C!nts, tnvltations, aienda,
P'PQ" presented, su::nlr1es, and
related ",poru.

CONTRACTOR RICO~DS SCKEDULE 16

RETENTIOlI PER 100

Until 6 ~nth$ "Iter
final aet Ion Clf'l project
report, or 3 y~ars after
eo.",1 et Ion of report If
no final 4etlon h.
taken.

6 years.

I1£M
~ DISCRIPTlDH OF R[CDRDS

c. i'ern, OtMr Than At:thltl c.r StilUS'm1s, usuuty tenet""ng asingle
unet on or subJect. prep.red perlodt

cally. occastonally, or en one-ttl;:,e bash
and dlrocted to ht;hltT" or equal levels
of organiZAtton for su:w:.arhattcn cr
tabl tnclulton tn fln,I reports.

n) F"".r or prcHal nal')' .....rts.

(.) We.U, ..d .....thl, reports.

'b) QUlrterly to s~lfnnual, annual.
ceclltanal. and ono-Ut"e
raporu.

(2) A¢;ltnlstr.the.ncl ft..ncl.1 """"I')'
repcrts. cowering f,mctlons. such IS
FrGC'Urtatnt. (ost accounttR9, budgtt,
Plnonnel. Innntorl", f'eld
prlntlni. and safety. prepared fr<J:l
source records by contrlctors
perlodlcall, (",nth1,. ",.rtorl,.
HaI4nftUlll,. aMu.lly) for subets
slo.' to DaE in atcordlnet "Ith
....PGrtlng teqlollre:ltnts.

(4) Mru,l ~ort,.

(b) Mo.thl,. quarter!, ••nd
ualtnRl.l11 ,..portl.

d. ~~;r~l1; ~:~~:'r:~;':Jles
~IOyI" fOf' the PoIrpoSl cf Of"lenta·
t ton, rendlring antstantl or NUl'Ig
studlesj, I.c'ushlt trr reporU regardlnt
I:l4INgernont ap~raha1s.

RE !ENTION PlAlOD

3 .,-an.

) )'Olrs, or ,fter
GAO audit, .... Ich·
lIVer Is earUer.

I Ylar.

3,.....

lIEM
!!J!,.... DESCRIPTION or RECORDS

(l) Inttrnlt lonal al'\d Nt tenoll
ccnh~cM in '" Ich DOE " a
P4rt Ic t point:

(.) Official flIes ",Int.toed b1
the ccmtractor responstble
for coordinating the 00£
effort.

(b) All other cople••

(2) DOE-wldo staff or "eld offtce
Nettn95 of Qisslon (progr4j;1)
gl'OU!'S.

(a) Offlct,' fnes of spOtlsor1ng
contr.ctar.

(b) All other coptes.

(3) Dor-wlde staff or field office
c::wet In9S cf support voup,.

(6) Offtctal fttu of sponsoring
conV4ctor.

(b) All other coptes.

(4) ConferenctS, meetln9s. con¥~t1ons.

Syr.lpOS IU1il\, 6t\d scell n....s not
sponsored b.... DOr or tts contractor".

RETENTION PERIOD

3 feln. or Wltn l"IO
lon;.r rtf'eC!N for
roference, ",tch,ver
11 earUer.

Z years. or Wien no
10n90' needed lor
reforenClt, "'tche,~,.

ts ~ar1ter.

10,.....

Z )'elM, cr ""en no
longe-r ~d for
referente• .taleM"r
II tarl ter.
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CONTRACTOR RECOROS SCHEDUlE 16 

ITEM 
!!l!!.... DESCRIPIIO~ Of RECOiliS 

6. RECOiliS MDLDIIoliS FILES. Stothtlcal 
RportS of ... corels holdl"9' ,.qulred 
by tho Gener.l Servtces A~tfttstr4t1o:n. 
Including feeder report' 'raJ all offices 
.M ct.U on the vol~ of retards disposed 
of b, iestrvction or tr,nsfer. 

7. P;!OJECT CO~1R()L FILES. Mooorond4. reports. 
ana Oibir "lcora, dOCu=atnttng U$t'i~!\U 
~rc" mi;! CQ<::I)1etton of projects. 

8. REPOH FILES. 

a. (RESERVED) 

b. Acthlty.nd Stahl ,..ports. conSist'", 
of teatu.i. unittlc.I, or graphic 
Calter, ~ared periOdiCAlly and 
reflecting acthttil"l tn, or $latus of, 
,"IQned funettcns. 

(I) Feeder or prellotn.1')' reports 
prepared b, subordl .. te units for 
centractor a.JNge:::ent. 

R[1ENII~ PERIOD 

) )'ears. 

Destroy 1 ,..r afhr 
the ~.r In .nle" the 
pl1IJect Is clOSed. 

(.) _I, ,nd ",nth1y reports. 3 ye.r •• 

(b) Quarterly. stc:lhnnu4l, and 6 years. 
annual reports. 

(2) Reports h.avlng archha1 and Permanent. 
Mstorlcal tnt.relt. Including 
co..,tnetor QlNI~nt 's periodic 
reports tv oot, \el1,.''''roIal and 
,MUII II&D5i"1 repcrts fer phnt 
operatiOM, annua' technical 
,cthtty Qlnton reports. ,nd UICISO 
dUcrlblng and rol.tlng cor ... ctho 
actton for Ilnusu.' tnc:ld&nU and 
occurter'tCII!S. 

CONTRACTOR R!COROS SCHEDULE 16 

~ DESCRIPTION or RECORDS RE IENIION PERIOO 

c. i'eru. OtMr Than "'tt.-Itl c.r StilUS 'm1s. usuuty tcnc.rnlng a single 
unet on ... subject. prepared perIodI

cally, occasionally, or en one-ttl;:,e bash 
and dlrocted to hl;h1tT" or equal leyels 
of organtZAtton for su:w:.arhattcn cr 
l0t41 Inclullon tn fhal reports. 

n) F Hdtr or prellat nal')' ..... rt •• 

(.) W.ol, .. d oonthi, reports. 

'b) QUlrterly, s~lfnnual, annual, 
ceclI'anal, and ono-Ut"e 
raporu. 

(2) A¢;llnlstr.the and ""11(1.1 """"I')' 
repcrtl. cowering f"ncttons, such IS 
FrGC'Urtatnt. tost 4CCOUnttR9, budgtt, 
Plnonnel, Innntorl". f.eld 
prlnttni. and safety. prepared fn:J:l 
source records by Contrlcton 
periodically (",nthly. ",.rterl,. 
Hata.nnulll,. aMu.lly) for subels
slo.' to DaE tn atcordlne. ""th 
"",porttng f'eCllollre:11nts. 

(a) Mru,l ~orts. 

(b) Monthly. quarterl, •• nd 
sea1tnNlI' ,..ports. 

d. !~;rfnl1; ~:~~:'r:~;':Jles 
~IOJlts 'Of' the PoIrpoSl of Of"tenU· 
t ion, rendering a"hUnte 01" NUI'Ig 
studtesj, I.e'ushe ~ reports regardlflt 
ClaNiernont ap~rahals. 

3 .,-an. 

) 1O"rs, or after 
GAO audit, .... Ich· 
IIVar ts earUer. 

I year. 

3 ye .... 

IlEM 
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CO~TRACTOR RECOROS SCHEOOL( 16 

ITEM 
!!l!!.... OESCR IPIIOll OF RE=S R£T£NIIOll PER 100 

e. "~fta,e:ent A"ratul Aeports, doc:u. 6 yean_ 
CQntng thenatngs

l 
cc~'usft)ns. and 

rt"COInJndatlons r'QIu ling fto:l rcvt<!'Ws 
of fictlttating progr4lms or functions 
of DOE cCXDponents and cent neter" 
prC'PAr~ 'rc:t .uta 9Ithered <turing 
"tstu to insUl1.ttoft1, or 'r!XI t'1~\. 
n.tlon of n-pcrts and C:Ocl.Qtntl, or 
bottl. ueluShe of Audit reports and 
rltports evaluating or .p~rahtng th~ 
subsUnt tve or progr4r.'l:'!l4lttc fURet tens 
of DOE and Its contractors. 

9. (RESERVlO) 

10. ~P'1~ PAPERS. ProJfct b.1ctgro.:nd re-cords 
iKh'is~, anllyses, notes, drafts, 
and Interl!:! reports. 

II. RECORDS iWlAGEMrNT FILES. R.ports. corre
spondel'lCo. IUthoriJat 101'1"1, techniques. and 
related reeGrds coftc.rnlnC) the ~,elo~nt 
aftlj lr.'.1)rove:::cnt of the Nn.~ement of 
records. Includes the r.ufto;ernent of ftlts. 
fOm1, correspo.ndencc, N I I, reports, 
mcro"'!:!. autocsattc d.U procl!sslng, Ylto' 
records. and related rltcords nat cov.red 
elSMere In t!'tts s.chc!dL.th. 

12. CG.V(REMCE AII!l CDMMIT1H R!COilIS. 

a, Con'erltnce. Meeting. and Convent ton 
Rocorch, Includtng (OptH Of phns, 
i'iiiiGUntcr.".C!nts, tn"ttations, aienda, 
paPQ" presented, su::nlries, and 
related ",porU. 

CONTRACTOR R!CO~OS SCH!DULE 16 

Until 6 ~nthS "Iter 
ftnal act Ion CIf'I project 
report, or 3 y~ars after 
Co.",1 et Ion of report if 
no final 4etlon h. 
taken. 

6 lears. 

!!l!!.... DESCRIPTION OF RECORDS R£1ENIION PERIOD 

(l' lntern.t lonal al'\d Nt ten,,1 
ccnh~cM in '" Ich DOE " a 
,,4rt Ic t point: 

(a) Official ftles ",Int.loed b, 
the ccmtractor responstble 
for coordinating the 00£ 
effort. 

(b) All other coptes. 

(2) DOE-wldo sUff or flold offtcc 
Netln9s of Qisston (progr41:1) 
groups. 

(a) OffiCi" 'Ues of sPQnsor1ng 
contr.(tar. 

(b) All other coptes. 

(3) ODE·.lde SUff or field offlco 
ant tn9S cf SUpport VOUP'_ 

(a) Official ftles of sponsoring 
contr4ctor. 

(b) All other copl ... 

(4) Conferenc.s, meettn9s, con¥~t1ons. 
Syr.lPOS IU1ill, 6Rd scell nlrS not 
sponsored b .... DO[ or tt s contractor,. 

3 fe.n, or WI,n 1"10 
lon;er neec!ed for 
roference, "'tchever 
11 earHer. 

Z years, or Wien no 
lan9O'r needed for 
reforeftu, "'Iche,~r 
ts ~ar1ter. 

10 ye .... 

Z )'eln. cr ""en no 
10nger needed for 
rtference, whlche,.r 
Is e"l ter. 



r
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COUTRACTOR RECORDS SCHEDULE 16

llEM
!!Q,.. D[SCRJPTlO~ OF RECORDS RETENTlDN PERIOD

(4) RepOrts containing s~r1es 3 years.
of vi ew~ prl!'$ente-d and act t en
Uken by the asserHbly and of
be-I'tef ttl derived fr(l;:) DOE
partlclpnion.

(b) All other material. 2 years. or ....en RO
longer needed for
reference, Wlfehe..-e,.
is earlier.

Attachment V-1
Page 163 (thru 174)

b. Board. COl:r.ltttee. Panel, ~tle$

conslsttng of charter, notices.
agendu. ctnutes. reports, rec~ncIa

t tons I and correspondence df reet 1)'
related to ttle mS1icn of the group.

(1) Official file'S of ·COC'f'I'Iltttees.·
·Panel SI" ·rUk Forces," ·Study
Tea..~." -WOrk Groups."
establ'shed 'nternally to provide
infomatton. advice. or recOCiFIen
dattcns to OOE or contractor
aana,ement (exclusive of 01"'9<1nl
utio"a1 surveys and 5tudie-s).

eZ) Files ~~iclutned by tndtvhlu41
~r::bers of cOQJtttee. panel. task
fo~e.

13. DRGANIZATlo~AL RECORDS.

a. Organization lind functional chartsi
public:dians. pol1C)' aRnounc~nU.
iSSu4ntes. instruct tons. and bulletins
iuued by and fot contrattor Nnagernent.

Co~TRACTOR RECORDS SCH£DULE 16

15 years after
temt nat fon of
assICjtr.aent.

Unt t 1 superseded,
Obsolete. or upon
temtnJdon of
rteI'\1I)etshtp.

ITEM
~ DESCRJPTlO~ or RECORDS

(I) Re<oT'd cop ....

(2) othor <opi •••

b. SUrYeyS And stl,ld;es Or Qrguilat ional
units dOO oper.ntng pnx:edut"E's,
inchcding fomal reports resulting
therefro:;l. except for records other
whe coveted tn thh Of' other
schedules.

(l) Docu~nting m1Sston pf'ogra"'S.

(2) Othe..

RETENTION PER JOD

3 years after
temt n",tion of
c:ontr.lltt.

UAtl1 superseded or
obsolete.

1 yeors .lifter
temfnat10n of
tontract.

Uf'lt i 1 superseded or
obsolete. or when 15
years old, lIlhichevef'
is earl ter.

r 
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COURACTOR RECORDS SCHEOUl£ 16 

lllH 
!!Q,.. D[SCRIPTlO~ OF RECORDS RETENTION PERIOD 

(4) Reports containing s~r1es 3 years. 
of vi ew~ prnente-d and act t en 
Uken by the asserHbly and of 
be-nef ttl derived fro;:, DOE 
part'clpnton. 

(b) All other material. 2 years. or .... en RO 
longer needed for 
reference, -mit"e ... e,. 
is earl ier. 

b. Board. COI:r.Itttee. Panel, ~tle$ 
conslsttng of charter, notices. 
agendu. clnutes, reports, rec~ncla
t tons I and correspondence df reet 1)' 
related to ttle mS1icn of the group. 

(1) Official file'S of ·COC'I'I'IItttees.· 
·Panel S I" ·T nk Forces," ·Study 
Te"'~." "'WOrk Groups." 
establ'shed 'nternally to provide 
infomatton. advice. or recOCili'Ien
dat1cns to OOE or contractor 
aana,ement (exclusive of org.tnt
utio"a1 surveys and 5tudie-s). 

(Z) Files ~~iclutned by tndtvh!u41 
~r::bers of cOQJtttee. p.!nel, task 
fo~e. 

13. ORGANIZATJO~AL RECORDS. 

a. Organization lind functional chartsi 
publlc:4ttans. peUe)' aRnounc~nU. 
issu.!nte1. tn1tructtons. and bulletins 
tuued by and fot contrattor Nnagernent. 

CO~TRACTO~ RECORDS SCH£OUL( \6 

15 years after 
temt nat fon of 
assICjtr.aent. 

Unt t 1 superseded. 
Obsolete, or upon 
temtnJdon of 
fileI'I1I)etshlp. 

~ DESCRIPTJO~ or RECORDS RHENTION PER 100 

(\) Re<oT'd cop .... 

(2) Othor (Opi.s. 

b. SUrYeyS And 1tl,ld;e1 Or orguhat ional 
unit1 dOO oper.nlng pr-oc:edut'es. 
Including fomal reports resulting 
therefro:;l. except for records other
wise coveted tn thtl Dr other 
schedules. 

(l) Docu~nting m1Ss10n progra"'S. 

(2) Others 

3 yean after 
temf n"tian of 
contr.!!tt. 

Untll superseded or 
obsolete. 

1 year, after 
temfnatlon of 
,ontract. 

Unt i 1 superseded or 
Obsolete. or when 15 
years old. whichever 
is earlier. 

Attachment V-1 
Page 163 (thru 174) 
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IrEK
~ oEscalPnm. Of IlECDRDS RntllTl"~ PUIOD

6. CDl'J'lmR-REUTEO KAPS... 0'0 cop, of elch pIlllllshed......scrlpl. 'eminent. Off.. to

:~ec=~:r-~~~=t~~O~=:~ll:h::S• Nltlon.1 Archl... wlthl•
10 y.....

cocputer "stea, or the 9JOlIr.phlc
locltton of tnput luttans..

b. Iiord copy "'pS sCqulred II Sources of Su~tl DOE Fora AD-331.
uti far,. coc:putlr systea. AtcanSi a.tent ton .nd

Olspoul Autherlz.tlo••

c. C~to...plotted AlPS (hard copy SWnlt DOt Fom AD-nl.
prl.t...ts or a1crorlla outputl. Reccrds Retent ton .nd

Olspeul Author!:ltlon.

7. G1.Dl£S, TUllAlN KlllElS. AIID lIAISED RElItF
toJi. ihr"H'-dloensiGnli t.".~in _is
'iiiirralsed ..lI.f ",ps... ene relJ""e-ntithe s~1e of eadt typO. Ponuncnt. Offer to

llItlonol Archh.. wlthl•
I 10" .f procluctl on. D'
...... 110 10.r neoded.

b. R_I.I'll It_. U.t II no longor needed
ID' Co.traclor use.

8. flNOI~G AIDS. Graphl c or wrltte. l.dD"S rollow dhposltlo.
.Ra other flndl'9 .ldS ..htl'll to ",ps. nlndlrd for rehted

NpS.

g. SURYEr fiELD NOrtS, GEODETIC CDllrROLS, NIIl Plm.lrlCult. Orfer to
cOl(JSuiAfio;,s. (Hlrd ccpy or Hlcro/ll ..,. H.tlo'il Arch"os
Held not" frca surveys. abserovatiOftS. wltht. 10 10Irs Ifter
and elCplcrlttans. conshttng of I "mntng COl'Plotlon of resultant
.CCCUftt of the teff~tn. geologtul notes. ...p.
IOItor depths, I dill, log .. jou"",'
(often. noteboot., tr'a.laUen d'~9r~,

.MaUted aertll ,:hatCV'phs, Ind ",r"1
cOl'PuUtlonsl.

RETENTlo., PERIOD

Sllll:tlt DOE fora ADonl.
Records R.te.tlon Ind
Ohposal AuthorlZltlon.

IWaJSCRIPr. STlCQJP. "''ill AN.'lOTATEO KAPS.
kips for &cnnUt.rauve use. nsurch. or
ellllbits or w,lI dhploys; ...p Inclosures

:~~~:c";;1:.~r.n:~=i. o~~~~:r~
sk.tches. 'nd ...utlc.1 depth-S...ndl"ll
sh.tt.Si f1n.l mRUur1pt -SPDath SheOts.·
'nd 'fll, shoots" sh...lq the results .•f
SU"~S; "'PS 0' IOrhl phelOllraphlc prl.ts
Imotated with fl.ld SU"~ I.fercatlon.
1.ltlll hlnd-drown phetOllr""",t,lc st....
plettl"llS f..... lorhi phol.,phSI Ind
pYCOfshe.ts or o..,loys thaI bear
IMetitiOns resulti"ll f ..... field chectl"ll
gr ft,1ttc.ttGft of suntJ dIU cr thn Ire
IIIllCtited to shl* _ .... of I.fomotlo.
uud eft the mp..

I.

Q!l!TRACTlllt REce;tDS SCl«OUlE 17

CNlTOGltAPHIC. ROOT[ SENSING IKAGU'. A.'lll RELATED RECDilllS

Thh scll<lclul. co..rs urt<lsrophlc t. ,".slng I"'ll'''' ••1Id ..ht.d ....ords.
Record. crelted ~rlor to I-I-SO st be o'flred to the Nill on,l ArcM.os before
1~~lylq the dhposltlo. sUndirds I. tIlh scheclull.

ClrtOClrapMc ....ord. I'clude ...ps. chlres (hydrollraphlc••'utlc,l ....lth.,.
•nd ooroMutlcllI. ~tCl"l~s••ths.s. urtOllr..... lllobes. Ind rolter o:o4ell.
R.lot.d records Ire those records th,t fo", ,. I.tlllril ~.rt of tho Ol!pootlng

~~~~·:"::~I;:. ':~.:~:~ 'f.::i'::1::~c ~:~~~s~f":l:o h:'::'''rl~s:~~::.
I. &lIt....tld storall' s.d ret,I...1 S1lt_ I.. co••red by R.cords Schedule 20.

R_t. so.sl'll ""'go". COYI.. IIrhl ~t.'PhS 'nd vhuII I",gos of the
urfKe at the Itlrth hten fr~ .h1)Orne "Melts for t ...lultlon, Clasur1ng,
or ~Ing the cultur.1 Ind pllystc.1 'Oltures of the I.ndsupo; Ind related
Ind .

Addltl_1 descrt~t1ve Info....tlon oppllClble to the disposition I.structions
for selected It_ Ire Ir.clllded I. ~IIMto". not.. at the end of thIS so_Ie.

Thh so_Ie Is Ilrood Ind coo;>l.....u ot..., ..heclulos.

!Till
.!!!:... DESCRIPTlDll Of RrCDiOS

CDllTRACTDR RECDlIOS SCHEME 17 CDHTRACT~ RECDaDS SCHEDUlE 17

!Till
~ OESCRIPTlDll Of RECD20S

SUbol I ODE f Dr:> AD-3n.
Records R.I••tlo. Ind
Olspoul Autho,l ut to••

UnlII "' longor needed
for controctar use.

Subolt DOE fora AD-331.
AecardS Aetent tOft and
Olspeul Authorhltlo••

SUIl:lIt DOE F.ra AD-331.
Records Retention aM
Otlpoul Authortnticn.

Until "" longo, needed
for contr'ClO-r use.

RETUTICH PERllJtl

(II UN.notated.

(1) MIIOI.ted.

b. Cap,. Regat ives, 1nterneglthU,
rectlfted nell.thes, .nd llllu pht.
'"lIItlYes.

(II MIIOUted.

c. Prints.

(21 ),n.nIlOUled.

I. Or1glftl' or mster neogathe.

VJ:RTlCA!. Alill oaL~ AERial fiLM.
INII I~. Vt1'tlc,I'ndlftfqllO mt.~ 4l:d ""Ito. color.

er -fahe coler,· hte,ludtng photo Inde_"
(controlled or ""conl,,,lIed oo..lesl.
fll-,I II•• Indo.... or COCrdtNt. Vld
s,st_ .sed IS rtndl'9 lid••

17.

ifill
~ OESCRIPTlD:C Of R£ClIilDS

10. thrGUih 15. ,(RESER'ltO)

16.

POmlnant.

SU~lt DOE Fora AD-3J1.
Reconh Aetlfntl on .nd
Olspoul authorization.

foll ... dlsposltio.
sund.rd for related
hard copy records.

5u=H DOE F.ra AD-331.
Record\ Rete.tion Ind
Disposal Autherl rltlo••

RETENTlDll PUIDD

Ilest"" 1 10" Iftor
pWllcltien or resul".t
"'P. or I lOar dt~ 110
~f:ro~Ktd for

b. If only \he alcroflla cenl.s e.lSt.

CNlTDGaAPHIC RrCDIDS PREPARED ouall;S
IRiDDllbIXit sims at MliUiiGN.
scr,biS pl.siie Sheen. color HPlr.t Ictn
shoots, c_sll.. ~replrod IS I step I.
\he Nklns of col., _rotien sheots.
pholfllrlphle II09Ilhos. llills pilI.

:r':l~fl.~':~':;f.fs~JI:S.
flNI ..,Islo•• "correctlon m.· "'pS
lIl",uted to s"'* correctlons to be
Incorporated I.to the .ul edition or
tIlo pIlllllshed ...p••nd .talhr It....
"'os. I.fomotlon co.le.t Is clupllcated
by the flNI pllllilshed OIIp.

PuBlISIlEO KAPS. One copy of OIch
_t,.cto...~rOcluced pIlllllshed "'P. aths.
portfolio. Ind phet....P. tncilldl"ll OIch
edl tlen and ..rll.t. Ind ,II rehled
IndOl.. (In nap 0' ether fOrDl.

KAP Hlsr~, CASE FILES NIIl SDUilct MATERial.
lip Chir£ htslC1'1 Cist files aocu::ltft£lft9
pl ....lns. _Ins. field ...ft, Ind
prcduCtlon ......vision of .peclflc AlPS.
and IClUrceS of tnfCI'QI:tt~. s-pecUtc.a'Uons,
loc.tlon dl.vaas, Ind Clrtevlpher's
netes.

IW'S OM MICIOfll...

•• If both ..lglNI bird COllY alPS I.d
a1Ct'Cflla COllies ••I.t.

5.

3.

I.

4.

a. Ortgtn.l or Niter nQgathe. Sub.lt DOE Fom AD-331.
Rocords Roto.t 10' ••d
Olspoul Aulhorlutlo••
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g!l!!RACTOt REcc;tDS SCl«IIUlE 17 

CNlTOGItAPHIC, ROOT[ SENSI"' IKAGlR'. A.~ RELATED REcoaDS 

This scMel_le co .. rs cortosrophlc, ..... t. u.slng 1"'11''''' .1Id rehted l"OCords. 
A.cord. cre.ted ~rlor to I-I-SO .. 1St b& ."Ired t. tlla H.lI .... 1 ArchIYe. b&f ... 
• pplyl"!! tlla dlsposltl.n SUndird. I. Ulis "lIadu'l. 

Can09raphlc ..... rd. I.clude "'ps, chins (hydrollraphlc ••• _tlcll, welthe., 
• nd IOronautlcIII. pllatCO>lps. athse., cartlllr .... \l1o ... s •• nd ... lIe, o::a4els. 
R.llt.d ..... rdS .re th .. e records th.t fol'll " Intoll,al ~.n ., the "'poatlng 

~~~~':..::~.;:. fl~.:~:":'..t 'f.::i'::1::~c ~:!~!S~f":l:0 h!!:'''rl~':~!::' 
I. &lIt .... ted st"'lIe Ind retrl ... 1 "st_ .re cow.red by A.cords SChedu'e 20. 

A_t. lO.sl'lI .... go". _ ..... rh' pllat •• PU .nd whu.1 I",gos of tM 
urf.ce at the Iflrth hten fr~ .h1)Ornt "Melts for t ... lultion, Clasur1ng, 
or mpplng tlla cult.ral .nd phJslc.1 f •• t ...... f the I.ndscapo; and rellted 
Ind .... . 

AddIIl ... 1 descrlpthe Info .... llon oppllClbl1 t. tho dlsPOsltl ... I.structlons 
for selocted It_ are Ir.cluded In eapl& .. to". not .. at the end of UlU ,,_Ie. 

This ,,_Ie Is ......... nd coo;>l_nts other ,,_Ies. 

ITIII 
.!!!..... 

1. 

OESCRIPTlOli Of RECD2!)S 

IWaISCRIPr. STlCQJP. "'ill AN.'IOrATEO IlAPS. 
kips for &c:unu'trluve use. ",urch. or 
.ahlblts or w.1I dlspll1S; "'P IOcl .. ures 

:~r.~~c ~I:'~r.n:~=;. O[!~::r~ 
sk.tches •• nd ",utlcal depth-.oulldIO!! 
shttt.Si f1n.l AJRUur1pt -SPDath SMOU· 
.nd 'IIlr sheets' showl"!! the re.ults .f 
s ... ~.; "'PS .r .erlal photlllraphic prInts 
• m.tated with field .u .. ~ l.f.""lIon. 
1.ltI.1 h.ndadrawn photogr""",trlc stt""" 
~Iottlnvs f .... 1 .. 111 phot.aphs; .nd 
proafshe.ts or .... Ioss thlt .... r 
.Mot.tI ... res-ltlO!! f .... fI.ld chectlO\l 
gr ft,1ftc.ttGft of sUnQ d,U cr thlt Ire 
IIIMtited t. show source of l.f ..... ll0. 
uud eft the mp .. 

COlITRACtoa RECClIOS SCHEME 17 

RUEftTlD.' PERIOD 

SolI"'t OOE f.ra AD-33I. 
AoCOrdS Aeto.lI .... nd 
Disposal Auth.rlzatlon. 

~ ~=.l.ll:::'=..:!:l::= RUENTlOli PUIOO 

Z. 

3. 

4. 

5. 

~~~'Ian 
shoots. c_slt .. ~rcp.red H • step I. 
U>e Ntl"ll .f col.r separltl ... sheots. 
photogr.phlC negothes. gllSs plate :r.: 1~:ls =.~:!.'1"".:::.f.=-JI~S. 
fl .. 1 re.lsl ••• • ....... tI •• file' "'pS 
llloeUted t. show c.rrectlons t .... 
I".rporated i.t. the next edition .f 
UI. polIlIshed "'P. and slalhr It"'" 
....... I.f ...... tlon co'lent Is duplicated 
bl tho final pollilshed map. 

PUBlISIltO IlAPS. One c.py of euh 
_£r.ct ... prOc!uced published "'P. atla., 
ponf.II •• and phot .... p. 1 .. ludi"ll •• ch 
edl .. on and .. rlo.t. ond all related 
Indll" (In aap or othor f.ro). 

IIAP HISTIlRT CASE FILES NIl) ~mIAl. 
lip Chir£ htstC1'1 e,st file;&U::ltfttrft9 
pl .... I"II • .....,1"11. field wart. Ind 
proc!uCtian and ,.., .. Ioa .f .~Iflc AlPS. 
and IWrc8S of tnfCI'QI:tt~. s-pecUic.a'ttons, 
loc.tlon 41._. lnd cartosr.phtr's 
notes. 

IW'S G_ MlaOflLIC, 

I. If "'th .. lgl .. 1 hlrd capt "'pS •• 4 
alcroflla caples e.lst. 

b. If only U>e alcroflla conlo. Ialst. 

U.strol I ,..r .ft .. 
publication .f resulu.t 
"'p, .r I ,..r aftor 110 

~r,ro~Ktd for 

Pamlnant. 

s.=it DOt F.ra ADo3ll, 
Rec.rds Aettntlon .nd 
Disposal Authorl r.tI ••• 

SUbtllt DOE r.m ADo33\. 
Rteonil Aetentl on ond 
Disposal Auth •• lr.II .... 

Follow dls~ •• ltlo. 
Stlnd.rd f.r related 
hard COPt rec.rds. 

ITt" 
~ 

6. 

7. 

8. 

9. 

Hili 
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oESCRIPTlm. Of RECORDS RnEIIllo.~ PUIOD 

CDI'J'UTER-AELATEo IlAPS. .. 0 •• COPI of each pul>llshed, " .... crlpt. 'eminent. Offer t • 

:;;. c=~!n.~~=I~~.!=:!II!h:;S. N.II ... 1 Archl.e • ..ttM • 
10101.s. 

ccr.puter systta t or the 9!O!Ir.phlc 
locltton of tnput luttans .. 

b. IUrd COPI "'PS aequlred IS scurc ••• f S.b:>lt OOE f.", AD-331. 
Uti far,. coc:putlr systea. Atcard, altent t on .nd 

Disposal Authorl .. tlo •• 

c. C~u .. pl.tted AlPS (hlrd con ~olt OOt fom AD-331. 
prl.t ... ts .r alaoflla .. tput). RecGrds Retent ton ,nd 

Disposal Auth.rh.tto •• 

Gl.OZ£S, TUlIAlN _[lS, AIID RAISED RELIEf 
ttiJi. ihr"H'-dloension,u ten-.ln Cii&is 
'iiiir ra I sed ,..1101 ... ps. 

I. ene relW'Ue-ntithe s~le of eadt tyl'O. Ponuncnt. Off .. to 
IIItI ... 1 Archlv .. within 
1 year .f proc!ucllan. D. 
wile' no I •• r needed. 

b. R .... I.I.g Ito:o5. Unt 1\ no I.ngor needed 
for C.ntractor ute. 

~~D:~.~ln;"'I~~a~~~ ~1:r:~~·~.I~:::S f.llow dlsp.sltl •• 
n.nd.rd f.r r.hted 
!:lips. 

Plm.lncuit • Offer t. 
R.II.'al Arch ... s 
wlthl. 10 ye ... after 
cDI'Phtl .... f res.ltlnt 

.f the ",~. 

wtor dcptbs, I 
(.ft •• I notcb ...... 
.MaUled aerhl ,:hatCV'phs, .nd wrwe,)' 
CClq>ut.tI .... ). 

CO~1RACTIlR RECIlRDS SCHEDUlE 17 

~ OESCRIPTIOlC Of 8tCllilOS RETUTIIm PEAI!I! 

10. thrGUih IS. ,(A(SER'/(O) 

16. 

17. 

VERTIUL NIl) oaL~ AERIal FILM. 
~llNi i@g AI~t!. Vt1'tlc,1 jiM 
06lfque fffii T.~C£ .... ""Itt. c.lor. 
or -fahe coler.· htC,ludtng photo .nde." 
(controlled .. unc ... trolled oo .. les). 
f11~t lI.e Indo ..... r coordinate Vld 
slst_ .sed a. ftndl.g ald •• 

,. Or1glftll or ms-tel" neogathe. 

b. Co.P1 Regal ives. 1nterneglt hU. 
rectifIed neglthes, and glass plat. 
nO\llIl.es. 

(I) Annotated. 

(2) )In.nnoUted. 

c. Prints. 

(I) An""tlted. 

(2) Unannotated. 

't Ortttnl' or Nster negathe. 

Su""l t DOE f om AD-331. 
Rec-grdS Aeteftt tOft and 
Disposal Authorlz.tI ••• 

SUb:>1 t ODE r.m AD-lll. 
Rec.rds A.t.ntl.n and 
Disposal Autho.1 rat I ••• 

Until no langor needed 
for contr.eta-I" use. 

SUb:li t DOE r.m AD-331, 
Records R~teltttcn aM 
Ohpoul AuthortnUcn. 

Until no longo ... eded 
for contrlcla-r use. 

Subolt DOE r.m AD-331. 
Rec.rds R.t.ntl.n a.d 
Disposal Auth.rlzatlen. 
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co.~TR.lCTOR RECORDS SCtttllClLE 17
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Illll
~ DtSCllIPTllllI Of RECORDS

b. Prints.

(I) AnnOllled.

(l) V..nnollled.

RET£lITllllI PUllIO

SubmIt DOE rom AD.lll.
RecordS RIl.nlIOll .nd
DIsposII Aat~erl..llon.

Vnt II no long.r ..tdt4
for CQntr4ctor us.e.

18. rIlolll§ AIDS. "'010 ftlut.s f11~I line
inilexos.. cOdQd gtlds .. coordinate grids,
.nd oUltr find! ng .Ids ....hU ng 10 .....,to
senSing 1"''101')'.

roll ... dUposlUOII
standlrd fer ....hled
"""10 Stnsl.g t...'I01')'
~n".

'",0.

I..... I .~""'.~ g

Tho teRl ~p. h USN is 4 gtnerfc ttl'Q fat' A1IPI, cb...ts, cartog:r.a;zs. aMi
a.hus. Th...rd 'pul>Il~' Is uSed '0 ....n "'ps or cII.rts ....prodlleed I•
...lttolo COOl.. D7 prl.U.g. ",,"Iog..pll. or slallar _OSSIS. If Mod
co~Ied edltto.s .... flied wllh ott:er ",bllshed "'Ps f. I con.rol or Nst.r
fn •• do nol ........ It:e Mild-COrrected coptes: los'••d. ""lntol. tho fn. I.
orlgl ..1 Ord.r.

~

",os USed for l'pUt Inlo I ~u'er SlSlO.. "'I hoyt _rIng ••1•• for .
• ..,hl.lng It:e ..tque l.fo....U...sed I. til. SlSt... or 10 ftrlfl tt:e orlgl..1
sourc. of Info.....I... If til. Ill.. Ir••rrangad In • _ or Ilph.boUlad
fll., ...... In til. orlgl••1 .nd c....I.U erd.r. FInding lIdS should bo ...utoed
I. conjunct leo wH~ l~. mops. .

.!!!!:!.!S
An ...1••1100 of It:eSt ...ps ...It tile 1'10 .ccounl lhe .....rocluclbllll1.
nooetlth cctSS, .nd ,.,Ibl 1111 of It:e IIIOS.

CONTRACTOR RWliDS SCHEDULE 17

.!l!!!.l

~:e:':~I~~~I:::I1:c:'~ ~:~::: ~~sr. ~~or~~ca:~~S:~:~':Ced
er ..."",hled by I~. oont...Ior I••• afftel.l ••p.Clll should be" pr.ser.ed
ptrDInent1y •

.!!!!.!
Cr,phfc fndelU ,reo NIpS (OJ\ufn'ng 11..1. t)'t'bols, or colors dntgned to show
the 9:OV.phtc CQwer.St. BAtts. or sUtt of c:ocplettCfl of each Ilea In I series
or ",IUp'. sot of ...p records. Other findIng ~Ids <111 loc'ud...tllo. NO
lists. boa HsU. c:.rd ftlt Itldues. cr m9neUc Upe or ather aochlne-rucllble
ff ndlog .tdS.

ll!!.!
Sor..., notes I....Chl........d.bl. form 1111 be ........nI11 ••Iu.ble. Guldell..s
for It:e dlsposltto. Of 1U1""'I.d records ..... found I. Records 5c~ed.le ZD.

Itea 16

Vertical .orlll fila con,IsU of fila I""gos IMt .........,od wllh It:e cpUetl
..Is of It:e ..".rl .p_tllllel, perpendteullr to tile .Irth's surf.c••nd wllh
Ihe fila 1",'10 IS .tlrl, ~rl,alltll .s pr••Ucabl••

Obll quO ...111 fila Cons isIS of ftla '""ges t~.I ..... "'do with tile c........Is
dl ...oted bol..... the herllont.1 .nd Ille ..rtleal. Oblique pllologr.ph,y Is
gonerll1, uSld for rec""OIIsSInc. PUrpoSIS tnd 1111 bo ....p.UIh.. ""'PlUth••
noo...s.ntll I•• s~l.. ""1 be selected by .grooant wllh N.U...I ArcllhOS•

.!!!!!.!l
These 5en$Or '1y'Stees provtde llhotogr,ph1c tNgcry. somttt:lts ..fter connrston or
trlnsf.rr.l of Info.... tlon frO<! raw d.u, r~o rtIa Is .ansldoNd 10 be tho
prta.ny rKctd. The r4lll dIe... If machlftt-rt.adiblt. 's coured b)" Records
Sc:~le 20. (No.npbota!ill"'jpl'lte sensor reco.rds 'SUCh &I metofa'It, ndiClCltlt.
tl'tel"Cll tnfrlrcd. t.htm.ll u1r:rawtold, .ncI ncJnt~9I''''' r.adar Ire not CO"red b1
'~h .modulo.)

'" ,0. 
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co.~TR.lCTOR RECORDS SCHtIlClLE 17 

lTD! 
~ DtSCllIPflllll Of REtcaDs 

18. 

b. Prints. 

(I) AnnOllled. 

(l) Unannotlted. 

F1MU!i!j AIDS. "'010 "'$II.s f11~1 lint 
inilexos .. cOdQd gtlds. coordinate grids, 
.nd other flndl ng .Ids .... hU ng to ""'10 
senSIng 1",'iOI'7. 

It .... I t~!l!!/.h g 

RET£HTIOlI PUIOO 

Suhal t DOE rom AD.lll. 
Rec.rdS R.I.nIIOll .nd 
Dlspe.11 AuI~erl .. lIon. 

Unl II no longer .. edt4 
for CQntr4ctor us.e. 

Fallow dlSposlUOII 
nandard f •• rehled 
....,t. IInslng 1 ... 'i01'7 
~n". 

Tho teRl ~p. h USN is 4 gtnerfc tlrQ fat' AlPS, cbuts. clttog:r.a;zs. aMi 
IthsH. Th ... rd 'PU!>II~' Is .Sed to .... n "'ps or eII.ru .... pl'Ol!oeed tn 
... 111010 .opl.s D7 prtnUng. pMlogr.plI. or stalll' _USH. If Mild· 
......... Ied edltt.ns "no flied with ot~. ",bllshed ...... tn I contrll or "'''or 
fl1 •• do nol ..". .. I~ Mnd-C • ......ced coptes: Inste.d. ",,!nUl. tho fl1. tn 
original order. 

~ 

",ps .Sed for tnput tnto I ~.t ... SISU .. "'1 111,. _rtng ,.t •• for . 
e",htnlng t~ .. tque l.f ..... U on .sed I. the slst ... a. 10 ftrlfl t~ .. lgt .. 1 
source of Info .... tt... If the IlIPS Ir. ,""nged In • _ or IlphabeUled 
fll ...... t.t. the .. lgl •• 1 .nd coepl.U erder. FInding aidS should be "UI~ 
tn conjunct Ion wi th tho .. ps. . 

.l!!!:!.!S 
An h.I •• lIen of t~ .. aaps ",It tile Into .ccount tho I'OjlroclvclbllllJ. 
nopetlt ..... t ......... SS •• nd I.glbility of t~ "' .... 

CONTRACTOR RWlltDS SCHEOUlE 17 

.l!!!!.l 

:!:e:':~I~~~I:::I1:c~~ ~:~::: !~sr. ~~or~!Co:'!~':~:~':Ced 
er a"",",hled by the controeto. I •• n offiCial cap •• lty should be pr.urved 
ptrDInent1y. 

lli!.! 
Cr,phfc htctelu ,re NIpS (OJ\u1n'ng I1nel t ,)'t'bols, or colors dH1gned to show 
the 9:OS".phtc CQyer.St, BAits. or sUtt of c:ocpletiCfl of each 1tea tn I series 
or ",IUple s.t of "'P rocords. Other fln41ng ~14s ,,"y Inc'ude .. Itto. NP 
lists. boa ItsU. C:lrd filt il'ldnes. cr rugnetic Upe or ather aochine-rucllble 
11 ndl"'l .ldS • 

.!l!!.! 
Sor..., not .. In ... Chl ...... d.bl. fo", "" be pe ...... ntly v.I •• bl.. GutdeJl .. s 
for t~ dlspolltlon of IUt"",ted records ..... found In Rocords Schedule ZOo 

Itea 16 

Vortl .. 1 ,.,111 fila cons!sts of ftla 1"'91S lMt ...... xposed with t~ optical 
.. Is of I~ ..".'1 IP_I",tel, perpendicular to the flrtb·. surf.c •• nd with 
tho fila 1",'iO .s .... 1, ~,I,ont.1 1$ pra.tlcable. 

Obit que ... 1.1 fila consists Of ftl .. I""ges th.1 are ... do with tho ..... r. axis 
directed bet .... the he,hontll .nd the vortlc.l. Oblique pltotogr.phy Is 
91ne,ally .SOd f.r roc"" .. Is ..... purposes and "'I be .... p.Ulh.. If repetltlv •• 
nop .... ntat I •• s~le • .. y be selected by .grtGOnt with N.tlonal Archives • 

.l!!!!..!l 
These St'n$Or '1y'Stees provtde llhotogr,ph1c tNgcl'l'. somtit:lts .after conversion or 
tr.ns'.,r.1 of Infomatlon frO<! raw dll.. Tho fila Is •• nsldeNd t. be tho 
prta.Jf)' rKctd. The ra-l dIe .. , If machlftt-rt.adiblt •• $ coum by Records 
Sc:~le 20. (No.npbotQ!ill"'lpl'Itc: sensor reco.rds such &I merofa'it, ndiClCltlr. 
tl'ter=al tnfrlrcd. t.htm.ll u1r:rawtolt't, .ncI ncJnt~9I''''' r.ad.r ,re not CO"M b1 
this SCltedulo., 

DOE 1324.2 
5-28-80 
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RETINTlDN PEaIOO

RETE~f1Ol1 P£RIOO

3 yelrs. or ], ye.rs
Iftt'r term NUon of
f.cUlty. IIltIlche..er
Is SOG1Ier..

C )'elrs. or 3 .)'tIn
after temtnatton of
facntty, ~I(tt"ver

ts Wener.

9. (RESERVED)

10. SUAVEY Ao~ IN$PECflON FilES GOVERtI1I£UT.
.. PO s 0 SUTft1S

I lnspe-ct ans Of Goftm:::l!'ftt-owned
helllUo. c.nducted t••n....... tdoqu&Q'
Of pt'otect. tve Ird pt'ncnthe miSures

~~a~:l::~:th:~r: ::f~~r:~encplastcn.
tnf.....U .. Ind flellitle. "itlost
ubotlgl' Ind IIIn.II~thcrtnd tftt"..

11. SURVEY Ao~ IM5PECTlo.~ FILES PRIVATELY

ns~ OM 0 priYlt:Grto:n:c. ;~:~~:t:=d
usl~"fd .ecurlty eQ9nlr.nc. by QO'.m:>enl
.genelesl Illd rll.ted PIpers.

12. INVESTIGATIVE FILES ICCu::>lhtlft9 f.... 2 y.....
in.,est1g.ttons Of fires, elploslons, am
accidents. con$lsting of retatned caples
of reports .11I rlhtod poper. ""en til.
cr1gil\l1 Aports I~ ",b=ttted for ~"h:w

Illd '11109 In lXlE or otlle...ot.letor

~~:~~~:::: ~=~l~gl::c=:SI::
SuCh. alnor Mturo thlt th01 lro ••Uled
locllly _Ithout ref...&1 t. other .rlltnlll
tlona1 e1fft3'nts.

CONTRACTOR RECOAOS SOIEllIJI.£ 18

FACILITIES S£CUOlITY AIlD PROT£CTlvE S£AVICES RECOllDS

Rccords relating to ntlSu1'n til.... for the protectlOl1 at Goverr=ent-OWtled
faelllU.s lod prh.tely operlted fle\lllles 9h.. s.e.rtty eognhlne. by the
Govermctnt frO':" unluthorhed IntI')', SDOUiO. or 10".

ITE"B!:.. OESCRIPflD.'I QF RECOA!IS

14. CllARD ASSI&lIll£UT FILES rolttlft9 t. 9Ultd
"SSi5~ftU 1M strengt.h.

U. PROPERTY PASS FILES .utho.l,lft9 ....,..11 of 3 "'lOthS .ft...
preperty or anerills.. c.plratt~n Cr

reowocatlon.

ReccrdS «e=ul,led In the Coinlstrltton of HCurt~ .I'd ,rotKthe unfce'S
Prt9r=s. Th~ rlht. t. eluslfled In'.....tl.. Oe_nUn9 tnd centrol. hellt
Ues'securlty Ind protect he urowtces. personnel security clo"rlft(:ct. and
-'9C1lCl' phnol09.

ITEM
!!2.... ~lPTlOli 01 RE01aDS

co.~raACToa REC(laDS SCKEll\ll.£ 18

SfMITI AIlD FROTICTlV£ SfArlCES RECOIlOS

security 4l1d proteetho so••leos rlcotds IllCludo til. ,"rlous ftl.s cruted
by eo.troetors t. eo.trol &nd prot.ct elus I'Ied l.fo....U ..; t. prot..t
Gl••rmont hell lUes f ..... uM.tlterlad entry, uhoU9., •• losSI t ••nsllTO

~:;.=to~:;t~~"::':t:~f~';:;:{~ ~l:::;:s g~;'jlll~~~f.
~loyed by •• SttUft9 eqll.l"'lnt f ..... tho cont.let••• 111I t. cle'.'.p 111I 11!\l1o
",nt ph.s for the protectlo. of Itf. 011I property und.r .... '9cncy eClllIU••s.
Aho Included I'" 'Ues af lleurtty untu. pard forcel, and other a-tl)'ntza-
U ...I .I...nltS d_nUft9 the control .f elusl'lfd Info....U ... &te.ss to
'o<:Il1Ues. ,lid In. ",st.rs.

This sctle:Nle IUt~ortze'S for dhposll records doc-~"tt"9 td:liratltra'.he
.actions rtllatlng to the abo.e functtcns.

SfCUIUTY AIlD PROnCTlVE SERrletS PRDAII RECORDS

I. (RESERVED)

CLASSIfiED IHfOIlllATlON ACCOUNTING AIlD CCNTROL RECCROS

R.CCtdS .=hUft9 f .......uures uteo to prat_ elu.lfled'lnf..... tton
fro> unlUt/le.lZe<l dlselosu~ In .ecotd&nco _Ith hocuth. Orclc. 10501••th••
becuthiC o.-.n, or stltut0rJ ar ,..,.,htol)' requtlWlOftU.

2. (RESERVED)

3. OOCUKEllT RECEIPT filES. Classified 2 yu...
acarsint.s race'pts. rel.t In.g to tho mel pt
aM Is....f eln.lfled _nt••

•• ~ESTRuCTlON etRIIFlUTES. CII..lfled 2 yu•••
(,ocuaents dtttru:ction certlfteatn
rtl.Un9 t. the destructl .. of eluslflcd_nt..

CC!lTllACTOa RECOllDS SCJ<IlIJI.E 18 ccnRACTOA RECOROS SCKlOUl.E 18

ITEM
~ OESCAIPIIo.~ OF RECORDS IU:T£lmON PERIOD

ITE"
!!Q.c. DESCR IPTION OF R[CQR05 RETEtITlON PER 100

For '''CIS tmder I:II"'~
securitl. deslro.1 J
)'elrs IUltt' tUTn-'n of
ke1. for other antIS.
destroy 6 I!lOnths after
tur.. ln of k.y.

:1 J'cars .fter ftnal
entry.

11ft•••

j. ledger records of arrost. cars ttekett'd, 3 years tlfter fiNl
ond outs Ido polle. conhCts. entry.

b. Reports, stltlCli!'nts af witnesses, 2 yean.
..mlft9 notIces. lad othe. caSt PlpC~
relating to Irren, CCQ'Ittcenu, Irw:! .
trtffte .Iohtt ....

e. R.ports on contlet of outsld. polle. ly.lr.
_Ith I>ulldlft9 oce_poou.

PlRSOllU- PROPERTY ACCw:lTASllITY fiLES
~1.t1ng to Iccountlbility lor personal
prop.rty lost 0' stol.o•

•• ~ed!l"r fll.s.

tI. Rr~rts. loss state:enu. receipts.
.11I othor Plpors reltt ln9 t. I.st
and feund Irtlcle-s.

17. In ACCIlIJ:lTAlIILlTY FILES "'ttlng to
ICCOU1'1t1t11il ity 'or keys hsued.

16.

I. Ledger ft'(ordl.. ], .Jelt's after ftnll
ent'7'

b. R~sts. InI1,Sl's. rltPQrts, chjn~ 2 .)'aus.
notices, Ind other Pl~r" rehtlntj to
post a..t9_nts alii strength
requtreaents.

15. roLlCE F~CTlll:IS FILES. FII., rlhtlft9 t.
uti eJereul' or police hnetlon,.

until rll&ted docu:::ont
Is cIoun9roded. t.ons
ferred. or dutroyed.

2 yel" .fter
I".lthortutton e_pl1'c,.

5 yelrs after cbcu::ents
shown CIt' form are
downgrlded, lrlnl-
f erred. or 4eltl"'01l'd.

I!lltll suFerse<le<l by I
~ fO/'"j or 1Ist. or
"PCn tur,..tn of
containers.

7.

5. CLASSIFlm llOCUllENT INYEllTOA' FILES. Forcs. 2 YClrJ.
I,agers. or reth£en usea to iIi& tlieftt Ity.

:"-:~lei:':~l;y~'~~:.~I=·~~r:'I'.
.f eln. t fled doeu:::ent rocalpts Ind
clestrucUon cortUlut.. 4l1d doc..,.nlS

:.~~~t:nT~I~tc$C~~~rhl ..,.rod
6. '01 SECRET ACCCIIXIIIlG AoW CD.'ITROL filES.

•• ::9:~~t~:t:a::~:b:tl~n~~~r.~'1S
Secret doc:u:ltnts. rtfhcUng the
receipt. dlspltch, ar destNctlen of
the docu::lltnU.

b. fa..... lee"'Po",lng dOC""".1S t. onsura
CoiitT""Ii19 control. Showlft9 nt=Ie, 0'
pe..CIlS hflldllft9 tlte doQl:lOnlS. Intrl
offlco routt.9. 111I _r&bl. diU.

ACetSS REW£ST FILES. Requests olld
auinarulrans 'or Indhldu.1s to hl.,e
•eeoss t. ehsslfled file••

8. CLASSIFlm OOCIlM£NT tolIT.IMER S£ClIlITY
fillS. torRS or I istl iis:td to record
"".11I ptdloct eoc:lllntUons• .-s of
IlIdhldulls tnowlft9 _IMUon•• 011I
ccqtlrlb1e diU LlSed to control Icceu
Into c~lSslfled docu=ent containers.

DOE 1324.2 
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co.~raACToa R(CQaDS SCI!ElllJl.£ 18 

SfrutlTl AIlD FROTICTlV£ S£ArlC£S RECOIIOS 

Security 4nd protecth. sor.lctl records Inclode til •• orlous fll.s crOited 
by cootrlct.rs t. c.otrol &rid prot.ct CIuslfled Inf ..... tlon; t. protcct 
Go •• rmont facilities f ..... u"utltorlad e<ltry. uh.ugo •• r loss; to ens.,.. 

~:;.=t o~:;t~~o::':t:!..f::!·;!;!{~ ~l:::;:s g!;'jnd~~~fs 
~I.yed by .r .. otlft9 eq>1.l"'Int f ..... the contract.r •• nd t. de.el.p ond 1",,1t· 
... nt phns f.r the protoctlon of It'e ond property IIMer .... '9tnCy condltt.ns. 
Aho Included Ire 'tles of lleurlty Llntu. pard forcel. and other G-t9';ntza-
tI ... 1 .I ..... U d_nUft9 tho control .f CIUsl'lfd In' ..... tI ... aCCeSS to 
'"I1It1es. ,nd In .... ttors. 

This scl'le:Nle IUt~ortze'S for dhposll records doc-~ntt"9 ,d:lirat'Straf.he 
utions relating to the ,bovt funct1cns. 

SfCUIUTY AIlD PROr£CTlY( SERYIC£S PRDAM RECORDS 

lecerd$. «e=:ul,led In the Coinlstrltton of HCurtll' .I'd ,rotKthe uNfce'S 
PrG9r=s. They relno to cluslfled Inf ..... tlon accounting and ce.trol. raclll· 
Ues'securtty Ind protect he urowtces. personnel so<:urtty clo"rlft(:ct. and 
-'9011Q' ph.nlng. 

ITEII 
!!2..... DUCRIPTIOli 01 RE01aDS AETINTION PEaIOO 

I. (RES£AvtO) 

CLASSlflEO IHfOIlllATiOH ACCOUNTING AIlD CONTROl RECOROS 

RecordS _=htlft9 f .... AlUurtS uton to F.t_ cluslfled'lnfomotlon 
fro> u._c.IZO<I dISclosure I •• ccord&nc •• Ith hocuth. Order 10501, other 
becuthlC 0.-'", or stltuto,,- or ",,,,"tOI)' requtlWlOftU. 

2. (RESERVEO) 

1. OOCUKElIT RECEIPT fiLES. CI ... lfled 2 ytlrs. 
acar::iint.s race'pts. rel.t 1n.g to tbet mel pt 
l1l1I Is ... of cl .. slfled _.ts. 

t. ~ESTAUCTION C£RTlFlCATES. Classified Z y ... s. 
(,ocuaenu dt$ll'UCuon cutl ftcatH 
.. lltln, to the destruction of cllsslfled 
_nts. 

collTRACtoa RECOAOS SO<IIIJI,E 18 

~ OESCRIPTlo.~ OF RECORDS RETErmON PERIOD 

5. CLASSIFlEO DOCUKEftT INYoooay FILES. Fores. 2 ytlrJ. 
I,agers. or re,hten usea to iii& tlieftt tty t 

!.,,:~lci!':~l;y~a~~:s~I=S!!~r:sl'. 
of cl .. sl fled d ........ t receIpts Ind 
destruction eortUleat .. 4nd dccu::e.U 
:.!:!!~ t:. T~I!tc$C~!~.hl .... red 

6. '01 SECRET ACCOIIXTlIIG A.W CCl.'ITROL fiLES. 

7. 

I. ::9:~~t~!t:"!:~:b:tl~.!~~ r.!OU 
Secret doc:u:ltnts. rtfhcUng the 
receipt, dispatch, or dellNctlcn of 
the docu::lltnU. 

b. Fo ..... ICC"'PIIQ'I.g dOC""".ts t. tIIsur. 
CoiitTnulft9 co.trol. sh ... lft9 I\0:I0, of 
persons hfndllng tlto doQl:ltnts, Intra· 
offleo routing, and co"" .. II>I. diU. 

ACC£SS REWEST FILES. Reqoosts.1Id 
auinorlZ1rans 'or Indh1du.1s to hl ... e 
ICCtsS t. classified fl1.s. 

8. CLASSIFIED OOCUMEIIT COlIT.IN[R SEClIlITY 
f IlU. torRS ar I.su iis:td to record 
""and podloct ca:l>lnatlons, .-s ., 
Indhldu.1s tnowlft9 _Inatlons, .nd 
cc:qtuab1e diU LlSed to control Ieee" 
tnto c~lSltfted docu=ent containers. 

5 years after cbcu::enu 
shown ~ form are 
downgraded, tranl-
f erred. or 4e'Stl"'01l'd. 

Until related docu:::ent 
Is doungraded. trans· 
'erred, or dutroytd. 

2 y.lrs Irter 
..... thorir.tton e_plre,. 

II1Itll suferstded by I 
~ fO/'"j or list. or 
upcn turn.tn of 
contliners. 

ITEII 
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roNrRACTO~ RECoaOS SOIEIl\JI.E 18 

FACILITIES SEcuoun AIlD PROT[CTIVE S£AYIC£S REcoaoS 

Records rehttng to ntlSurH t ....... for the protKtiOl1 of Goven=ent-OWtIed 
facilities and prhltely cp.rated r.cllltles gl .. n 'tcurlty c.gnhlnc. by tho 
Govermctnt 'rer:" unauthorhed IntI')'. uboUIO. Or 10". 

11[11 
B!:.. OESCRIPTlCl.'I QF R£=S 

9. (RESERYED) 

10. SURYU A.~ INSPECTION FILES GOV[RtI!I[U!. 
.. PO s 0 SUTft1S 

I lnspe-ct ans Of Goftm:::l!'ftt-owned 
facllitios conducted to ensure &deq .. Q' 
of protective an:! prnent he nliSUreS 

!:!a~:l:!~:t h:~r: :!f!~'":~ encp1astcn, 
Inr ..... tlon and r.cllttles _golnlt 
ubouge Ind "n.II~thcrtnd tfttl)". 

II. 5U~YEY A.o;D INSPECTlo., FILES PRIVATELY 

ns~ OM 0 priYit:Grto!n:c. ;~:~~:t:=d 
u,I~"" security cog.hlnc. by &o.t"""O\ 
liOneles; and .. Iated papers. 

RETE~TlOli P[RIOO 

1 ye.rs. or 3 yo.rs 
ilttr term NUon of 
f.cUtt)' .. IIItIlche .. er 
is SOGrIer .. 

C )'elrs. or l .)'tIn 
after temlNtton of 
f,cUtty, ~t(tt"vet 
h Wener .. 

12. IIIYESTlGATlVE FlUS a«"""htlft9 f.... 2 y ..... 
innst1glUons Of fires, elplostons. aRJ 
accident'll con$lsting of retatned copl,s 
of reports and rehted pape.s ""en til. 
cr1gtIY1 Aports a~ sut=itted for ~"h:w 
Ind fn log In DOE or other contractor 

~~!~i~!::! ~=~1~9 a::c=:, a:: 
soCh I atnor .. tu.o that they .... seUled 
locally wlth ... t rere .. " to other or!lolnl .. • 
tional e1fft3'nts. 

13. PROPERTY PASS FILES luthcrl,lft9 ....,..11 of ] """'hi Ifter 
prcpert)' or anerills.. e.plratl~n Cr 

re'Vocatlon. 

14. CUARD AS51&111([NT fILES relatlft9 t. guard 
"SSi5~ftU ItId stteftgt.h. 

conRACToa RECOROS SCKEOUl.E 18 

!!Q.... OESCR IPIIOR OF RECOR05 RETEtiTlOH PER 100 

I. Ledger ft'CCtdl. ]. .JOlrS after tiM1 
..t'7' 

b.. R~sts. '"11,SeS, rl'PQrts, ch.n~ 2 .)'elrs. 
notices •• nd other PI~r" rehtlntJ to 
post a .. tg"""nts .nd Str.ngth 
requtteaefttS .. 

IS. PGUt[ F~CIIO:CS FILES. Flies .... tlft9 to 
uti eu~he or police hncttons. 

16. 

a. Ledger records of arretst. cars ticketed, 3 yean 4fter ftN1 
and outs Ide poll .. contacts. entry. 

b.. R*ports. sUtlCl!'nts of wttnesses. 2 yean. 
..mlft9 notices. and other use papers 
relitl"9 to Irren, CCQ'Ittcents, Irw:I . 
t .. fft c .Iohtt on •• 

c. Reports on contact.f outsld. pollc. Iy.or. 
.Ith INltdlft9 occ_pants. 

PERSOlIUo PROPERTY ACCw:ltABIUn flL£S 
~i.ting to accountability lor penonal 
pr.p.rty lost or stol.n. 

I. ~ed!le' flies. 

tI. Re~l'ts. loss SUte:enu. recetpt'S, 
and otho. papers reIn I.g t. lost 
and feund Irttcle-s. 

1 'years .tler ftnal 
entry. 

1 1f!1r. 

17. In ACCOIJ:ITAIIIlIn fiLES relltlng to 
ICCCU1'1utllii 1t,. for 'e)'s hsued. 

For .rcU tmder a .... ~ 
securit1. destro.1 l 
)'elrs IUtr 'CUTn-'n 0' 
key- for other antIS. 
destroy 6 I!IOnths Ifter 
tu ... ln of toy. 
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CONTRACTOR RECOROS SCIlEOOU 18 CONTRACTOR RECOROS SOIEOOLE 18

REUIlTllJl PERIOO

Until .....rsoded or
obsolet••

Sft Rocont, S_.le
16, It.. 50.

EKERGlJICV PLNIllING RfPCRTS. RfllOrtS.f
~r.£1~M liSts. consisUng of C:OcftSoU·
daled or cooproheft.he report. reflecting
results .f tosts COnducted under .....9tIICy
phns.

Dl£1lGENCl OPERATlOlS TESTS FILES. P.....s
4Ccur:qlating rrGa tests ccnducted under
.....g..,.y phos. such IS Instructions t.
_rs partlclp."1lCJ In tnt. SUfflng
IsslgrctnU. oenagts. tests at c~nt
c.tlons .nd f.ellltios ••nd retained
copl" of repo.ts.

£KRG[NCl PLIo'I!IING CAS[ FlUS _ ....I.ted Sto R_nts Scllo,M.
6i offices rnpcnsi6ie for p-rtp.ratton 16. 1tea 1.
ond "SUIOC. of pions and dl .octh.s.
consisting .f • recont copy .f.••ch phn or
dlneth. Is..ed. _lth related b4ctsround
PI...rs.

DOGlJItv DIRfCTlVES AffEREKC£ rlLu.
tcj'es Of pl.ftS Waircctbu, Gtw thin
tIIos....lnt.lnod In us, fll .. desc.lbocl
In Ilea 28 ebo•••

29.

31.

30.

EKERG£1ICY PUNNING RfCOllOS

Roc.nts "c"""l.tlng frca the f.....I.tloo .nd IcpTocenUtion of pions (_h .s
...cuatlon phns) for prot.ctlon of Itf. and property during ocoorg....y conditionS.

27. (RES£RVEO)

28.

ITE"!!J!:... OfSCllIPTlOI or RfctllDS

.f fll.s c.nc.rnlng f.lonlos .nd pa.....
phced In .fflcl.1 porsonn,1 f.lders.

26. (RES£RVEOI

I )'e'"

RETrNTlOlf PERIOD

rolC1LITIES CKEClS FlUS rel.tlng t.
periOdic 9-I..rd ,arce +acllt tJ' Cbtre:ts.

a.. Dlata: $hetts. door slip su:rurles.
chtcks.heeU t and ~lrd reports Cf1
' ....rI17 .I.htlons (."",,t copl.. In
In.. of Oepartmnt.1 ",••"y .fflC"
c••ered by It... 25 of Ihh SClleeNlo).

b. Reports of rouUftR .fter-hours ucurlt1 1 DCnth.
chocts Wllch .tt... do nol ~Iloct

Steul"'Uy vtalattans. er for t1hlch the
Inf tlon ..nut..d Illoretn Is
doc nted tn the Ill" dofll\Cd In
Itea 25 .f t.1s schedule.

(0) Registers of pe.sons lUthorizod
.lccess to eJlclu~IOtt aren, min
Ulnod b)' patrol..n on dilly, .nd
recordlftlJ n"Ch diU u u:ae af
eqlIloyee or ft ta, vehicle PlI:Z'.ber,
ttro chf(:ked tn 'Rd out. AlSOI'
for ent...ttee. ,19ft1bre of penon,
Md N;3IC CJ" '"It1." of pjItrola&n.

Ig.

lIE"!h. OESCRIPTlllll or RECOillS

la. VISITOR co.,TROl REooROS.

(I) VlSlt.r reghtratl.n Clnl' or stnll,. Restrlctl.n: racllitlos
recards_ dOt~l'Ittdg adofn1cn of ~::ec:f:s~u~= r.dia·

:};~;~:; ~:~I~:ar~~:~~the "111'01 so Je.n "ter
cr ntstt'lcted uen, or Instlll.tlcns-- ·CI4Ite of ~"t.
refiKUng $u(.h dll' IS N::le of .hUal"
tift!' tn aRd tiDl out, 'IIrtftc,ltlcn of unless rtSticted ,above,
~pOtnl:lent ClCC-Islcntng wlslt. "'It"~r for are.., llIt4er cuta.=
-q- cleu't'd cr I.iI'lder eKcrt, n&;lll wcu..u". d"trot S
of ncorts. ~s of prnoltS raeetv- yO'''$ .fter ftnal entry
tng .Istt.r. Ind Identlftc.tI.n .f 0' 5 ye.rs .ne. dot••f
..rttcle, In .hUo,', PGneutcn dCCu::lent. IS .popto-
14lC" .anu..... Pf'late; for CUltr ANn.

destroy 2 ye.rs .ft••
fln.1 .ntl')' •• 2 yea.s
1ft•• dat. of doc_nt.
.s ,pp~r1lte.

ror 4reu ul"l4ar nutrzUQ
s.t<:urltl. dntro1 5
1lfns ,fter dne of
doa.=ent ••1 a;lp:t'o- •
prine; far other .reas.
destroy 2 ye.rs .fter
flOiI entl')' cr 2 ye••s
.Itet' dlte of ~nt,
IS appropriate.

CONTilolCTOR RtCOROS SC~OIllf 18

ITEM
!i2:.. DtSCRIPTID~ Of RfCORDS RnfUTlo.~ PERIOO

ZO. QJARD S£R1ICE oo.,TROl riLES... CMtral center "~y or code record' • Unlt I .....rseded ••
.......,.ooy c.ll c.rds••nd ... lldlng molete..
reconl .04 e<;Iloyce ldentlflc.tlon
cards.

o. Round ....ports. ltt'Ytce reports en lye•••
tntlttrupt lefts aM tests, ~nd ~'1'1d1

cloc~ dl.1 shoots.

c. Iw'-tlc "'cIlln. Pltrol ch.rts .nd 1 yltlr.
regl It,.." of pitrol aM ..1am s~tces. ,

d. Ams dl stribut tOrli sheets. ch.4rga 3 I':'IOnths after return
ttoCUrds ~ and recelpU. of arm..

21. lOC~ oI/ttI REGISTERS. Culnl 1091 .nd
reg1'Sters not ~.erf'd elsewhere ift this
sclleeNI••

•• Centr•• C)'atd office t:WISUt' legs.

b. Indhldll.1 gu.rd POst logs of
IClCcurrences entem In cu,tf:1" togs.

2 ye.rs .ft•• f1011
efttl')'.

I ye.r .Iter riOiI
ent..,.

PERSO~NEL SECIlRIlY CL£ARA.~CE RECIlJlOS

Roccrds .cc....htlng Iron In...Uglllons of ......nnol Condllcted undo. Ex....t ...
Order lCMSO. oth., hec:uthe Otdtrs~ 0" sututary ar r'eiUlatory requtteQl!nts.

22 (RtSERYfO)

23. (RESERVED)

2••

25.

P(RSO.,U[L S[cuaIT. CLCARJJlC[ srArus fll[S.
ehh.... '" (he lem of IISll cr nnten..

I<OllfElO:UOOS SECURITY VIOlATlD<l f1LfS.
toUe n\e$ reiau n9 to \nvetU94:ttons Of
Il1tted security vlolltions, but uclushe

Until suparse4td or
~l,te.

2 yean ..flltl"' co;rpletton
of f1M' correcthe or
dlsclpllna.,. ICtton.
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CONTRACTOR RECOROS SCIl£DtJU 18 

lIE" !h. DESCRIPTUlll or RECOiDS RETrHTlOlf PERIOD 

la. VISITOR co.,TROl RECORDS. 

19. 

(II VlSlt.r reghtratl.n coni, or stnll.. Restrlctl.n: Facllltt .. 
recard,_ dOt~l'Ittdg adofn1cn of ~::ec:f:s~u~= r.dia· 

:};~;~:; ~!~I~:ar!~:~!the "111'01 so ,...n "ter 
cr ntstt'lcted uen. or Instlll.tlcns-- ·CI4Ite of ~"t. 
refiKUng $u(.h dll' IS N::Ie of vhUal" 
tift!' tn aRd th:'l out, 'IIrtftc,ltlcn of unless rtSticted ,above, 
~potnlCent ccC-lslcntng .. Islt. "'Itt'~r for are .. , lIMer au.la.=; 
-q- cleu't'd cr l.il'lder escCt't. n&;lll IC'cu .. u.,.. dHtroy S 
of ncorts. ~s of ptnolt$ raeetv- yo.r$ .fter final entry 
tng .Islto., Ind Id .. tlftcltlon of o. 5 ye.n .ne. dote of 
.. rttcle, In .hUor', PGneutcn dccu::ael'lt, IS .popto-
141C" _Inu..... Pf'latt; for CUltr ANn, 

destroy 2 1e .... ft •• 
flnll cnt.,. .r 2 years 
of tor dote of ~oc_nt, 
.s ,pp~r1lte. 

(bl Rnghters of persons .. thorlzed 
.lccess to ellclu~IOta .ren, min
t.lned by patrol ... n on ""11, 0114 
recordlftIJ n'Ch diU H u:ae af 
eqlIloyee or ft rat vehicle PlI:Z'.ber. 
ttro chtc:ked tn 'Rd out. relSOIt 
for ent ... ttee. sl9ft1ture of person, 
Md ~ CJ" '"It'." of pjtrolaan. 

rolClllTIES CKEClS rILES rel.tlng t. 
periOdic 9oI..rd ,arce +acilt ty CbtretS. 

a.. Dlata: sheets. door slip su:rur1es. 
chtcks.heeU t and ~lrd reports Cf1 
' .... rlt7 wlohttons {."OIIt copl .. In 
fll .. of OePlrtmntl1 securlt1 .fflces 
c ••• red b1 It ... ZS of this .clleeNlo,. 

ror 4reu ul"l4ar nutrzUQ 
S.f(Urltl. dHtro1 5 
1lfni ,fter dne of 
doa.=ent, .1 a;lp:t'o- • 
prine; far other 'reas, 
de.troy 2 ye.n .fter 
fl .. 1 ent.,. o. Z ye •• s 
.lter" elite of ~nt, 
IS 4pprcpriate. 

I )'C ••• 

b. Reports of rouUftR .fur-hours SH;u,lt1 1 DCnth. 
<hoct. Wllch elt ... do not ~flect 
stCUl"tty vlahtlofts. er for t1htch the 
Inf ..... ttM co.t.tfted the .. ln Is 
doc .... ntld tn the files dtflllCd In 
It ... 25 of this SChodolc. 

COMTiloICTOR RtCOROS SC~llUl.[ 18 

!i2:... DtSCRIPTIC~ OF RECOaOS R[TENTlo.~ PERIOD 

ZO. QJARO SEAWIC[ co.,TACl rltrs. 

... CMtra. eel'll,r "~1 or code recerd', lInU I superseded Or 
.... ...,.OC1 •• 11 c.rds, 004 l>ulldlng cbsolcte. 
reconl 004 e:;>loyee ldentlfl •• tlon 
cards. 

b. Round ",ports. ltt'Ytce reports en 1 )'ear. 
tntlttrupt lefts aM test'. ~nd ~'1'1d1 
cloc~ dIll .hoot •• 

c. Autoaatic CIId'ltftQ Pitrol (harts ,nd 1 yltlr. 
reg1 st,..s of Pltrol aM .. 1 am $~tces. ; 

d. Ams dl str1but tOri! sheets, ch.4rga 3 I':'II)nths after tcturn 
ft'CUrd$. and retelpu. of arm.. 

21. loeS 1M REGISTERS. Guanl 109' ond 
Rg1'Sters not ~.erf'd elsewhere in thh 
.. heeNle. 

I. Centr •• C)'itd office antet' logs. 

b. Indhl"".1 gu.rd pon logs of 
occurrences entem I". cntt1' to9'. 

2,e .... fte. ft .. 1 
eftt.,.. 

lye ••• Iter final 
ent..,.. 

PERSO~NEL SECURITY CLEARA.~C£ RECORDS 

ReccNs ....... htlng f ..... In.estlg.tI .. s of pO ....... c""",,cted uodor Executive 
Order 100SO. othtr hec:uthe Orders. 01'" $ututOf)' Gr r'eiU1atory requ1r"eQ1!ftU. 

Z2 (RtSERYEDI 

23. (RES£~VEDI 

24. 

n. 

P(RSD.'N[l $[CUlnTr Cl[ARAAC[ SrATIJ$ rll[S. 
ehh .... '" (he lem of lIill cr f'OSten. 

I<ONf[LCl:iICUS SECURITY VIOlATlCI:i FILES. 
toUt n \e$ reta:u n9 to invCIU94:ttons Of 
• UI'gIed security vlollttons. but He.ushe 

Untn suparse4td or 
~1,te. 

21t'4n .Uel" co;rpletton 
of f1M' correcthe or 
4lKlpllna.,. «tton • 

iT£" 
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CONTRACTOR RECOROS SOIEOOL£ 18 

!!J!:.... DESClIIPTlOI Ilf RECORDS RETDlTlIJI PERIOD 

.f ftle. c.ncernlng f.lonl ... nd PIpers 
phced tn offlcl.1 pe .. o.ne' f.lde ... 

26. (RESEAvtDl 

[KE.GEIIC. Pll.N!IlNG RECORDS 

R ... nts «c"","lotln9 frca the fo .... '.IIon .nd Icpl..,..Utlon of P .... ( .... h •• 
... cI>4t1oo plans I fo. protectl" of lIf. and Prcpert1 durIng ecoorg"'1 condltl .... 

27. (RESERVED' 

28. 

29. 

30. 

31. 

£KRC(KCl PLIo'I!IING WE FILES ICC .... I.ted See R_nts ScIIedul. 
6i offices rnpcnsi6ie for p-rtp.ratton 16, 1tea 1. 
ond Iuu ... o of pions and dl ... t ..... 
consisting .f ...... nt COP1 .f.each plan or 
directive Is .. ed. _\th related Nctsround 
popen. 

EKERGIJICY DIR[CTlV[S A[F[REKC£ FllU. 
tcjiH Of pilftS Wa'rcctbu, Gtw thin 
tIIot .... tnt.11Ied In .... fn .. d •• crlbtd 
In Ilea 28 abo ••• 

EKEAGlJltv PLNIlIIKG AEPCRTS. RfIIOrts of 
~r.tI~M £iSis, consisUng of COcftSoU· 
dotld or coapreheftshe reports reflecting 
results of t .. ts COnducted under .... rgeney 
phns. 

D!I1!GDltv OPEAATIOIS TESTS FILES. P.pers 
accur:qlating 'rca tesh ccriducted under 
......9..,.,Y plans, such as lostt'llCIIons t. _n participating In tnt, .Ufflng 
Isstgrctnts. oenlgts. tests at c~nt
cattons .nd facllltl .... nd .... hllled 
copies .f reports. 

Unt tl .. pe .. _ or 
obsolet •• 

See R_nt, S_.I, 
16, Itea 5b. 

3 ye .... 
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COllTllACTOll RECllaDS SCHEDULE 19

RESEARCH MIl DEYEL~IT REWlDS
R(lEhTlO~ PERIOll

I~ ye.n.

Retain 2~ years. and
then hilow b•• a,.,
c•• req.utreaertU below.

Destroy 6 comhs dur
c~IeUon or tem' NI
ttcn of the reltted
project or prOjecu.

Dhpolt of "'~ 4ehr·
Qt ned bt c~etent
sctentlftc research
personnel that the
ftln hi" sen-t'd III
rnearch purpoSli.
CRS-20. Mac-hlne..aead4lb1e
Recard$. prowtde, dt spo.
$tUon 9oltd.1Ines.

Suborlt DOE F.",
AD-331. R.ccrds
Retent Ion and
Dtsposal Authortutton.

1. aID TEClOIICAI. REPoaT FILES. Publlsllod
aRd Ul\pubthhid sctent1f1C 4nd ted'lntul
reports.

a. RecCrd copy of reports not sent to
hcMIul lofo....tl.n C.ntor (TIC).
O.t Rldllt.

4. (RESERVED)

S. RID SOUilCE OATA FlUS. Punch urdS •
eled;rcnlc hPC. or c~a"ble R!dt.
used to callott Ind aUe:bla data of
• preltatna", or tntetclC!dttte ctlar4Cter
91nerlttd fF"CI:I ,"etl process., IS e.lpert··
t:Qnls or C1bserntlons elf • routine.
n-petttho ntture. and uNCI for nthren,.
In arrhl nv at deUrat not tuns In the
con4uct of research projects

6. RID lAEOUToay I;QTEBOOlS rt~ES. IIot._.
conta'n'ng teChnt,al and sctenttftc dat41
occw:uhtl09 f ..... tilt c.nduct of ro•••rch
oJ>l dey. IOp:lOnt •

I. Notebooks contltntn') ditl e$Slnt tal
tn eSUblUhing patent or tnventton
rlihU.

b. Nata-bc<lt, cGnt.lntng dlta detetatned
by c~etent ScllntUlc or tedlntcal

:r::~~:c::t~~~s~d:f:=~:: In
proj.ct C4SIt ,tl.,. elr to be of I1a:h
a rout Ina Gr fr4lFentlI'J natUiro tJ'Iat
thtlr rotentl.n would not odd .19nlfl
unti, to the pr.j..t fll ••

c. Oth.-r nottbc<lks.

ITEM
!2... DEscaIPIIO~ OF R£tlJaOS

b. All other "'0 files

Percancnt.

RET£lITIDlI PERIOD

aID _ FILE$. Pragr... _nt••
se-tte&ln. Irtd cornspcnl2.nce QltnUlned
b1 .fflces re.pon.lbl. f.r •••cutl ...
review. and PoI"s" of cant,"tor

~:r= ~:~=:tp~r:;s:n:rd
SUpeNhl...f the progr_.

I.

Tb8lo Ire retords cre.t&d by ccntr.ctors in the conduct of technlc,' and
scIentific ......rch.nd deyel.p:ltnt (Rill) .cthltl•• t. de••loP _ conc.pt••
techniques, equtp::lltftt, and all.,••h. cr POdtfy these tn uhtlnt.. Th. recordt
..ht. to ....h pIl.....f .....rch .... de..l.p:lOnt nth. tsUblUh:lont .f
l'Oqutr"ClilJntl 1M preltotMry c.hulCtlrtlticl. e.~.rtQ)ntltlon, destin••~g1
ncertng, c:lQdtftcaUon, testtng, Ind acc.punce. The, ICC&Allltct It vartous
OI'i.ntuttQftl. lnels. such &I oUIus relPcmstbl. for progrtD dtrectton, and
loboroterl".

Scientific det.........htln9 llurlnll tilt conduct of • spe<lflc prQject ...
lIt....ll, recorded In lobo..t • .., not_•••J>l I.tor SIl:DOrlZed In tech.
nlul "POrt.. IIltl. the technlul report. wi" no"","I .1lQw tile prOll"'
she .nd fl ..1 ....Its .f tilt ......rch eff.rt. thel d. not .1•.,s "- ....
these results wre Khte", or when. thool7. devico. or process WiI. lint
c.... Iv.d or n1lluced t. lI...ctlce. The hborot• .., notoboot••J>l other Sub.ld....,
s<:t.ntlflc P.PO" .....nI the ...thod••nd proct41r....ed dalll b1 the scl.ntlst
In rn••rdI pufonanc., And QtJ passess .'.l.Ie' felr the ISUbltstatnt of patetet
or tnwontiOft rti1\ts.

The wol1< .f ....jer .....rch .nd deY.lo.,..nt pr.ject or .ytt"" "" be n.19nod
to .....t~s ccntnctor Of"9IntnttONI. e.e:ants. The" -.ort I"t;talnts ell be
destin.aled 1$ -,t:b-projeets.· -clIls,· Oi' ·pN;ses.· TbeJ Ire 91rorlll, t"ntt·
fled .lth tho ",j.r project er Q.t." th.....gh tilt pr.Ject _ring .r .h..lfl
c.tI.n .ytt",. TIl. tom .projt«••••••d In thh .chedul. Includ•• '111 ..toted

:::;:m:~'l~~:'.r~~:e:::';ec~tf:f.~::~b~: ~~:~~:~.~.,,:I::::r~c:='::
C4nt.r. ttQw"r, for project, of long ¢:.IrutCltl, 11ft.... woh.c12 o:r ather f.ctcrs
preclud. retolnln9 the ..cordS 1."", unttl c~lotlon of tho .ntl.. IIrQject.
records of tndhtduol ly-bproj.cts, taskl, or Pbasos DIJ be c,.nsferred to
Teder.1 Re<onl. Cont." f." ...lng tile req.I ......ot. In .Und.nI 3 .f this
SChedul ••

ITEM
~ DESCRIPTlOlI or RECORDS

COKTllACTlill RECOROS SCHl:OUU 19 COllTIW:TOR REcoaOS SCHEDULE 19

ITEM
~ OESCRIPTlo., Of RECORDS.

2. (RESERYED)

PARTICLE ACCELEAAToa UPERIIlUT RECllaDS
telulUng fl"CEl .~rt.::enu ca&tea
with portlcl.....Ierot." (.port
cb_or. bubble ch~er).

Denroy UpOn ~Iet.ton

or c.ancel1tUon of pro
Ject. cr earll.r. as
thly serve Uet r
purpose•

Sot CAS 22. 0••111° .nd
Conttructtcn Drawtll9' Ind
ae1tte-d Records, felt
dtsposttion tnstrucUon1.
See also cas 26. Nucllar
WellipOn AecONS.

Nonrecord-• ...,.hrn to
lt~r'l7 .mIn II) lo.r
flC'cdod for ref.rence!.

RETENTl~ PERIOD

RIO 01lAl/1'" ANIl SPECIFICATlOH FlUS. M
allcial Iii. C!)py of ClIch drhing and
speclllc.tlon .howlng fl ..1 de.lgn .nd
techntcal characteristics Gf tt~
doy.l.pod.

(~ESLRy[D)

=,:,:~~c~~~:I~UL~~jK~P:::e~II",
preltc1fl1l')' Iletctlfl, drmng'S, specUt·
entons, and ,hologr4phs detemt ned tty
competent scl.ntlflc .nd tecMlul
personnel not to be of sufftcient vallo"
for tncarpornton into pooJect cu, f11n_

(RESERVED)

(RESERYED)

(RESERYED)

RID TECIiltICAl. REf[RUCE FILES. CoPl...f Until .uperl.dod or
tecMical r"C:JlOru. IPcdft"Uons, drawings. obsolete.
oJ>l other technlcoJ .... scientific daU
recehed 'rca (iowcrraent 49*nctOi.
COUIJrct., conCor"l, or other tources. "lid
t1 • refl-ntRCO ,ouru In the perfC-n:IIlInco of
Uta ",Ilrch and "w.lop:::.,rtt ,,,net lon, bwt
oacll,11twe of offlctal file copl., of the,o
documnts.

B.

9.

ID•

II.

12.

H.

14 •

ITEM
~ OESCR IPTION OF RECOROS.

b. All oth.er cepte,.

PerQIoont.

RETENTlo., PERIOD

RID PROJECT~ FILES. Projoct Cne FIl••
raflecting i htol'1 of a project frer.!
Inltl.tl.n t. ~l.tI.o. IncludIng
re,urch, d".lcpoetlt, 4eslsn. and tnt
....ults. Included ... record.....h u:
ProJ.ct propouh rawtew QtCICrand. and
co:atnU: project AUthort rat tons Ind
dh..cthesi ca-ptl'S of uttp;tbltshed m,..,·
scrtpts, JOUrN. Itttcies. &nc1 ccnftnnc.
pa:pers i ~rO'iIrelS rtpOrt s i Ccrrt1pan:l1.nce
Infl ••nclng tilt dl..ct Ion of tlla p..J..t.
oJ>l lists of publ1cetl.n••nd fll ...
....It Inll f ..... the proj..t.

I. e'M fUts d1t~ b1 Oaf, ccntrlctor,
.r tht N.tl.n.l Archhe. to heye
••cepttona••a.'"I because of ttle
hlll"" slgnlflunt ..t ... of the
rtSelrch and ave.op:ent In.ohed
.r ...lqu of tho cn. fllo.
Includtd fll .. th.t:

(I) 5.... d•••l• .,..nt of _ oJ>l
st~n' ftc.nt techntques.

(2) Roht. t. _ .....Ignlflc..t
...thodology .J>l ",urhh.

(3) lie.. t" .ubJect of Coogre..l ...1
in..eltl,atton or Ci=e under
tntenshl ~1tc SCNttll;J'.

(4) R•••lt In Judicio! dtChl...
or 1eghllthl Icttwtttn
off.ct tn9 the f.nctlon••nd
.cthltl" of 00[.

lSI ~..ult In slgnlflunt C'oo90S
In the function. of tho ODE.

J.
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ITEM 

COIITRACTOll aECIlaDS $CHEDULE 19 

aEs(ARCH MIl DEY£l~1T aECllaOS 

Tbele tre r«ords crelt&d by ccntr.ctors in the conduct of technlc,l lnet 
",tenttflc rHt.rch.nd de.olop:lOnt (Rill) .ctlYtttos to de •• lop _ c.ncept •• 
techniques, equtp::lltftt, and alterl.h, cr POdtfy these tn uhtlme. The recordt 
.. lato to """h p/I._ of ..... rch and de .. lo"",nt nth. nUblU""nt of 
l'Oqutr"ClilJntl 1M preltotMry c.hulCtlrlsttcl. e.~.rtQ)nt.t'on. destin, t'~g1-
ncertng, c:IOdtftcaUon, testtng, Ind acc.punce. The, ICC&AllItct u va,Ious 
OI'i.lttUUGnI. lnels. such JI olUus relPGnstbl. for progrtc direction_ and 
1&borat ... IH. 

Scttftttflc data ........ lattn9 IIIIrlnll the conduct of • ,pecUIc prQject .ro 
go .... II, recorded In 1&bor.tory not_s •• nd I.ttr I\I:DIrlztd t. tech. 
.tcal .. perts. \lin. tho technlcal roperU wt 11 no"" 111 s""" the prO\lr .. • 
she .nd ftnal .... IU of the rHo.rch effort. tho, do not .1 • ." _ .... 
the,. results wre Khte .... or whln I thool'1. devlco. or process WiI. flnt 
concolv.d or rollllctd to lI ... ettee. The laboratory note_s .nd othor kbsldtlry 
,"'ontlflc P.pe" record tho ... thods .nd llrocollllros .. td dalll by the selontht 
In rn,lrdI p..,fonanc •• And QlJ possess •• 11.1e' for the estAbUstatnt of patetct 
or tnwontiOft t1i1\ts. 

TU wol1< of • .,.jar ..... rch And de"lo.,..nt project ar sytt.., ""Y be , .. I9nod 
to ..... t~s ccntrlctor Of'9InfntiONIl ele:ants.. theil tIIOrt ust;talnts ClI be 
*s',n.ated 1$ -,t:b-projects, - --euls, - Oi' -pN;ses .. - TbeJ Ire 91rorlll, '"ntt
fted with tho ... jor project or II"'" th ..... 9h the project _rlO\l or clan1fl. 
c.tlo. sytt..,. Th. tom ·prQject· IS .sod t. thh .chedule Incl.des '11)' ,,"t,d 

:::;:m:~' t~~!' sr~~:-::!.iec~t f:f. ~::~b~: ~~:!.~:~s~o ,,:I:!:!r~e:=,:: 
C4nt.r.. ttQw"r, for p.roJect, of long c::..rnlan, 11ft .... volf.C1O o:r ather flcters 
~rechld. roUlntn9 tho .. cordS loully "ntl1 c~lotlon of tho ontl .. prQject. 
records of tndhh1uol ly-bprojactl. tasks. ar pbno, DIJ be ,rln,ferrect ta 
federal lIecords tonto .. fol1 ... IO\I the req.I ..... nt. In .Und.rd 3 of thh 
seholllllo. 

ITEM 
~ OESCalPTIOll or R(COlDS 

I. UD _ FILES. PfO\Ir", _nts. 
sc.tte&ln. I'" cornspcnl2.f'ICe Qltntltned 
by offle .. "'JIG"stbl. for .. ocutlon. 
review, Jnd IJIIl,Its of cantr"tor 

~:r= ~ :~=:t p~r:;s:n:rd 
superyhlon of tho pfOl/r_. 

COK1RACTOIl aECOlDS SCHlOllH 19 

atT£llTlDll PUIOO 

Per"CIncnt. 

~ DESClUPTlo., OF RECORDS. 

2. 

3. 

(aESERY£D) 

aiD no.JECT ~ FILES. PrQject Cue Fnes 
rafleeting i istcl'1 of a project frcr.l 
Inltt.tton to ~I.tton. Inehldl.9 
re,urch, dhtlcpoetlt, 4Htsn. Ind tnt 
rH"tt,. Inchlded are rec..-d. """h IS: 
ProJ.ct propouh rawtew QtCICrlndl and 
CO:atnts: project AUthort lit tons Ind 
dh .. ct1usi Co-ptH of Ul"tp;tbUshed m,..,
scrtpts. J~rNl Inlel .... ,nc1 CCtlftnnt. 
papars. i ~r'OiIre" rtpOrt S i ccrrt'Spall:l1.nce 
tnfluonclO\l the direct Ion of tho project. 
<nd Ihts of II"bltc4tlons .nd ftl'" 
.. ,.It In9 f ..... tho prQjoct. 

I. elM ftl .... ~ b1 00£, ccntrlctor. 
or the N.tlo.al ArchlY •• to hi .. 
t.cepttoRJI wllw because of ttlt 
hlll"" SliftUtunt natu" of the 
rtStlrch and avelop:ent Inyohed 
or ... tque .... of tho elSe flh. 
Included ... ftl., th.t: 

II) Sh ... do •• lo.,..nt of _ <nd 
st~n' ftc.nt technique,. 

(2) Rohto t. _ and .ISOlflc"'t 
""'thodology .nd "'tortlh. 

(3) ... re tho Subject of ConllNul ... 1 
inwest1,atten or CI=e undor 
btensh. ~lIc SCNttl1;J'. 

(4) aos.lt In judlcl.1 dechton. 
or 1eghllth. Icthftl" 
• ffoctln9 tho functions .nd 
.ct lYtttH of DOt. 

IS) Rosult In 'ISOlflunt C".9O' 
In the functtons of tho OOE. 

Per"QIoont. 

ITEM 
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ITEM 
!2... D[SCRIPIIO~ OF R[CeaOS 

b. All other "'0 111e, 

4. (RESERV[O) 

5. RIO SOUlICE DATA FlUS. P.nc' cardS • 
eied;rcnlc hPC. or c~arable Rldtl 
",sed to call ott Ind aUe:blo data Qf 
I preUatna"1 or tntetCItdtata d'lar4Cter 
9tnltrated fF"CI:I he" prOCHS_' IS e.lperl·· 
Qlnts or Clbse-r .... tlons elf I routine, 
n-petltho ntture, and ulOCi for reforence 
In arrht nv at deterat not tuns In the 
con4uct of research projecU 

6. RIO lAEOaATOU I;QTEBCOlS FILES. Noto_s 
containing teChnical and sctentttle dat41 
4Ccw:ulattn9 f ..... the conduct of ..... rch 
4nd de.ol""",nt. 

I. Notebooks contllntn') ditl "Slnt tal 
In establIShing patent or Invent ton 
rl\/hU. 

b. Nata-bc<Its cGnUlnlng dita dratttatned 
by co;':1)etant lCflntUtc or technical 

rnr::~~:c::t~~~s ~ d:f!=~:: In 
proj.ct C4SIt ftl .. s. or to be of S1a:h 
a rout Ina a-r fr4lFentl17 natUiro U'lat 
their retentton would not odd ,I9nlfl. 
contll to the project ftl •• 

e. Oth.r notltbc<lts. 

1. R&D TECHII1CAI. R(pear FlLts. Publhhed 
aRa uftpubthhid scienftflc 4nd technical 
reports. 

a. RecCrd COl" Of reports not sent to 
TeCMlcol I.f ..... tto. C,nter (TIC). 
Oot RIdgo. 

~rIW:TOR REtoaDS SCHtOllU 19 

RETEhT10~ PUIOI) 

I~ JO.n. 

Dhpolt of "'~ 4ehr· 
Qt ntd bt c~etent 
Iclentlftc research 
personna I that the 
ftln hi" sen-t'd .11 
research purposes. 
CRS-20. Mac.hlne ... Read4lble 
Recard$.. provide, dt spo
s1tion ').Itd.' tnes. 

ReUin 2!. leaN, and 
then hilow b •• a,., 
c,. req.utreaenu be'ow. 

Destroy 6 conths dur 
c~IeUon or tem. NI
ttcn of the relAted 
project cr prOjecu. 

Suborlt COE Fom 
AD-311. R.ccrds 
Retent ton and 
Otsposal Author'utton. 

~ OUCR IPT10N OF RECORDS. RETENT1~ P[RIOD 

8. 

9. 

10 • 

II. 

b. All oth.er (Cpt". 

R&D ORAl/I'" AND SJlECIFICATIOH FILES. M 
allcial litt cop, of uch drhtng and 
'poclfleatton Showt"ll fI .. 1 desIgn .nd 
technical charlcteristlcs. Gf tt~ 
de •• loptd. 

(RESLRVlO) 

=':':~~C!.~~:I~ Ul~~jec~P!::. ~Iln. 
preltc1fl1l')' sletd'lH, drmng'S. specift
cn tons, and ,hotogr4ph1 deteml ned tty 
compotont "'Iontlftc .nd technlul 
personnel not to be of ,ufftetent walue 
for tncarporlUon Into p-oject cu, f11n. 

(RESERVEO) 

Nonreccf'd. • ...,."'rn to 
l1~rll7 .men II) 10.,. 
flC'cdod for ref.rvncC!. 

See cas 22. Doslg" .nd 
Conltructtcn Drawings Ind 
a.htf'CI Reterd1, for 
dtsposition tnstructlon1. 
See also cas 26. Nuclear 
We-llipon Records_ 

Denroy upon ~ht ton 
or c.ancelhtton of pro
Ject. cr earll.r, as 
thlY serve thel r 
purpose. 

12. (RESERVED) 

13. (RtSERVED) 

to. RID TEClilHCAl REF[RnCl FILES. Coplos of Unt 11 superSlded .r 
tecMical r"C:JIOrts, SpCttrtClttOns, drawing,. obsol.te. 
,nd other technlc.1 and ",Iontlflc data 
recehed 'rca Gowcrraent aitRet ... 
COUIJrclll concern .. , or other IOUrces, uuo 
IS • re'l-ntftCO ,ouru tn ttle perfc.n:llllnea- 0' 
Uta f'ftelrch Ind .... a-lop:::.,rtt '"nctton, bwt 
oaclwstwe of off Ictal file copl.s of these 
documnts • 

PARTIClE ACCElUATOIl UPERIMUT aECIlaDS 
nnulUng (reEl .~rtQtnu co_tea 
wlth partlcl ... c.lorato" (spart 
cb_or. bubble ch~er). 
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r ITEII liEN
!!!!.:... DESCRIPTlOll Of RECOilDS RUENTla., PERIOD !!!!:.... DESCRIPTlOll Of R[CORDS RUI"T10~ PERIOD

a. it•• data r'UGrdtd on ft 11:1, U.t t1 pert I.ent Oata 9· ~r:3f~ ~nJ'~:~~o~;~..:{.~~~aPh 10 )'ea,...
aainlttc: tape, punched cards, hne been .atracted.
c~t... printcl.lU. I"KCltd Charts. ,""cltd or ~,ized. prC$surel, and t~eritl.lres.

logs. Intuitu, and 'nter-
prt"ted .nd the ,&II d,l. h.

fi;a~: ~Gt:f;i ~:lif=~t:t,~6Utt1;
10 yee!"••

fa no longer needed for

::f;~~~:~G:c~u{;i?
lea ltvel pc,""sut"ej, t~o-ritvre. dew
pOtnt, dtrltttton, Speed, .nd char.cter

~:~t~h~,d::lter.
of vtnets. 1M toUl '" COft",

proftdo-d t ....t the cIltl t. ~,y RecordS concerning pressure, ID,.a,...
hive bHn ,...Iewd b7 ski cOf.r, ttl.Cl'dtty, froll, fog, and
qll4ltflod scle.tlflc at scali onoous ...ather phel'lQQtft.l.
persoMel InrJ del.mlned lncholng daU 000 reaoings on
to ...... no prOb-able frontal puugo And chtnock
v,lue for sKondary 'nwer,lens•
•,.. luatlons or '"tV"_
different ••pertlOlllnts. J. Prectpltation Me"..~U ~ 10 ",a,...

I,"",ies, hsting .,tlr In r.tn
b. It,. d.u dtttmt~ to but Re'ftew .nnuIUy. dlspOI& 9lIuga, snow, sl eet Of" te:a en the

problble Yllue for ucondtry of W1en rQ la~,r of VClUM, Wit" eq",h.letlt, An4
lJflluutoni or fut",r. dtfftf'ent y.lue for rele,rch un::::n lted amunts I together wtth
eapertClienU. purpos-u .. obl.,.verls reaarts..

c. SI.t:QIr'J' daU cr diU n!f1lCttng IS ,.a,... k. Meteorol09te.1 Reeo"'r C"',u S ,e,n..
~"usu.l occurrences recorded on recording _Ina yelocity iftd
fUCI. QAl)nette tapes, p.r.nthed dtrect1on, te:::por.ture. lolar
cantl, e(l:puUr pt'tntouts. logl. r.dI4t1cn, thc!mc>grlph and
1M notebookl ""tC:h IerYi U hldrograph reldt tags. and ItCllflSphert e
blct",p for repOrt s gener.ted prillsure o...er 24.hour pertOds ..
dlJring .xperlctnts.

1.
~1l1~,tt~a:le::~ra:t~ ~~~' at

2 ,1I.r-; ..
O. ftna' reports reflecttng the "'IU'U Pemancnt.

of eap.riatftll conuted with Qtnut. tntery,h. aztr.altt\. dtshnce.
particle t':Ul .."tCN. ",eed, t~rlture, Ind oClilervlr's

rtOdrti.
16. w(AfC!I FIELO TEST RECORDS aCC\I""ltted It

test siUs .tad eonsitttn9 of Ylrtous typel "- ""ther MaDS and Charss on ... tch ,rl 2,..,...
of aotton pletur. fliD. oun,09'cl:ao. 4M pi onCi'd woither Iniorwtt o.n received
Q3gnet Ie: tapes, on ",tCh .re recanted raw by teletyPt. including p..udOtdI.batlc
Gr llneVilulted dIll, and 'Y,luatlon data charts. United Stites weather 8"rt'u
ftiylt Ing 'reg stvdl of abo... alItert,l, (U.S.V.B.) plotting charts. U.S.V.B.
tncludtng ~randa. 9n~hl. tAbulatton,. plott t ng cheru. and upper
t'W9crU. ,nd related papers ,.ferrwd to air charts.
coUKtin'1 as -Reduced Dau.-
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ITtH
l!!!:.. DESCRIPTlO~ Of RECORDS.

•• itaw tnt ¢lh. conlhttn9 of MitChel'
e~ra fOCI. Ast.n" Pllototheodoltte
file. a...s FUU:Jl "Ilii traJI'CtO:rJ 41U
osctllogrtcs. telec;18tr'J' os.ct1loJra.cs.
and Ngnet Ie topes.

b. ~eduCed d.ta. as descr1bt'd ~VI.

RETENTION PEA 100

~ yean. or 1 yaar
afur c~letlon of
ftnal eyalultlon
ntpart of test proJect,
.r.tehtw.r c:oat' Urlt ..

Until c~llte wapcn
01" suba,,~11 beceats
absolete and t I f'eQ).".d
fr~ stoctptJe.

ITEll
!JQ.... DESCRIPTIO~ or RECoaoS.

n. ::~,r~i~~::~'~":I~et~neou,
backWouRCI re4dings of air
,ont~lnatton.

AETUTID:l PERIOD

1 Jelr.

II. SIIlOPTlC Il[TtORDLOGY RECORDS .cc....hted
to ...Iu.te. Irtterpret. Ina de>tlralnt
celeorologtc.l and dtClltologiCll
ccNtttons btlrl~g en cngift4'tr1~ .I'd
conta=lnllt 10n Prob'e:lS.

a.
~t~c~l!: ~:r~~~ ~~~,::r:d.::' 10 yetrS.

at 'Itrio"s le.tls.

b. Su::I-"Iry SMell r"KOf'dtn9 "lUll i1n4 10 years.
'ver.ge wi net spHd, and d1 reel ton.

c. ~m~; :tJz:f~~tt1~nd.~:~;:Ut:~
10 years.

At half I\our tnteh',ll In neh
ProJlct arel..

4. ~~e:::u::~ ~rm;thcr:rl1%:;rvr:~:r::ng
10 ",a,...

.."Iou, 11..h below 1M ~ .... $l,irhce... Sol.r Ald"ttOft Lo,n record11l9 hour11 10 teUs•
ntrog'" ttLd aitl,. touh crt' $0'11'
r,dhtton. d1re<t 'Ad tndlrect,
reuhcd on , l'Io-r'i.rcntai '~rface.

to ;;:h~~:tJca~"lZf6t:'::1,~~r~
10 ,.a,...

patnt, re1.lthu I'lUOi'ldlty. and
,djust=tnt f1gyre-s tlhn frQlf': oUt.r
recordS ..

r 
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ITEII 
!!!!.:... DtsCRIPTlOlI Of RtCoaDS RUENIl()., PERIOD 

a. it •• data f'UGrdtd on ft 11:1, Unt t! pert I ntnt data 
l'Iainlttc: tape, punched cards, "tv. been 'Itracted, 
c~ter printclolU. I"KCltd Charts. '""Cltd or ~'iHd. 
logs. Intuited, and .nter-

prt"ted .nd the ,&II d,l' 
h no longer neocled for 

::f;:;!~~:~ G:c~ufsi? 
~:t!t~h~, d:!:lter. 
proftdo-d t .... t the cIlt. 
hive bHn "'.'ewd bJ 
qll4ltflod scIentific 
persoMel InrJ del,mlned 
to ...... no prOb-able 
v,lue for sKondary 
e' .. luattoftS or '"tV". 
different lapertlOllnU. 

b. It,. d.u dtttml~ to but Re.lew .nnuIUy. dtspoI& 
problble yolue for UCOMtry of Wien rQ la~.r of 
Df.lu.t1onl or fut",r, dtfftf'ent y.lue for rele.rch 
... perIClients. purpos-u .. 

c. SI.t:QIr'J' diU cr diU n!f1lCttng IS ,..,... 
~"usu.l occurrences recorded on 
fUo, AAl)l'4tte tapes, p.t.nthed 
cantl. e(l:puttr pt"tntouts, logs, 
.nd notebookl "'leh ler .. IS 
blctyp for report s gener.ted 
dfJring txperlctnts. 

d. final reports reflecting the "'Iulu 
of eap.rlatfttl conuted with 

Pemancnt. 

particle t'=Ul .. "tCN. 

16. w(AfC!I FltLD T[ST RtC~S "c"",,"tocl It 
test sites .tad eonststtn9 of Yarfous types 
of aotton picture "la, out1109'cl!ao, aM 
Q!lgnet Ie tapes, on .tttCh 're reconted raw 
Gr IlneViluated dati, Ind ,y.lu.tlon data 
f'Hylt tng freg stud, of .bo ... alttrl." 
tncludtng ~randa. 9ra~hl, tAbulatio.n" 
te9cru. ,nd related papers ,.f .. rrwd to. 
eo11Kttnl1 as -Reduced D.ta.-

COUIUCTOQ R£CoaOS SCH!DUlt 19 

ITtM 
!!l!:.. OtSCAIPTlO~ Of A£COAO$. 

II. 

•• itaw tnt ¢Ita, (onlht'"9 of MitChtll 
e~ra fOo. Ast,n" Pltototheodoltte 
file, a..s FUU:Jl flh'i traJKtO:rJ 4IU 
oscUIogr.cs. telec;l8tr'J' os.ctlloJra.cs. 
and Ngnot 'e tapel. 

b. ~eduCed d.ta, as dHcr1bt'd ~VI. 

SYNOPTIC IQ:J[OROLOGY R[COAOS .cc .... lot ... 
to h.tu.te, Irtterprtt •• na de'tlftltnt 
ceteorologtc.1 and d1C11tologic,' 
ccNlttons btlrl~g en cngift4'tr1~ .I'd 
conta=lntlt ton Proble:lS. 

a. 
~t~c~l!! ~:r~!~ ~!~r!:r:d .::' 
n '1.rious le'lels .. 

b. Su::::QIry SI\ttU r"KOf'd1n9 "tUlI iln4 
'ver.ge wi net spHd, and d1 reel 10n. 

c. ~m~; :tnc\Z~!~~ti~nd ,~~~;:~t:! 
at half I\our tntef'Y'1s In neh 
ProJlct orel. 

4. ~~e:::u:!~ !rm,tfLc':r lt~:;rv'":~:r::ng 
...,Iou$ II .. " below 1M ~ .... $l.irhce. .. Sol.r Ald"tiOft Lo.n record1119 hour1, 
utrog'" ttLd iitlJ' toull crt' $Olar 
radiation, d1rt'Ct ,nd Indirect, 
recehcd on , Pto.r'i.rcnta' '"rfaCe. 

f. ;~h~'7'!ii\Ca~~f6t:'::~,~r.r:!. 
point, rel.lthu I'II.Atdlty, and 
,djust=tnt f1gyre-s lihn IrOlf'; oUt.r 
recordS. 

RETtNTlON PER 100 

!. yean, or 1 ynor 
afur c~letlon of 
final eyalultlon 
ntport of test proJect, 
""1 chewer c:oatl Urlt. 

Until c~llte wa:pcn 
01" s"ba,,~ll beccats 
obso lete and I I f'eQ).".d 
fr~ stoctplle. 

10 yetrs .. 

to years. 

10 years. 

ID ,...,... 

10 teus • 

10 ~.,... 
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IItN 
!!!!:.... DtSCRIPTlOll Of R[CORDS R[ TI"TlO~ PERIOD 

g. 
~'":lf~ ~nJ' c!:~~o~;~ .. !{.~~~aPh 10 )'eA,... 

prC$suret, and t~eritl.lres. 

h. 
fi;a~: ~Gt:f;i ~:lTf=~1:t,~6Utt1; 
lea ltvel p'rHsurej, teq,o-ritvre. dew 

10 yee!" •• 

potnt, dtrlttt1on. Speed, .nd char.cter 
of vi nets , 1M toUl '" COftr. 

I. ~,y RecordS tone.mlng pressure, 10,..,... 
ski cOftr, ttloCl'dtty, troll, fog, and 
at scali onoous ... ather phenaatft.l. 
In(hdlng doto ond re.dlngs on 
frontal puugo And chtnock 
'nwer,'e"s, 

J. Precl~1Utton Me" .. ~ts ~ 
I,"""es, hsting .,tlr In r.tn 

10,..A,... 

gtuga, snow. sl Ht Of" lea en the 
VClUM, Wit., eq",h.let1t, An4 
UR.:I! lted amunts I together wtth 
obl.,.ver's reaarts • 

k. Meteoro'!!SIe.1 Reeo ... r C"'rtl 
recording wina velocity iftd 

S ,eon .. 

dlrect1on. te:::por.ture, lolar 
r.dI4t1cn, thc!mc>gr.ph and 
h,drograph reldt ngs, and .tClflSpherl e 
prHsurt o ... er 24-hour periOds. 

1. 
~1l1~,U~a:le:!~ra!t~ ~~~' at 
Qlnut. Inttry,h, ozlr.a.th. dtstonce, 

2 ,II'r";. 
",eed, t~r.ture •• nd oCIlervlr's 
rtOdrti. 

"- "tither MaDs and Chaa' on IIIhI(h ,rl 
pi onc;a walther fniorwt f o.n received 

2 lOA,... 

by teletyPf. Including pseucloodllb.tlc 
charts, United Stites weather 8"re,u 
(U.S.V.B.) plotting e~Arts. U.S.W.B. 
plott t ng cheru, .nd upper 
air charU. 

C~TRACTOQ RECORDS SCH£DULE 19 

I TEll 
!JQ.... O£SCaIPTIO~ Of RtCoaoS. A£TI.TIOli PtalOO 

n. ::~,r~i~':::~'~":I~et~ntOU' 
bO(kWouRCI rl!4dtngs of air 
,ont~lnat Io.n. 

I Jelr. 
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CCltHRAc:tOR RECOROS SCKEDULE 10

MACHINE-READABLE IlECClilOS

11111 sCllecllah COnrs mac......-,..".lIle ",com and related cIoc.-nUUon.
Mo1ChI~f'e.ld.blo recorcSs require proceul~ .nd cIlICOdln\l for converston to
h..,..n-,......ble InfOrlllltlO"l and are ..su,l1, Itored en mdla ",lcl'I ....e tllca ealy
to ClOd"1 .nd upd.te. Feder.1 st.tutes ,!XI re!I'UhUons define rederal reconh
4S tile pl"'OlSlletl of Govern:ant budl'llu end SPltClflcall, Incillde all npdll en
lItllch thll1 N1 bo recorded. ~en lnfOl'QltlCltl elhts In both G>IIclllne-read.ble
and h.rd COP1 foms IlIl:llldlng ~ut.,. CllItput olcrofcl'l:l ICllH). urioul hclOri
bear on the dec1l10n of lilleh otdlu= shOllld be retained for .rchh.l purposes.
koong thell! .re the relathe cost of storage and preser.,tlon. tile rolathe
convenience of refere<lce. and the fIC1Ht1 wllh "'Ich rlllst MN copy f()n:>$ Ny
be regenerated frllD C14Chln,-re.cSable ftles (a procen \>flich h costly to re~erse).

The dlSPlIlltlcn of dlta on Cl:dla lItllqr th"n CI;I:p"ter 1ilS9natlc tape (suCII as
~nch tiNs, paper UP&. disc pads. ar dr'llOJ$) h authortztloJ b1 thls sCIle<lule;
hoIoever. I:I<lgnellc tape Is usuall1 required for tl"'ns1er of archh.l diU to the
N.Uenll Archives.

~chlne.n:ad'ble rec()rc!s differ frOl:l rvcordS en ()\lIer ~d'" In four I~ortant

1OI1S:

1. TIIo ""chl~l"t.dlble aldh on lItllch the1 are <oil often recordeo1 .re
erasable .tld ~Uble. th"1 crutlll9 I cost effecthltnctu flCtor In their
"""''ie::lint .... Ich h not pr~sent with aore pe".,nent nidI ••

2. Tile Ngnetic I».lh on ..tolth ClOst lIIIclllne·re,d4bl0 records .re roconlad .rll

~c::ly;:ro'::t~n'1~~~~~~:~b~d~:~O~~~O~l~~~~:~h:h~~'~~~t1
records be llrClllgllt IlnoJ.r control n enl1 <II ponlble in tllelr life c1cle.
Ideally lhts central should be oxer(:lsllll It the tlen • systll'l 1$ created.
elllln before it tin generated receNs. If th11 Is @no. disposition stan
d,reSs tin be written on tl'le 'l!dlUOl u an llltt'Jrll p.art of the tnternal file
I,bel. Early identification of filu of uclllul valull ensures that they
art st()1"td under Olltl~ condlUo:Is.

l. Due to the eUe lfith ~ich ""d11~re".ble ~r4s ca1 be upd.ted or
revised and the r:.dh reull!d. thltlr IIh cycle h brIefer and Rlre CO"1l1 ..
thin that ()f other ~CQrdI. ""ile the aUUr file is I>OSt often of ,rclltval
ulue. s_ttC>l!S lither ve",lollS shOlIld be retaIned bee,uso tM!r Inforw
tlonll centent h IOOr, c:oqIhte thon related QSster filM or especlally
relh.nt to tantr.ctor polley. decl$lons. or s~I,,1 ",porU.

CllNTRACTOiI R£W1DS SOlEDULE 2D
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the qllllitles ""lcll lep.ar.te cuchl~rtad.ble record' fnn those 011 other nldla
.Iso Qlta It dlfflC1llt til produce, subJect·oriented schedule 'or Nchin~

re,cllblo receres. 'I1IIIS. tllh sdlNlIle Clt~oriles rocordS for dlsPOIltion
Ulnd.,-,rS cn the ba$1s of the klndl of I"tCOrds or 'lie' th"t are cClQ:lOn to aost
APP IyIUloS. Tht1 are dlvldeeS into thrtf: chnn:

Docu::>entatllln (Part II cowen thon records required fllr servlclllg l:I4chlne
reidiDie recOrds..for (Onvert 1119 t~ 'r= 1I~n-rea4tble l""c".,Uon to
enc:04ed d4U "nd vice I'l!n.. These "re the .-scrlptho c!OC...-.:lnlS rcqu'red
to InIU"te. devolop. oper.te, .nd QSint.tn specific 4Ppllcatilln, of I\tlp
sY'te=. 'I1Ie dlspo\lt IOn ()f clocu=enUtlcn 11 IIllked to the disposition of
the rehteel alChlm..read.ble ftlel.

:~::':::a' ~~c: ~:~rIHI::C~~:s~~I'~i~·~~~l::.s:I~~~l::dr~ d,t"
il'lput 'lIes. pubUcalton fllel, and securlt1 b.C.up fllO$. ProceSSing tllets
lll!l'lI!r.II.r 40 not quol 1f1 for long te'" retent lOll. Th()se fer .... Ich d15po$ll
is not 4uthorilt<l Q11 cont.in QGro ~Iet" Info~tlOll thon tile I"tTated
Nster fHe Or be especially relev.nt to cOntr4Ctor policy. dochions. or
specl,l reportl .nd thlls poness potentl.l h1storlc,1 V11"e. ApplluUlUl of
thl schedules for processing files Ifill IClcreuo tho ov"llobillty of space
on ~clline-f'e.ldible Redll "nd redKe OOE oxpenclHures for Icldttlcn.1 stack
Of CloIgllettc cedi o.

KuUr 'tln IPut III) coniUtutll tile! definitive Shle ()f • dlto ftle! In a
",to::o It I ghen tl..,. Such "I" oro c.te'lOf'hed In this schlldule only
pan11 on thll bnls of swject cont",t. Clther tq>on,nt cCl'lsldllratlonl
reg4rdtng dlsposltlon .ro t!lll fomat of tho d4h file ond tile Cl:lnMr In
.... Ich It 11 upd.ted. Sue" ..rlablu Inflllel'lCo tile scopet of lh.. InforN
tlonal ."luo of " fIle .ncl 1'10I1 requIre sullalulon of DOE ro"" AD·))I.
RKOI'd$ Rotllllllon ond Dhposal AIItllorhttion.

the 4KIsion tlllle foraat " used for two reuon': (1) It "Vo1uces req.. tre<>lntl
for .Xp.....tllrJ footnotn, .nd (2) .nhU the user In ccnceptu.lllln9 the CllIl'l)'
cate9orlos 'nd lubcttegoriel of I'tCCrd' Involnd.
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CClhIRAc:IOR RECOROS SCKEDULE 10 

""CHI"E-~EADAiIlE IIECCliIOS 

fllll SCllecllalot COnI's mac ...... -"".lIle r"om and rel.ted cIoc.-nuUon. 
MolChI~re.ld.bll! records require ","oce"l~ .nd decOdlnll for conversion to 
h..,.. .... "~.ble In'o",..tlC1"1 4n4 are IIS .. ,Il, It01'td en mdla "'teh .,..~ tllca 10'.'1 
to ClOd." and upd.te_ Feder.1 ,t,tutes .!XI l'OQ'UhUeni define reder.l reCOrd, 
4S the pl'OdllCU of Govetn:>fnt budntu end IPltctflull, Incll,ld" all npdll en 
idllch tlllll' N)' bo record~d. ""en In'OMltlon .lllts In both G>/Ichine-rea4'ble 
and II.rd cop, foms 1111:11141119 ~ut.,. output oierofcl'l:l ICOH), utlous hclO" 
bear 011 the cleclllon of IiIlcll otdlu= should be tetalne<l for 4rehh.1 purposes. 
koong the~ .re the relathe cost of storage .nd preservation, tile rolathe 
con.enlcnce of refel'el'lce, and the hciHt)' with "'Iell ~st MN COP1 fon:>t Nt 
be regener.ted frOD Cl4Chln,-re,doble ftln (. process l>1'Iich h costly to re~<!r$e). 

Tllo dlsposltlcn of d.ta on Cl:dla Cltl\qr th.n Cl;I:puter 1ilS9natic Upe (luc!! '$ 
~ncll urd$, paper UP&. disc pads. III' dl'UOlS) h 4uthol'iztloJ b, thh ""e<!ule; 
lIo!oe.er, magnetic tape Is usuall, required for tr.nder of orcll".1 diU to the 
NaUon.l Archl.el. 

~thlne-n:adable records differ frOD records en otller ~dla In four l~orUnt 
IOI,S: 

1_ TIIo CoJchlne-r"d.ble aldh on odIlch the.\' .re <oil often recordt'o1 ore 
oruellll! atilt ~sobh. th .. , crutlft9 • tost effctthenctss 'gtar In their 
CoJ",~nt odIlch b not prelent with aore pe".,nent nidi •• 

2. The Ngootlc I».!h on ..tolth ClOst Cllach!ne-read4blo records are rocanlad .1"11 

~ C!: Iy;:ro'::t ~n'1~~~n!~~:~b ~d~:~O~~~o~'~~~~!~h:h~~'~~~ II 
records be brought I/noJ.r control n enl, n possible In their life c,cle. 
Ideally tllis conttol ,IIould be exercised It the tlen • s1stll'l is created. 
lI"n beforll It hn generated recONS. If thi, Is @1'iO. dispOSition stan
d.nts can be written on the 'l!dlUOI U .n IlIte<JI'I1 p;J1'l of tile Inte..,..1 III" 
I,bel. hrly identification of nles of drchh.1 valull ensures thn the, 
art stored "BeIer Ql:ltI~ condltlCl"l1. 

l. Due to the ."e with ~fch CoJdllne-re".ble ~rd$ 01, bt upd.ted or 
reviled and the r:.dh reused. thflr 1th cJcle h IIrle'er and Rlre cO"1)I .. 
th.1I th.t of otllt-r ~cardS. ""Ile the auUr filt is IOOSt ofte .. of orctlhal 
ul"e. SCRett.,.S other .-rsloftS should be reUlntd becouse tMlr Infarw
ttonal ccntunt h IOGr, toqIhtc thon related QSstel' fUes 01' espec,.111 
rel..,.nt to contr.ctor policy. 4echtons. 01' s~I.1 reports. 

CIlNTRACTOiI R£WlDS SOIEDULE 2D 

Jhe q",1t ties odIlth sep;Jl'.te cuthtne-rt4d.ble records fnn those on other nidi a 
olso tlIto It dlfflC1llt to produce d subject-oriented SChedule for Nelltn!!'-
re .. d4ble reccres. 'hIyS, thh schedule cat~orlles rocords for disposition 
st .. nd.l'd$ en the II.UIS of the kinds of recOrds or ftles ("4t tre COQ:IOn to ClOSt 
IoPP sysU<o$. Thl1.re divided into thrte clann: 

Docu:oen(atten (P'1'l II cOWIn thon records requIred fer $enlclllg ""chlne
reidiDie recOrds .. for ton.ert 1119 t~ frtXJ h~n-read4ble Il'Ifc".,Uon to 
enco4ed data and vlca llena. Thew .ra the descripthf doc...-.:tnlS requIred 
to Inltt<llte. develop, op~r.te, Ind ~Intol" speCific opplicatlons of I\DP 
Sllt_. 'hie dlspo\ltlon of dOCu=l!ntatlcn " Il .... ed to the dUposltlcn of 
tM telated a.lthtne-re.d~ble fll"s. 

:~:!'!::a' !!!c: ~:~rIHI::e ~~:s~~I'~i~·~~~l::.s!I!!~ ~l::dr!! d.t. 
Input files, PllbItC4t\CI'I files, and securltl II4c."p flies. PracoUllIg files 
~ner""y Ito not quoltf, for long te ... retent lOll, Those for .... Ich dtspoul 
is not authorized Qly cent .. ln QOI'Q ~Iete l"fQ~tlOII than the .... lated 
Nster tna 01' be a,pecll11y rele.ont to COnlr4Ctor poltcl. docisions. or 
speel., reports .nd thus ponH' potent I" historlc.1 Vlllle. AppllutlOfl of 
the sclle~hs for processing fHes will Inc reno the dval1tbl1lty of SPice 
on ~clline-re.ld.ble Redl .. .,nd ~e OOt e""encllt"res for Addition.' stoCk 
Of CIoIgllettc cedlo. 

KuUr fflu (Put III) conUltllte tile dl!f1nltl.e Stltl! of .. dat4 file! In 4 
',Sto::o .t I ghell tl..,. Such flln ."0 Cltegarhed In tllh sc;"lIdul~ anll 
Plnly on th. bisls of swject ca",,,,t. etller Iq>On.nt cOlIslderltion, 
regarding dispOSition are tllo fomtt of tba dau file .nd the CI:InMf In 
.... Icll It Is upd.ted. Sue" .arlablu Inflllence thl! scapI! of th .. Inferna
tlonal ~al"e of • file .1Id 1'1.1)' requite sutahslon of DOE ra"" AD·])I. 
RKOI'd$ Rot.lltton 4114 DhPOstl Autllortrdlon. 

Jhe ItKlslol1 table 'oraat " yseca for two reuolIs: 0) It "Vduces req1ol1re<>ln" 
for ezphnatory footllCltn •• 114 (2) "slsU the IIsel' In conc~ptw"lllln9 the cuny 
cat.torlos Ind subcnegorles of rtCOrd' In'D1v~_ 
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CmlTlW:TOR AEcoatiS SCltEOULE 1I

AUOIOVISlJAL AECoaDS

Thh sc~le conN AUdlowhu.1 and rehtad records. AudtlJ-vUual ",cords
Include IUtI ptctures, QOtton pictures. SO\lnd ~ordtft9S. yldeo t'KcnSlngs.
t."Id rehted dcat:lenuttcn uSt<1 for. or I'lf(:t".1')' to, the proper Identification
• nd retr'enl, or bo.rlng en ttU! orl91n, acquisition, use, 4Htd ownership of
tMse rccc:rd1.

Audlow~'lHIl records that 041 hue ccnttnultl9 11-911 ••cblnhtrathe. and relearch

::.::,a~ ~t;:/~~~~~~~~o::~r::~~d~~C1z~ ~~'=~:~t~S~~I~~e:n: ton
with tho transaction of contractor business o.r resulting frQjl contractor progrt=l
relponslbtl lUes. The 'Itt., COfIsUtute evidence of the ot'9Intratlon. functions_
policy developoent. dechton" swocKu,n. o-per.ttons, or other ~thU.'n of
the ccntr,ctcr. Mdttlonll ftlCripthe 'n'creatlon APPllcule to the disposi
tion Instructions for selected tleGIS ara lnclud~ In e.plan.tory notes 4t
tho end of tMs sc~le.

CONlAACTDa RECORDS SChEOULE Zl

Dispose of In 4CCONCf\Ce
vi th the ,pprowed
dhposition tnstructions.
appltuble to the
records of ~,ch thoy
are a part.

c. Are not pvm.anent record' U <leurtbN Until no longer nfe-ded
",neSer tun 2a of this schu:!uIC!. for adQ1nhtr4ttYc Us.c.

(t) Unedited outtakes and trll::::5, the
discards of 111;':'1 pro<lucttons. tdatch
h,ye been appropriately ,rr,nged.
labeled, and deserlbad--the
llrlgin.al "91th, or color orlgt",,1
and I wort print.

(S) rUIlI$ resulttng 'rCJJ a "hu.l or
c:lectrcnlCS tr,nsfer of yll$eo
reccrdtngs.

b. Are tnchtded as J)4rt of .. project f11e.
cue ftle, report. or , steU" type of
record.

d. Are fault)' o-r technic"1)' pocr DeUN)' It:Rldhtel)'.
ph.tO'lrapllt·

3. SOU~O AECORDINGS FILES. Sound ....,.nllng<
on tapes or dbn th.t:

ITEM
!!h.. OESCA1PTlO~ or RECORDS AETENTlC~ HR 100

muter poslthe or 4uphcate
ne-gathe plus opttcal soundtroct •
and a sound projection prtnt.

(2) r 11... produoed bl .r lor
Contr.ctcr,-·fih~ thAt Ire Intended
for Internal staff tll~-tho orlghwl
l\V'i.athe or tolor crlgln.ll plus
lound and .. proJec:tlcn print.

(3) Ftllll$ 4Cqut red b)' contrlCtor--two
proJect ton prtnts.

RETENTION PERIOD

Pef"'Nnent. OffC!r to
NattoNI Archhes
WlQn no lenter Meded
for ~otnhtrlthe use
or "'en 10 )'ears old.
..... teM••r h hter.

(1' St til phoUsraph1.

(a) Black and ""tto pIlotO'lrap/ll •
tho orl girl.' Iltgathe and a
ca"Uened print.

(b) Color pIlotoSrtp/lJ.·tlle
Grl'iJlnol color transparenc)'
or color "'gilt "e•• eapttoned

ITEM
~ DESCR IP1ION or AECDaDS

1. STILL PICTURE rILES. Still photO'lraph"
,lidO sets. fiic::strtps. posters. criglnal
lJ"l-ort, ond other pictorial records that:

a. Provide 4ocLI!ilOnUUcn of contractor's
Of'glnh.Uon. fr.mC'ttom. poUe1..s.
proc~rEts. and ou.nttal tr.nsactlcns.
or cont"n tnfol'Qltton th,t Is untqu.
tn substance. arrARl)eCllent. or IOIiInner of
presenUtton. and ""'failibl. in another
fore. or dotlA;tnt ev.nts or pheno::Jena
..nleh .re stsntficanti or uttltle a
stsntfie4nt new ttchnolog,y arkS reprosent
,n ,~hlnce tn tM sUte Of the 'rtf
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k[TEUTlU~ PlklW

Dispose of ; n accordance
..1th disposition
instruct tons 'PpltC4ble
to the record, of .... Iel'l
they are .. p.rt.

Unttl no 10ng~r neeli1ed
for ~ftt.str.the vUe

P.,manent. Offer to
Nit ton.l Archives. .....en
no longer needed for
.w~1nUtr4tiva use or
....en ~ yo"" old.
...-hlchever is hter.

Otspose of ;~14hl1.

Pro"tcSe doc ..~ntatton of Cc.ntr4ctor f
,

crg.Inlz.tlc.n. fllftCtlcns. poUct"s.
prOCedures. 'nci osURtial transact1cnsi
or conUIn tnfcreatlon that is ,"nlq.u&
tn subSUncc. arrangement or I.'IolInn"r" of
p:rflenUt1on and u.n"allabl., In Inother
fom. or docuatnt actual ennU or
phena::el\l .tatch .re slgnfftuati or
utiltJe a Stifttftcant nhl tettlnology
.~ represent In id'.nc. tn the ,tate
of tlte art.

O} Conyent tonal awu-produced
wlttpl. (OP, disc reccnU"9s··
the DIller tape. Qltrh er
sU.qJer". and one dhc prnltng.

(2) "'inettc a"dlo upe reccrdtngs
(r"l-to-"",e). caneUc. or

~~;t~~~~~;tt=":~:l~::1o~a:c:r
recOrdtnog .nd a -4iQbtng-' If one
exhts.

b. Are tncluded 01 part of a project
ftle. use file. report. or' stalhr
type of record.

c. Are not penunent rotonts II described
vnder tt~ J. of t"'s lCtl:edule.

d. Are hult1 or teChnical I, peor
reccrdtngs.

4. VIDEO AECoa01HGS FILES. Video recording.
that:

1T0t
~ OESCAIPTION or AlCOAoS

OhFose of in accordaRce
.i th the appro.ed
dtsposttion tnstNcttons
applicable to tile
rlcords of ...... Ich the)'
are a put.

Until no I.nsar needed
for Adatnlstrotho u$O.

Porcancnt. Offer to
NlUOtWI Archhe-l ......n
no longer l'Il!l!4ed fer
~tnhtrlthe uti. or
"'en S )'11" old.
.... ICh• ."r Is liter.

b. Are InclUded IS Plrt of a project flla.
case fill, NPOrt. or a stalhr t)'pe
of record.

c. Are nGt peraarle'nt rucrds as dltScrtbed
""der It"" la of thh .chedllie.

(I) DOt·.po•••red fll ... Int..- for
dhtrlbutl ...··tlle original negatlv.

;t~lr~3:~~~I:~ ::t:~:'oto

d. Are hult)' Or techntcally poor Destroy tl'<r.ll!dtately.
photO'lrap/lJ•

1Cl1l0ll PICTlIilE fiLES. Kotl •• plctu"
files. includiR9 neg,thlS. Iilisters. and
prints of pro!uctl.... aN unedited ...tUke.
_"'Cl trtQS that:

I. ProVide doc=entatlon of contractor·,
organluttcn. f",net tons. poltct".
proceduret, Ind assenthl tr.nucttonsi
or contlln tnforwtton th.t is I'tIlque
tn substanco••rra~nt CIt' a1IM.er
of presentation ,nd wtWI..l1ule In
another fom. er doc1::l8'nt aetu,l evonts
Of' ptlenoc:eM _t'" .re Ilgnlflunt. cr
1It1lize a .Ignlflcant _ tec~nol.gj'

Ind repreunt MI dune. in th-I stlte
of the ut.

2.

ITEM
~ DESgUPTlOll Of AlCoaJlS

prtnt••nd an tnt~th. if
ono 11 .v.llable.

III Otller .L111 ptctorlal ....,.nl.··tlle
erl~t",1 and a refemtee ptnt of
each.
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ITEM 

CC!lTIlACTOa AEWlIIS SCitEDULE 1I 

AUDIOVISUAL AECoaDS 

Thh sc~le conN AUdlowhu.1 and rehtad records. AudtlJ-vUual ",cords 
tnclude sUtl ptctures, Ql)tton pictures, s~nd ~ordtft9S. ,Ideo t'KcnSlngs. 
(."Id rehted dcat:lenuttcn uSt<1 for. or nte:t".1')' to, the proper Identification 
.nd relrleVll, or bo.,I"g en ttUt or'91n, acquisition, use, 4Htd ownership of 
tMse rccc:rd1. 

Audlow~'lHIl records that 041 hue (cnttnultl9 11-911, .cblnhtrathe, and ruearch 

::.::, a~ ~ t;:/~~~~~~!n!~O::~,,!!!~d~~C1z~ ~~'=~:~t~S~~I~~-:n: ton 
with tho transaction of contractor buSiness o.r resulting frQjl contractor progrt::l 
relponstbtl lUes. The Iltt., COfIsUtute evidence of the ot'9Intratlon. functions_ 
poUcy developoent. dechton" swocKurH, O-per.ttons, or other ~thU.'n of 
the c-cntr,ctcr. Mdttlonll ftlCripthe In'creatton APpllcule to the disposi
tion Instructions for selected tleGIS ara lnclud~ In e.plan.tory notes 4t 
tho end of tbts sc~le. 

ITE" 
~ DESCRIPTION Dr RECORDS 

I. STILL PICTURE fILES. Still ~hotO'lraFh" 
sltdO sets. fiic::strIPs. posters, crigtnal 
lJ"l.ort, ond other pictorial records that: 

a. Provide 4ocU!iIOnUUcn of contractor's 
Of'glnh.tton. fr.mC'ttom, policies. 
proc~rEtl, and oss,ntlal tr.nsacttcns. 
or cont.ln tnfol'QlUon th.t Is un'qu. 
In substance. arrAR~nt, or IOIiInner of 
presenUtton, .nd t"'nthbl. in anotNtr 
fore. or elotlAlnt ev.nts or pheno::'lena 
...,tch .r. stsntflcanti or utlltle a 
stsntftc4nt new ttchnolotY arkS reprlSent 
• n '~hlnce fn tM sUte Of the Irt. 

(1) St III phoUsnph1. 

(a) Black ,lid ""Ito pIIot09rap/ll -
tho orlgl1l41 "gath. and , 
ca"Uoned print. 

(b) Color phot.vap/IJ--tlle 
o:rt'iJtnol color transparenc)' 
or color "'gIIt"e, • captioned 

CONIRACTOA AEtoaDS SCHEDULE II 

RETENTION PERIOD 

Pef"'Nnent. OffC!r lo 
NatioNI .rchhes 
WlQn no lonter Meded 
for ~otnhtrlthe use 
or "'en 10 ),ears old, 
..... teM •• r h hter, 

~ DUg!!PT!!I" Of AECoaoS 

2. 

print, .nd an 'nt~lh. if 
ono is 'Villable. 

Il) Otller .1111 pictorial ..... .-.I.--tlle 
orl~tn411 and a refemtee pint of 
each. 

b. Are Included IS part of a project fl1a. 
case fl1" r.port, or a staU.r t)'PI' 
of record. 

c. Are nGt peraane-nt rucrds at ducrtbed 
""der It ... 1a .f this •• h .... I •• 

OhFose of in aceonlaRce 
•• th the appro.ed 
dispoSition InstNctlons 
'Pillle4l>l. to tile 
rleords of ..tItch the), 
are a put. 

Until no I .... r ..
for Adatnlstrotho u$O. 

d. Are hult)' Or technically poor Destro)' tl'<r.ledtately. 
pltot09rtp/IJ • 

IClTlOX PICTUilE fiLES. ""tl •• pletu" 
files, includiR9 negathlS. IOIasters, and 
prints of pro!uctl .... w unedited ... tUk •• 
_"'Cl trtQS that: 

•• Prowl de doc=enlatlon of contractor's 
organlutfcn, ("net tons. polletH. 
proceduret, .nd asstnt .. l tr.nSlctions, 
or contltn tnforwt'on th.t Is un'que 
In hbstanco •• rra~nt CIt' aaMer 
Qf presentation ,ftd wtWI"nule In 
anolher fom. or doc1::l8nt actu.l evonts 
Of' ptlenoc:ena. .,.,'" ,re l'gnUICInt. cr 
\/ttltz. a .Ignlflcant _ t .. ~noloi7 
and repreunt MI dunc, in tfI.e stlte 
of the .rt. 
(I) DOt-.po ••• red fIT'" Int_ for 

dlstrlbutlon--tlle original negatlv. 

;tfe!r ~3:~~~1:~ ::::::!:.oto 

POrr.l6ncnt. Offer to 
NaUOtWI Archhe-s ...... n 
no longer nel!4ed fer 
~tnhtrat he uSl. or 
"'en S )'11" old, 
.,.1ch • ."r is latlr. 

ITEM 

IIEM 
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!!h.. OESCAlPTlO~ OF RECD~DS RETENTlC~ Ha 100 

muter posttive or 4uphcate 
ne-gathe plus aptlcal soundtroct, 
and a sounel projection prtnt. 

(2) F 11", produced by .r lor 
Contr.cto"s- .. fth~ thn Ire Intended 
for Internal staff tll~-tho ortgh,,' 
l\V'iathe or tolor crtgln.al plus 
sound and a proJect'en print. 

(3) F tllOl$ 4Cqut red b)' contr.ctor--two 
proJect ton prints. 

(") Unedtted outtakes and trh::zs. the 
dhclr'ds of tllr.t productions, ""feh 
h.ye been appropriately Irr4nged. 
labeled. and (lescr.bad--the 
Clrlgtn.al teg.lthe cr coler orlgt"", 
and a .art print. 

(~) Ftllils resulttng trCJJ a \lhual or 
c:'ectren,cs t"nsfer of .11$.0 
reccrdtngs .. 

b. Are tnchtded as part of a project ftle, 
case ftle. report. or • stcUfr t)'pe of 
recoN. 

Dispose of 'n 4cc:oN(lf'lCe 
vi th the ,pproyt-d 
dhposltion instructions 
appltcable to the 
records of ~,ch tho)' 
are a part • 

c. Are not pvm.anent record' as <leurtbed Unttl no 'onger nte-c!ed 
",neSer tun 2a of this schu;!uIC!. fa,. .dQtnhtr.lltvc Us.c. 

d. Ar-e fault)' 0.,. technic"')' poer DenfO), It:Rldhtel)'. 
pltot09raph1. 

3. SOU~D RECORDINGS fiLES. Sovnd rtCOnllng< 
on tapes or discs th.t: 

CONTIlACTOR AECoaoS SCHfOUL( 21 

~ OESCRIPTION or RECORDS kET[uTlO~ P[kIW 

Pro\l'cSe doc .. ~ntatton of cc.ntr,ctor f
, 

crg.Inlz.tto.n. f'lftCtlcns, poltctes, 
prOCedures. ,net osnRthl transact tens. 
er ccnutn 'nfcreatlon that Is ,"ntq.u& 
In subSUncc. arrangement Or Nnner of 
p',.esenUlton and un.vailable In anothe" 
fom. or docuatnt actual e'Wltnts or 
phena::en.a .tatch are stgntftuati or 
utiltJe. Stiftlflcant fthl technology 
.~ represent ,n "'vane, In the state 
of tlte art. 

O} Conyent tonal awn-produced 
w'ttpl, (OP1 disc reccnU"9s-
the Daller tape. Q,ttrh or 
sU.qJer, and One dhe prHstng. 

(2) "'inetlc a"dlo tape reccrdtngs 
tr"l-to--ne1. cassette, or 
~~;'~!~~!;tt=":~!l~::1 o~':c:r 
recerdlnog .nd a -dlQblng- tf Olte 
exhts. 

b. Are included os pa,.t of a project 
fUe, case file, report, or' stath,. 
type of record. 

c. Are not penunent roconts II described 
"Mar 1t~ 3, of t"ts SChedule. 

d. Are fault)' or teChnical '1 pcor 
recerdtngs. 

4. VIDEO RECoaOlllGS fiLES. Vld •• recording. 
tbat: 

Pdmanent. Offer to 
u,t ton.' Archives. ..... en 
no 'onge,. needed fo,. 
.w~tnUt"4t iva use or 
.... en ~ 10"" old. 
...-htchever is htel'. 

Dispose of ; n accordance 
.. lth disposition 
Instructions .ppltuble 
to the records of .... Ich 
they ate a p.rt. 

UnUI no 10ng~r neeliled 
for ~ftt'str.thr uU. 

Otspose of 1~14hl1. 
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ITEM
!!Q:.... DEstRIPTlC~ cr RlCORDS

•• PrOftde c1oc~ntn'o-n of ,ontr.uor·,
Org4ntzatton. functtens, poUctes.
pt'OCC'du.re,. ,I'd e·uenthl trtUtSlct"~ns.
or co-nut" inforeat Ion that t s unt qUI!
In subn,nce••rn~nt or Qlnner of
preuntatton and un.vathble in
.notMr tom; or dOCu:lllnt 4Ctui. l'WenU
Gr pt\e'~na "'ittl arc ,tgntftunt; or
utUt,... ,Isntficant 'Wl'W ttchftology
.net rt~eHnt aft 4dware. In lite sUte
of the art. Included <Ire the original
or tnUelt gtfte1'atton of the ~ordtrtg.

b. Are tnc:lvded <II part of • project file.
case f11e, report, or 0 ,tall ... type
of rICord.

c. H41ve been tr,n$'errtd by yh~1 or
.lectronic processes to oot ten
picture IUa.

d. Are not Pltmanenl records as described
1011'14.' tt~ 4a of thh nheeuh.

e. Are hull1 or ttc.hntC411, peG"
~COrdtl'\gs.

\. AlJllIOYISUAL DOCIJl<t~TATlOJI riLES. rlncllng
t1IldS and aoe~ntattcn fites relating to
,\OdlovtSou... l"'t'CO-rds, including:

,. :~i1:;fn::dSs::~:t;~:~,o:t:~'O:t~M
ClrdS, d.oU Sheets, shot I"u,
conttr-.tttf'S, reytftll srw"u.. tnc1eus,
caption IhU.. utalogs. or other
doC~nUtion in , u.tu,l. atcroforc,
cr Nch1ne·r~4d..ble form that Is

toNTRACTOil RICORCS stHIIl\JLI II

RETENTION PIRIOO

Pem.Mnt. Offer tc
fUt10n.l Arc.Mns WieR
no longer needed for
4dWllnhtr.tiwo use, or
....en S 1I!ilrs old.
.-tItchcnr IS l.ter.

Dhron of in 4Ccord.a~e

fllIlth the I3pprO'lecl
dtSpellUen InUrvcttcns
l1ppllCab18 to the
record, of lillhlch thltJ'
.re • p&rt.

Dhpo" of 4ft'r
verifying the ade-q"ac,"
of tho ftle CoPy.

Unt I1 no Icl\lJer nef'dN
fcr 44nintstrat he lotSe.

Dispose of 1Q:1t'duttly.

OhpOle of In aceoN.nce
wi th I nstruct ions
co"erll"l9 the related
.a\JdiOf'IS"111 records.

~

Inclu4ed are Nttt'd cotton plChre productlons as .011 as u.nfldihd fOGu~

(outtlkes .nd trh:ls) th.t df11ltct 'lgnlflCAnt contrICto-r .cthlttet.. per'SOnllttles.
procedure" pr~a:zuttc respo.nstbl1tUes, and ftnlop;:ltnts. ThiS 'tco Includ,S
QOtlon f1ll:ls ""de for dtstrtbutlo-n and tntended to 1nfom. teuh, or entertlln.
Ind ftlcs a.e¢e ,n:! util hed In the CCM'se of cCt1traclor bystness for tftternll
sUff vse. Th1S ilCA aho Includes television &dvert1se:Mnts and anncu:nteQlntl,
cce:::anly referred to as -TV Spots.- "'tth clflcrlbe. , ..pl,ln, or proaote DOt·
spcn$ond progr~ .nd aettylUltS. rreqvent1y tl\lse ,nnoLlncecenU arr prO(hICrd
tn vlr'ant foms IItlfCh describe the S&Q! 1i"'0000cg or .cth'tt, .n:! brosd11 SpeUln9
fyrnlSh the s~ bUlt Infomatton but tn I $ItShtl, different arrango:aent. or
they Ire of Such a gentr,I nature that thotr InforNtlo",I and evldltntla' ..l~
's inconseoQwnt 101. Ewery TY spot p.roduced for DO[ is not a ptl'Qll'II'ftt f'tCord. A
r.presentottn S4lOipling of TV spots should be Identified as pemanent recerds and
offered to Ute NoIt lanaI Archh'es. Ott.rat Nttons as to ~lCh TV ,pots pouen
,ufficlent nlue to Wlrnnt solectlon as PCU'QI!lent record, should be based upon
the Slintftcance of their cetttent and the q.:,aHty of Its P,..Slnt.tlcn. Those
spots net H'ected as J)er'QllM'ftt recents .rl dhpo$lble In "cerdance "ith the
disposttlon Innructtotls fer ttes:w 2e.

.!!!a.1£
Inclu4CC1 are iOlOt ton picture prodYCtlon, as well IS untdtted footage (outtakes
and trim) that haYe Halted act=tnlstfltlwe yse or ItttervU sutb II QQtlon
picture ftlDs liltlOs,e Sl.ibJtct Q,ltter 1$ tr.nsltor1 tn nature or Is of purel, local
Interlst. S""h cotlon picture ftlos glpt depict athlet1c ewents, ,ochl

~~::~:~:rt~;ct;~heln~f~~t~T:o"n :~l:I~~~;e:o:a~:~t'~~I::ta~~~I~r
strath. st.ff functlo."s Pd ClrslGnlll "tlw1tles showttl9 tw.ns prHeftt.ttoM
Ind co=:w:nd.llttons. This Ite= .Iso tncludes =otlon pictures thlt preunt SUndiN.
-ell.lnown. "Idely .unable tlChntCiI ItI$tnlCtton or aa1nl1gert., tninlng provl.ClS
lIlI\icb were acquired ff'O:l GoY'f"'l'l:':ent sources.

neg 3.

Iftclu4ed are c~Itted audio productions Wlhlch .re dlstrtbuted on discs OM
Intended to Inforn, teach. or entertain. .ho Included are ·r.cl10 spot N,ter,·
of rfdto anftQUnCltGlllnts ~IC-h @scrlbe .nc! e.ploln stplflu.nt 00t: P:1'OVC'l'l Iftd
aethlties. Frequentl,. lhese orm~n'tQInts .re prodLICed In .,rl.nt foms· ....ch
describe tho saQ3' Il-rOVal:I or acthlty and broadl)' spedtn9 furnhh the s.&ce bnlc
Infol"'Qltion but In I sHiMI, dtff.nflt arrangectnt. In Iva. cases ani, a
u.a:p1tng of represent41t1Y1 radio sPOts pertltntng to • Specific 00( acthU, or
proves need be considered pera.tnent nco-rds. this. Itee also tncl~ sound
reoto-rdings of 11gntftcant speecrtes, conferences. and eo::r:lUte~ Cl!ettngs. ThO,e

CD~TIlA£TDR RECORDS stH£IlUU 21

~

Included are photog".,hs of slgnlfiun't (ontrfttor 4Cth1tiQI. perscn.'1tt"S.
procQdur~s1O prov~ttc respanslbllltles•• I'd 4lrw.lo;a;tnts Wllch ""e QlCl! '-'11
..bl~ to the publtc and ttlOle .tile" an Nde and utt"hd 1n the course of
contractor bu,tness but .-tItch are inttnded for tntQf'Ril naff use.

It.., hIll

Jnchtdt'CI .re records thAt ,.ph1n. I n\truct ••dy~rthe. or illustrate contractor
progr4:'lS .nd f\inct 10ft$. A r~prif"ntlt he S4q,lltng of thew records should be
1dent "ltd as ~l"UInent fi!'CQrds AM otfeort'd to thlf National Archhes. Detemtna
tlons U to ttle 1teas to be lel,ded 1ft pofn::lolne-nt f"f'(ords should be bjsed upon the
U9'\tftc.nce of thlr content and the un1<;~ne-u .nd qu.lit,. of tts pt'flenUtion.

~~S:::~O:,:~ ~~:~~~~:~t~:e~~~~::t:s~~~::t~:r~~~i:l~~es;~~: ~~~ld be

ITlM
!!Q:.... Cl$CRIPTlO~ OF RECORDS

n«esur, or I'lelpful fr,Jr the pruDer
iclvntif'ClttGn. retr1t.... l ... tid wW
of the Ovdlowlsllal records described
1n CRS 21, ttens I, 2. J and_.

b. Production rOes or s1a1hr files
tIiltch ;nchJa, pr«l'Ction contracts.
Scr1P.tl, traoscrlpU, ant:J other
c!O<~~Utlo~ be.arlft9 on the
orl9in. ,cc;uutt 10n. rele"se. "nit
OlIm~rsh1p of the ~rod~t1on.

RETE~TI()'~ PER 100

01 spose of tn accord.nce
with tnUrvttlons
eo"ering UtQ rehted
'WICNhu.' re<Ot'ds.

not sel~eted as pemanent records should be disposed of in 4C(OrcWO(O with the
dhpostUon Instrvctions for itea Je.

It ... 3<

Included .re SCu.nd recordln'}s ..r.lch han ltolted td:o.inistrlthe yse or interet.t
luch as recording, liItIiCh wer~ prOdlOCe<I for and utllhed in SOQI other audiowlSual

~~~~~I~t~~hI:'t:a:~:~~p~~t:fe.o,O:a~I~::e='na=da~~r::'~ct:e:.

itea 4.a

Inch&dej .re vid..c record1ng, .ich .re distributed .nd intended to tnforc.
teaCh. or entert.tn as ...,.11 4S "Ideo recordings of ,tgnlftc:.nt p..ogr~ttc
events. procedures. conferences. ~et1n9'. operations, .nd techntque,. IMs ItiIC
aha includes ttl"",islon ad,erti'cctnts and .nnoutlCe:Jl!nts. clX:r:1Only referred to
as -TV ,pots.- .-tItch descr1be. ,aplaln. or s>ro:w::Jte DOE progr~S 'M ''It,,ltt.s.
freq.-ntl, tM-Sf .nno.tnceatnU .re prcduetd In warhnt fol"'iiZS WlICh describe the
s~ prOtr4;:l or «thity "nd broadly speaking furnish the sim baslc tnfomatlen

~~1:ni:':~~~~~aft:~':~d::i1:r::I~e°rsU;~~o~~:q~:n:~~. geE:~~ ~t:;:t thlt
prOduCed for DOt should not be conSidered a perganent record, A re-presttlUth.

~~~~:r :~e~~v:::tsO:~:~~n::f~~n::f:~':~cr~=~sr=:~:sa~f;r:1::: ::I~e
to ""rnnt seh~«10n as pemafttnt reccrds should be based upon the si;niftcance
of thetr content and quality of their presentatton. Those sPOts not SC1Kted
.lIS ptmlMS'lt reccf'ds by the contractor ~re dhponbl. tn "co-rdance fllIlth the
dl$poS1tion instruction!. for ttte1 4d. Contractor originated video recordings
,nd recordi"9' acquired by thl! contr.etor th"t cantlin u;n1que train1r\9 anrJ
tnltrvctlon Nterl., are inclllde<l if sueh recording, provide docul:lenUtlon
of or for contractor p"09I"4=' and she- their rel"Uonshlp to Uld t~ct on
the P\Obltc or pr"ent " h; .tGrlul .ccount of so::e aspect of OO('s or ccntnctor',
de"e10~nt.

It!l:l Ie

InclUded .re stili photogriphS th4t h",e Itatted .dJ:ttnhtrathe u'. or intllren
,~" IS photC\9,.,phs ....OSC! hbject Cltta-r ts tunlttQf")' 1n noture or.i' of purely
loul interest. Sl,lCh phOtog,...phs t:l1g:ht dop1ct .lIthht1c eyenU, ,0clal gatherln'llS,
or atMr .ethitles net dirf'Ct'y rel.ted to cantr4Ctor oper4tlotls cr rupon,tbili.
tin. Included .Iso 4re photGgr4p.hs of I",'"el adalntstrative luff functtonl
'M cer5:lOntli utt"ttles shov1ng 4W.Ird presenUtlons .nd cCl:%lenddtons.

~

Instrl,lct'ons 90'lemtn9 the dhpo,ttton of JIlOtton pICture f110s U4It conta1n
material that wis orl91ftally in I ,,'doo record1ng fOm41t wtll be found in 'teo 2
of th" sc~t'dule.

Itm .d

lftCl~ded .re "ideo recordings lillhiCh ,n pure), t ...=Insit01"1 In Nture and tho,e

~~~: ::~~1~~t:~:t4~~~:;~:e:t::a:.:;~c~~~sk=~g.~;~{y":~:~f:~.;~~~~:i
IMtruet 100 or c.an.o;erlll trllning prOtlr&:3S .mtch W~ uqu1red fra::a Go'tfnQ!'nt
sources .lire 1ncll.dod.

r 
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ITEM 
!!Q:.... DEstRIPTlC~ or Rltl»DS 

•• PrOftde c1oc~ntn'o-n of ,ontr.nop'"' 
Org4ntzatton. functtcns, poUctes. 
pt'ocfdu.r.'. ,I'd e·uenthl tr.ns.ct tons, 
or co-nut" inforcat Ion that t s unt qUI! 
In subn,nce •• rn~nt or Qlnner of 
pre1tntatton and un.vathble in 
'notMr tom, or dOCu:lrln, 4Ctuil I'WtnU 
Gr pt\e'~na .mittl arc ,tgnttlunt; or 
utUtZ ... 'tsntficant 'WI'W tIChnology 
.net rt~eHnt aft 4dware. In tlte sUte 
of the art. Included.are the original 
or enlielt gtfte1'atton of the ",ordtrtg. 

b. Are tnc:lvded ,II part of • project ttle. 
case f11e, report, or 0 ,tall ... type 
of record. 

c. H41ve been t,.,n$'errtd by Yh~1 or 
.lectrontc processes to oot 'en 
picture fUa. 

d. Are not Pltmane", records as described 
1011'14., tt~ 4a of thh nheeuh. 

e. Are hull, or ttchniC411y peGI' 
~COrdtl'\gs. 

I. AUllIOYISUAL OOCIJ!<t'UTlOlI riLES. FIndIng 
t1IldS and aoe~ntattcn fites relating to 
'1.Od;ovtsu,a. r"t'CO-rds, including: 

,. :!i1!:fn::dS s::~:I;~!~. o!t!:!, O!.~M 
ClrdS, d.ou sheets, shot Ihts, 
conttr-.tttH, reytftll srw"u .. lnc1eus, 
captian liSts .. utalogs. or other 
doC~nUtion In , u.tu,l, atcrofarc. 
cr Nch1ne·r~4d .. ble form that Is 

CONTRACTOiI R[tORDS stH[IlIlL[ 21 

RETlNTlON PERIOD 

Pem.Mnt. Offer tc 
fUtlon.1 Arc-MYeS WieR 
no longer needed for 
4d=lnhtr.tiwo use, or 
.... en S 1'!ilrs old. 
.tItchc'ter Is l.ter. 

Dhron of in 4Ccord.a~e 
.tth the GpprOYe<l 
dtSpot.IUcn tnstrvcttcns 
4ppllcab18 to. the 
records of -..hlch thltJ' 
.re • pa.rt. 

Dts.po" af 4fter 
verifying the ade-quac," 
of tho ftlc copy. 

Unt t' no. t cr.ger net'dN 
fcr 44ninlstr.the lotSe. 

Dispose of IQ:1fdUUly. 

Ohpole of tn accoN.nce 
wi th I nstruct tons 
co"erl1"l9 the related 
.a\JdiOf'lsuI11 recorels. 

!!Q:.... D[SCRIPTlO~ OF R(COIIOS RET£NTlo.~ PER 100 

n«esur,. or helpful frJr the pruDer 
iclvntiftCitlo.n. retrlt .... l ... tid wW 
of the Ovdlowtsu-al recards described 
1n CRS 21, 'tens 1. 2, l and_. 

b. Production rOes or slalhr files 
tIiItch ;ncl\J(!, pr«~tton contracts, 
scrlp.ts, traoscrlpU. an.:J ather 
c!O<~~Ut lo~ be.artft9 on the 
orl9in. ICGuutt Ion. rele"se. "nit 
OlIm~rsh1p of the ~rodl.'Ct1on. 

~ 

01 spose of In accord.nce 
with tnnrvct\ons 
co"ering UtQ related 
.wicNiSu.' rt<Ot'ds. 

Included are photagr .. .,h, of slgnlfiun't con'trfttor .. cthlt'QS. persen.'ttl"S. 
procQdur~s. prov~ttc ,-.,pan,lbllttles •• rId cWvelo;a;tnts WItch Ue Qlce ,-uII
able to the publtc and tt'lOse .tI1e".n Nde and utt'1Hi1 1n the course of 
contractor bUliness but .tItch are inttnded for IntCtf'Rll naft use. 

It.., h!l! 

Jnchtdt'CI .re records thAt ,.phln. Instruct •• dy~rtht!. or Illustrate contractor 
progr~s .tId f\inct tOR$. A r~prif"ntlt he Uq,l"ng of thew records should be 
ident "'td as ~l"UInent fi!'Cords AM otfeort'd to thlf Nattonal Archhes. Oetemtna
tlons .u to the 1teas to be set,cted IS ptn::lolne-nt rt(:ords Should be b4sed upon the 
U9"tftClnce of thlr content 11114 t~ un1<;\oIeness .nd qu.,it,. of Its presenutlon. 

~!s:::~O:l:~ ~~:~~~~:~t ~!e~~~ ~::t:s!:c~!!:t~!r!s~~I:'!~e s;~~! !:~~'d be 

Ite:;! Ie 

Included .. re stili photogriphS that "",e Itatted .dJ:tinhtrathe ",e or intvren 
s~" AS phOtQ9,..phs .... ou hbJect Cltta-r 1$ tunlttQf")' tn noture or.1s of purely 
10CiI Interest. Such phOtogr.phs t:lig:ht doplct .tthhttc eyentl, SOCial gatherln'lls. 
or athe-r .cthtties net dirKtly ret.ted to CGntrtKtor oper4tlons cr ruponstb1l1-
tin. Included .Iso art! photGgr4p.hs of I.,...'"el adatnhtrative suff functions 
.r.d ter5:lOnilt utl"itlts Shoving 4W.Ird presenUtloftl .rId cCl:%lenddions. 

~ 
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Inclu4ed are Ntted cotton ptChr. productions as .011 U unNlhd fOGU~ 
(outtlkes .Ad trh:ls) th.t dfllitct signifiCAnt contr«tcr .cthlttH, peor'SOniUttes. 
procedures. pr~a:zut1c respo.nstbt1tttH, and ftnlop;:ltnts. thiS It CD tnclud" 
QOtton fl1l01$ ""de for dtstrtbutlo-n and tntended to tnfom, teuh, or entertlln. 
Ind ftlcs a.c¢e .n:! util hed In the CCM'se of cCt1tractor bUSiness for I"temll 
SUff vse. thiS UCA aho Includes tetevhfon &dvertise:Mnts and anncu;nteQlntl. 
ccc:::anly referred to as 'TY sPOU,- "'It" clfl.crtbe. , .. pl,ln. or proaote DOt
spcnsond progr~ .nd acthtUH. rreqvently tl\lse .nnoLlncecenU art prOChICrd 
In vlr'ant foms IIhfth describe the S&Q! li"09J'cg or ,cthlty .nd tI.rosd11 SpeUtn9 
furntsh the S~ bute tnfomatton but In I S1tlhtl, dUferent arrongo:aent. or 
they Ire of such a gener,l nature that that, tnforNUoftll and evtclltntlal ¥llu. 
is incons.f'Qwnt 101. Ewe,.,. TY spot p.roduced for DO[ h not a ptl'Qll'II'ftt r"Kord. A 
representotln UlOipltng of TV spots should be Identified as pemanent records and 
offered to Ule N.it tonal Archtu"s. Dtttmi Nttons as to ~tCh TV spots pouen 
'ufftclent nluc to Wlrnnt selection as J)Or'QIttent records should be bnecl upon 
the stin'ftcante of their ceMent and the q.:,altty of tts pre-slnt.tlcn. Those 
sPOts net H'f(ted as pltf'MM'ftt recents .rt dtspoUble In "cordance "lth the 
disposltton Instructions fer Ites:w 2c. 

.l!!a.1£ 
Inclu4CC1 are iOIOt Ion picture prodYCtio.ns as well IS unedited footage (outtakos 
and trim) that haYe Ualted a4=tnhtrltlwe use or ItttervU sucb II :.otton 
picture fUos liIIhO,e swJtct .... tter Is tr.nsltor), tn nature or Is of purel, logl 
Interest. SlKh aot10n picture fl10s g1Sht depict athletic ewents. sochl 

~!::~!~:r t ~;(t;~heln~f~~t !T!a"n :~I:I~!~!e:o:a~:"!t'~!:I::ta~~!I~r 
strathe st.ff functio."s 4nd Uf"SIGnhl "t..,Utes Showlt19 tw.nS prHeftutloM 
ond co=:w:nd.ttlons. This Ito:! llso tncludes =otlol1 pictures th.t prHllnt sUnclit'd, 
.n .... nown. widely .unule technle.l InstnKtton or aaln4ge,..i., tnining provlmo 
""'tct. were acquired ff'Q:I GoY.t"l'l:':ent sources. 

Itetl 3. 

Inclv4N are c~ltted audio productions Wlhtch .re dtstrtbuted on dtscs onll 
intended to Infom, teach, or entertain. Aho Included art 'roldlo spot Nsters· 
of rfdto annQUnCltGlen" ~Ieh @scrtbe .nc! ,.ploln stplflu.nt oot: P:1'OVC'l'l Itt;d 
acttwtttes. Frequentl,. lhese .rm~n'tQlnts .re prod\ICecI tn v,rt.nt fo.r:IIs· ... ich 
describe tho saQ3' II-rovaP or acthtty and broadl), spedtn9 furnts.h the s.&ce butc 
tnfol"'Qltton but In A sHiMl, dlft.nflt arrangectftt. In sva. cases ani, a 
u.a:pling af represent4lttve radio sPOts perUlnlng to • specific 00( ActhUy or 
proves need be constdered peraanent ncO-rds. this. ttee .150 lncl~ sound 
rt<O-rdlngs of t.lgnlflcant speecrtes, conferences. and cOl:':r:lUte~ Cl!ettngs. ThOse 

to.TRA/:TDR REtOllDS stH!OUU 21 

not set~cted as pemanent records should be disposed of in 4CCOrcWo(O with the 
dhpostUan tnstNcttons for itea Je. 

It ... lc 

Included .. re seu-Ad recordln'}s ..r.tth hawe ltatted t40,tntstrlthe ~se or Intemt 
such 4$ recordingl "'Ieh wer~ pt"OdlOCe<I for and utOiled in SOQt other audlowUual 

~~~~~ t~t~~h l:s t:a:~:~~/!~t:fe. O,O:a~ 
1 
~::t=· na=d a~~r:!'~c1':e:. 

lt~h 

Inciudej .!Ire ... icl.o recordtng' ""ch .re dhtrlbuted .nd tntendt'd to tnforc. 
teaCh. or entert.tn .n .,11 .!IS "Ideo recordings of stgnlflc.nt p .. og-r~ttc 
events. procedures, conferences. ~ettn9s, operatton" .nd techntques. TM, ttllC 
aha tncludes Ulf"Wtston ad"ertt'cctnts and .nnounceaenu. clX:r:'lOnly referred to 
as -TV 'pou.- .tIleh describe. a.plaln. or s>ro::w::Jte DOE progr~s .nd .cU"ttles. 
freq.-ntl, tt\e"st .MOlnceatnts .re prcductd 1n wuhnt fol"'iiZ$ WItCh descr1be the 
s~ pr09r= ar «thtty "nd brOAdly speaking furnhh the sue baste tnfomatton 

~~I:n i:f!~~~!~aft :~':~d::i1:r.:I~e °rs U;~~o~~:q~:n:~~. geE:~:! ~t:;:t thlt 
prOduCed for DOt Should not be considered a perganent record. A rt'presenUth. 

~~!!:r :~c~~ ... :::ts O!~:~~ n:: f~~n!! f:~ ':~cr~=~s r=:~:s a~,;r:1::: !:l!:e 
to ""rrlRt "te«ton as pemafttnt recCNS should be baud upon the sliftHtcanc. 
of their conUnt .lind quaHt)' of their preunutton. Those sPOts not SCIKted 
.!IS pemlMS'lt recenss by the contractor ~re dhpoS4bte 1n 4CCo.rdante .tth ttle 
dlspositton instructions for ttte1 4d. Contractor origtnated vtdlo recordings 
and reconSt"9s acqutred by lhl! contr4lCtor th"t ccnutn "nlque tratnlr19 anrJ 
tnstrvctton Nter,.t are incllo1dK if such recordtngs provide do.cul:IenUtton 
of or for contractor p .. ogl"a:=s and shc. the'''' rel"Uonshtp to Uld I~ct on 
the p.,obl1c or prHfnt " h .• torl"l ICccunt of So::".e aspeoct of DOr-s or eontnctGr's 
Clevelo~,.t. 

~ 

Instrl,lcttons 90'lemln9 the cUspostttan of JIIOt1on ptct"re f11ns th.t contain 
material ttlat was ort91nally in I "Idoo recardlng 'Omit wtll be found In ,teo 2 
of this sc~t'dul~. 

Itm .d 

lftCl~ded .re "tdeo recordtngs -..ht(h .re purely tr~nsitol"1 In Nture and those 

~~!: ::~~t ~~t :~:t ,~~!:!~:e:t::a!.:i~C!!~~S k=~g .~;!{/':~:~f:~t!~~~~:i 
tMtru.ct tco or c.an.o;er1l1 tf'lintng prOt1r&HIS .mtch W~ ICqutred fra:a Go'tenQ!'nt 
sources .lire Incll.dod. 
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OESIGII AIID ClllISTRU(TIOlI lIaAlIllIGS AIID RnATED RECORDS

TIll. _.10 _lcIt. 9.lcltll.... f.r tlla dUpa.ltlGft .f cltll9'l .ocI c....Nttt ••
dr.wings .nd relttcd NeoNS thlt h.,o bllln cruled c.r received by DOE CGf'ltrtctcn
I. _t'"" wtth .fflcl.1 letl.ttl... Or..I09I ...f.r la tho.. 9'"~h1c or

:~:1~l'1o~::'rd:I~~~':~~I;~:"~·~~::'::l':·.n~::rl~::~ht=:._'I••
botldlO9l. strvct...... pi......ttlltl....ocI .'Ilar ~Ilc ....rt. projects.

:=..~I::'~: ~·~~f=· .:c":::"r~r~ocI .::.~~~: .~~:~.~~~':.~a::~;~~ •.
pr"OjKt perforaance dac:uaent.tlon. {MIIII and ft~tng .idl. sPlttftcat1on., and
t!lrft-d1 I....1 _II. ".st cIeIl",.ocI COOltNttt•• rocord. I ... tllalr
useluln atter lpectfte porfods of UClI. Gener.l1,. drlWtngs perutntn; to
tbe CQftCeptUil or prolh::ltmr'1 destil' pt'ocen lose t.hetr -=.nhtrattw, usefulnen
1ft,.. Ue ttn,l constntCtton plans Ire ICCepted. thne records ,~ld be
coftltared tnutha Ifte.. the ceplotlcn of ttle eoftstrvcttCl:n proJect. Prtclse
......... drlWl"91 "'Ich .....Iad .ocI Unolt.ed ¢,rl"9 tlla c...tNttt•• proc...

:::~:,~~~I~''t''~:1~~\1':-(!:~~~1~~~~~~~.~~~~:~·:.':W.:ad
rep.lr .I'ICI .1hrntct'l dr.-1ngs (or !:ltctelfora coptet) lhould be constdored lethe
~tI. the structur. is. sttll used. aelntttned. or OIA'Ied bl tM fl4eral GoverTll:llnt.

Aft.r tho de,tp Inc! constructton fnes are no lonpr useful to the contr'ctor or
00(. cenatn records we ccmttRuI", histonc.1 'f.hle. pantcul.rl, for tha
Irchttectur.I hiltort.". hhtorlc preserYatlantst. and lochl hlllorl.n. SInce
It II UQCCl:ftGDlc anli "nnee""" to AUln • cccplete let of drmrl91 and rellted
...cord. for ••ch .000stroctl•• project .poalO"" bl t'" Fed.r.1 Go.......at. tt to

:i::~~ ~.~~: ~~:a~:I:~r~:.N~~.~r,~~~~~ ...:~~; b~l:lI••flo
..t .....f t~. Indhld..1 co"'Nttl•• proJec... Th. 91..r.1 la.ent of 'Il)'
..Iectlo••hoold be bllid Oft dac_atl"9 tlla ItNt...... Ind project. thlt ....
• rdllt..t ...II,. hlllarlc.ll,••nd tocha.I09lc.lI, slgnlllc.at. ertt.rl. f., lb.
..I.etlo. of the .1",lflclOt roc.N. or. cOllUlno:t la t'" no... f.llo.l"9
the lC~ed.I.. TIla s.l.ctl.a of Indhldu.1 butldla9' or pr.J.et••Ila.ld be
<lido by PO.......I wltb .pproprl.te hUla,leol t .. I.109••ul>Ject t. t~••pprot.1
of IlItt 1 Ardll..s lad Record. So..lc. (IIAllS). My rec.N. c...ted p,l.r t.
1-1021 st be .ffered t. IWlS bef.....ppl,la9 .... dhpa.ltt•• laItNttl••• la
thl. ICbed.I ••

TIlh 1C1lol.1....1•••• prl",,"I, t. recardI 00 tlla 110.1", .ocI CCftI'UCl loa .f
butldl"9" T~. prlnelp'" ••UIlItS!lad h... <I. 11•• be .pplted t. otller suttc
Itrvct......nd allC.II I"9I ....rl"9 projects.

Tho.. record. Wllcb Iaped ¢'rlag .... cIt.l", proc..' ge....ll, c... 11t
of;
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bee.",,, the-, prowlde not enl, ~'Ullwd Instruct tons for the ...ecucn of the
building. but .Iso present. cCJQPrehensho and deUtlccl picture of tts design.

FI••1 C.a!tr.ctl•• Specllle.' ••a.. (Ile•• loped durl"9 Tltl. II De.lgn) 00.,01<1
req"tre=onG for the prOJect ":;\ib tdentU, Nt.rt.1s and wonQlnth1p require
oents. and eAp'.tn the aaurtall and equtp:ef'lt items dtplctect Oft the n:htl'd
wontng drawings.

a~U~~t;..y~h"~h:; Ch:::;~e~~t~CP~:~~~:~:~ ~:i~:'d~~~~~~) c~:~:~~ tonal

:=o~~~::~~ oo:~:::~u:~:"~~:s~~~~ b~~I~~~t~~~ct~h~n~~~:r~u:;"
or by ~nuf.ctltr." of prod\OCU to be f,brlc.ted or asse=lcd In thetr 'hops.
TheSe dr••lngl tIItetl tnclude phl1$ ftlr .rchttectur.l futures 4r1d lntertar ~Sl~n

such" tile ,nd cuble wort. spect,1 cabtnet wort. ehrvators. or hetttng.

::~1t~"9i':ndpr~~~:":~t:~:'~bsn:::SbU~0~~fs:r:t:c:::~~~~~n~u~~~e
operatlan .nd cwtnten4t1Ce.

:rr'::tt~ .{~e~h:tbU1Yd::nn· It~:I::~9~~;~;a::~:::~ctrepairs 'nd

Standard Drawlnu. rln,1 drewtngl for stlnd".d C:~'ll1 and otfler dOQl:.nU
cre.ted In thi'r preputtlon •

Reports .net Other OOCLll:lent.tlan. ProgroSl nporu. conltruct'on cCIflJ'letton
reports. Iqu'p:::ent spaetlietUcns. o~"ttag and Qltnt.n4nee tnltrvct lOllS
(ElIInu.1s). warnfttee d,U. ftn.l t"S~ttan And aecepU-"co reports. ,tid ~ther
tnforcllton dccu:»nttng the construction proton.

Oth.-r Docu:oonuuan aNI Intof'IUtton. Iftfof'QItton. correspondence. ,tad oUter
""oras deY" dl.it"ng thi CClftstructtGft precus. esse~tal to perlo~nce
of th~ procell but not IIstnttal for project record purpoUI foll~1n9 project
cCl::;llettoft (such " tntlrl~ prtXe" ~rts .nd other tnterlc prOjKt «thit,
tnfom..tton).

CO!lTRACTOII R[COIIDS SO«OUlE 11
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l:'C:~~~!1 :~hi~~ln::;.~~=:~~~,=~r:'~~~~ ::t:i:~~~~s
of tlla project. lneludl"9 botldl"9 penpeeth••••I...tt.... floo, p.....
• nd oUlar geMr.1 fe.tt.a'M' ordo,....of.Glifttt'"'. cost estil:Mt" tnd parforautCe
_.1..; .ocI tlI1 Inclocle th~dl .... I...1 _II prepo.... for tll..tr.tt•• or
pr8ltntltton p.urposn.

Adnnc:od PlaMln, ~atrds. Ttlell ca"r the pt'lt-Tttle I dnt;n "tlwttl
lSCUiiint.t1••• Inc 09 CCftI'rvctt•• project diU shit.. or .ther typo••f
proJect p_soh. conelllt••1 cIt.lgn studl ...nd report•• c_Ill•••1 u'ot,
&lid l ..trorgnt.1 le;t4ct •.n.al,rsts. cost ,,"iDoites. perlonunc:e Khedwles.
aetbods of proJect perfarDInce••nd the destp crlt.rla for t.he proJKt, .nd
de••lopaont .f the proJ.ct ...._at pha.

p...llatno.. pltl. II DeSI!!1 Rec.rd.. TltI. I dlll90 Itudf••••nd ..part.
_rht09 hi ai.l", ..... tS (tneludlO9 ac......ftno:t cltflnlt'.a .f pr.J.ct
reqlIItttCIDnts. cost utiQlt••• perfomaftCe scttKulO1. aotl'lods of project porfor
..ne•• uflty .ocI ...I""""aUI Icpoet .a.I",,) .ocI pr.,.r•• I•••f pr.H.I""
dr..1",••nd c"".trvctl•••peclfl<ltlo...

~~nn~m~ tUem::iI:::rd':~f.~~I~c~:r~.,:,,::~~.d~r~~K~I::~f.r.
...... flail Ufo" .nd eml"""'Cat.l l<:poct ...1,,,, (report.); .ocI fl ..1
proJ.ct _nt pha for constroctloa.

~ Eaff I.' .ocI Dell'll! Rec.rd,. Ea~I""109 studl...ad reports. d..l",
&C4Ila£ ens••nal"es••1Id o.tltOr .ft,tne.,tnt cilt1 1M Infor'QrIttcJ,R dewe10-ped
¢,r1"9 project pll..I"9 .ocI cIeIl", "'Ich dOC_. the 1091_rl"9 .ocI cIt.l",
decl.I...••

t.,btT~ls .net ''''0Mttlo.". tnforwttcn. corrnpond,nce. 4ItId other recordl
tic r III he pUM ng Ind destSt' phlles. olsontl.l to the pcrlo~nce of

~~~:::e' but not ISMnttal fer lW'oJI'Ct f'Kcrd purposes foll0-1"9 project

Thos. rtcCf'dS llfllch perlaln to or .r. dewetaped durlttt the construction ~roceu

....11, cemllt .f:

fl ..1 Zfo:lolOr.wlaOl. (On.loped d..I"9 TUI. II oe.I9'l1 Archl.ec'ur.1
.lit .09 netr 09 dr...r",. Wllch co..Ut .f tlla ""or trlel"91 Ind .ccepUIlI.
repraduclbill. TIl... drIWI.9' protlclt I.fo....tl.n .bOllt •• '1.....peet. of
t'" COIlStrvctt•• of tlla bolldlog .r flell ItY Ineludl"9 .n:hltoctu..1 (noor
plfftS. tntertcr Iftd eaurlof' elf'11.ttons. al'd sections). orno&la!ntll. Itrue·
tur.l. QIC:b.Inlc.l ••1.t,.I(lI. M.tlng. wentthttng••tId .t,....cwlttontfti
doUlh. II well II stto anet 1.ndsup'ftt plans. Thes••re tr::parhnt records

ITEII
~ DESCRIPTION OF RECORDS

I. PROJECT PlAllllIIIG AIID DESIGN filES •

a. lntthl DeslS!! Phnnln9 aecords.

b. aI-cards selected for arC-b'lectur41.
hUtorlca). ,ltd technologtetl
sttntltcenea (see notes at end of
schedule flU' selecttcn crltert.).

(l) Project description. Ioc,t ton.
ent'ne-ertng or desti" cosu lrtd
perforD&nce schedu10.

(2) Archltoct.r.1 ...nd.rlag••nd
f1nal architectural ,net
en91neerlng dr.-tngs (selected
la .deq..tol, dlllict .1Ie
prtnctpal .rchltlChr.l and
tongtnearlng features).

(Jl Speclll oaglneorlft9 ., cIt.lg.
"'POrti. studtn. ancl dot,.
(f., pr.J.cU .f lochnol09lc.1
or atChttechral stontftunce).

(4) Constructton CClaPlen'on a.ports.

(~) 110..10 •

c. rid~:..:t~::Li~.O:;~fj~~::;'rd:~
final asli"••nd engineerIng or .II~
studtes. calculAttons. ,nal,stl. and
other engineering or deSign dlt. 4ocu·
...atf"9 ... Ig. d.clll......d•• )

RElENTlo.~ PERIOD

until proJtct co::pl ...
lton (see b•• bole .
for eaception'- or upon
pt'oJect temlnolt'on.
.nttheYor h e...Her.

PUl"'Wlarlent.. Offer to
MaS _a fllo t.
tntethe. (See flrll
.,.. ...gr'ph of tntro
duct Ion to this
schedul •• )
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OESIGII AIID COlISTI/U(TlO!I DaAIIIIIGS AIID RnATED RECORDS 

TIll. _.10 _lcIt. 9ulcltlt .... f.r tllo dUpo.IUGft .f cltllSO .nd c .... ructl •• 
dr.wings .nd relttcd NCONS thlt h.,o bun cruled c.r received by DOE CGf'ltrtctcn 
I. _tt"" with .fftcl.1 "tt,IU". Or .. I09I ... fer to thai. gr~btc or 

::!:1~l'1o~::,rd:I!~~':~~I;~:,,~u~!..::'::l':"on~::rl~::~hl=!.-'I •• 
butldlO9l. strvc ....... plonU. u.llltl .... nd otllor ~ltc .... tt. ~roJect •• 

::.. ~I::'~: ~·~!f=· .!c":::"r~r~nd e::'~~~: .~~:!' ~~~ .:.~a:!~;~~ •. 
Pr"OjKt perforaance dac:uaentaUon. eMIlI1 and ft~tng .idl. spottftcat1on •• and 
........ 1 .... 1 .... 1 _h ..... t cIosI",.nd constructl •• rocard. I_ tllalr 
usetuln ... atter lpectfte porfods of ttce. Gener.l1,.. drlWtngs perU'"'"; to 
tbe canccptUil or pro'h:d",,, de.til' pt'oce" lose their -='nhtrattw, usefulnen 
.tt, .. Ute ftn.1 constntCtton plans Ire ICCepted. thne records ,~ld be 
COftltdered tnutha Ifte .. the ecplotlcn of ttle eoftltrvcttCl:n proJect. PrKlse 
......... drAwIngs "'Ich .... uSOl .nd ftnoll.1d ""rl"9 tllo c.nstructt •• pree ... 

:::~~~~,,!1::!"1:'~: 1~~\1':-1!!~~~1~~ ~~~~~t~~~:!l~o:.,:W .:.d 
repair .I'ICI .1hrlttct'l dr,,'ngs (or atcrafora caples' lhould be cons.dored eethe 
~tI. the struet"",. h ,ttl I used. aelntttned. or OIA'Ied b1 tM fe4er.1 GoverTll:llnt. 

Aft.r tho dellp Inc! constructton fne' are no lonpr use'ul to the contr.ctor or 
00(. cert.'n records we CcmtlRuI", Mstonc.' ., •• w. panlcul.rl, for tha 
,rchitectur.' hillort.n, Mstortc preserYlttontst, and lochl hillor'.n. Since 
It II UQCClftGDtc alii "nnee""" to AUln • co::plete let of drtwln91 and re .. ted 
recard. for .ach canstructt •• projICt .ponsored bl t ... Foder.1 Go ........ t. It Is 

:i::~~ ~.~~: ~~:c'c!:I:~r~:"N~~O~r,~~!:.~",:!~; b~I:1s. tile ....... 0' t~. Ind"ld .. 1 co .. tructlo. projects. Th. 91 .... 1 I.tent of II\)' 
.. Ioctlo. ,lIould be batld an doc_.tt"9 tllo struct .... , and projoct' thlt Ire 
...... "o<t ... II,. blstorlcall,. ,rG Uch •• IQ9lc.II, ,19ftlflca.t. erlterl. f., .~. 
.. I.ctl •• of the .1",lfIClnt roc.N, ar. contolno:! I. t ... not .. foll .. I"9 
the SChld.I.. TIIo •• I.ctl.n of Indlvldu.I bulldln9' or proJect •• 1Io.ld be 
_ by po ...... 1 with .pproprl.te hUla,lul t .. l.lng •• wJoct to tho .~_.I 
• f 111"0 .. 1 A ..... I .. ' .nd AICard. S. .. lco (IIAAS). My rocoN. cre.ted p,l.r to 
I-loll ... st be o"ered to IWIS bef .... ppl,ln9 t ... dlspo.ltlo. 1.It"",tto •• I. 
thl, schedule. 

TIlls scllolul. rel.tes prl<>lnl, to records en tllo 11011", .nd COIII'UC"O •• f 
butldlll\l" The prlnelpl" •• UIIU.1Iod hero ca •• ho be applied to other st.ttc 
.truct ...... nd alsc.II ....... OI\'jI .... rl"9 proJocu. 

TlIo .. record. "'fch lro "",.lapId ""rl.g .... cltll", pree .. ' 110 .... 11' c"'lst 
of: 
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l:tC:!r~!!1 :~hi!::t~ln::;.~~=:~~~,=~r:' ~~~~ ::,:i:~~~~s 
of tlla project. lneludl"9 butldl"9 ponpeetlvll •• , ... " .... fico, p ..... 
• nd othar geMr.1 fe.t",,", ordo,....of.aaiftlt'"'. eOlt estic.atH tnd parforautCe 
_.ltI; Ind aq Inclucle th~dl .... I ... 1 _h ~~red 'or III .. t .. "o •• r 
prastntltton P.urPOIOS. 

Adnnc:od PhiMlna ~atrds. Ttlell co,.r the pt'It-TIUe I destin «tI,tt1 
iSCUiii01.t1o •• inc 11\1 COIIItrvc"O' projeet diU shttts or .thor lJ~' of 
project propouh. concept •• 1 cIt.lgn studl" .nd repelr ... conceptu.1 ufot, 
&lid 1 .. lrolDlnt •• lc;t4ct IAlll,rsts. cost IItlDo1tes. perlonunc:e I(hedwles. 
aetbods of proJect perfarDInce •• nd the destp crlt.rl. for t.he proJKt, .nd 
de .. I_01 of tho projoct aa.'II«».t ph •• 

Pre1!Qlno .. Pltl. I) OoSIl!1 Rocord.. TItle I design studl •••• nd ,.port. 
_rhlll\l hi di.l", "'u tS \lneludl09 ........ flno:! cltft.ltlo. of proJoet 
reqlIItttCIDnts, cost uti .... t." perfomar=. scttKules. aotl'lods of project porfor
<>Ine •• uftl1 Ind e .. l""""nUI Icpoct ••• 111") .nd propar.tlo. of pr.llnl .. " 
dr .. 1 "' •• nd c ... trvctlo. 'peclflcatto ... 

~!:tJ!m~ !Ucm!:iI:::rd":~fO~~ I !c~:r~.,:,,::~~. d~r!~K~ I::~for. 
.. net. '1 ... ufoly .nd ... 1...".. ••• 1 l"PoIct ... I,SH lreport.): .nd fl .. 1 
project ", .. _01 p". for co.struc"o •• 

~ E'fl!!!!!'I., .nd DtsIQJ! RoceN,. En91 ... ,I., studln .nd report •• dllt", 
&C4Ih£ eRS, .naiTles, lild o.t&r cn91ne.,tl'l9 ciaU 1M Infor'QI.tio.n deweloped 
""'1"9 project pl ... I"9 .nd cIosI", "'Ich dee_.u the .... 91_rl"9 .nd cIt.l", 
decl.I.",·. 

t.,btT ~l' .net ''''0Mt''o."· tnforwttcn. corrHpond,nce, and other record, 
tic r III he ,UM ng .nd deltSl' pMMS •• ISentt.1 to the pcrlo~nce of 

~r.~:::e' but not ISMntU) fer p;roJI'Ct f'Km purposes follo.l"9 project 

Thol. nccrdS lIfI'ch pert.ln to or .r. de,etaptd durlnt the construction ~roce" 
.... II, cemlst of: 

fl .. 1 =r.:1.lOr •• I.... lo...IOjIed d ... 11I\I Title II De.lSO) Archttectural .na 009 netr '" dr...rll\l' "'Ich co .. lst .f tllo ",,"t or trKI"9I and .ccepUllle 
reprodllClbltl. TIl ... dr",l.g. ~ ... lcIt I.' ..... tl •• about •• ,1 ..... peet. of 
t ... COIIS.rvcttO' of tlla bulldl"ll or f"" IU Includl"9 .n:hltechrol I floor 
,lfftS, tntertcr Iftd eaurtof' el",.ttons •• td sections). orn.&la!ntal, ,truc· 
tur.l. c.c:b.tntCiI •• lect,.tcal. !\e.tlng. wlnUhUng •• tId .t,....cwtttonilli 
doUth. II .. 11 " "to anci l.ndsup1ftt plans. Thes. ,re Ir::parhnt records 

ITEM 
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bec~l.Ise the-, prowlde not enl.1 ~tUtlwd Instruct to"' for the ... ecttcn of the 
building. but .ho present. cCJQPrehensho and deUtlccl picture of tts design. 

FI •• I Co.!tr.ctlo. Spec""a"e... lOe •• I~d durl"9 Tltl. II De.lgn) Deulled 
requtre=onti for ttie prOJect .,:j\ib 'dentU, Nt.rl.1s .nd wonQlnthtp requtre
oents. and tAp'.'" the aatorttls and equ'p:ef'lt ttems dtptctecl Oft the n:lItl'd 
worttng drawings. 

a~!J:!!t;..y~h"!h!!; Ch:::;!a~~ t~CP!:~~~:~:~ ~:t~:. d~~~~~!1 c~:~:!~ tan,l 

!=o~~~::~~ oo:~:::~u:~:-~~:s~~~~ b~~I~~~t~~~c~h~n!~~:r!U:;" 
or by ~nuflCtltr'l"I of prod\OCU to be f.brlc.ted or asse=lcd tn thetr ,hops. 
These dr •• tngl tIIteh Include phI1$. fGr .rchttectur.l 'utures 4r1d lntertor ~Sl~n 
Illth IS ttle ,nd cuble wort. speel,' cabtnet wort, eh,wators, or helltng. 

::~1t~"9i,:ndpr~~~:,,!!t:~:'~bsn:::SbU~0!:!fs:r:t:c!::!~~!~n~u~~~e 
operttton .nd cwtnten4t1Ce. 

:rr'::tt~ ·{!'~h!tbU1Ydi:!nn· It c:!:I::~9~~;~;O::~:::~ct repairs ,nd 

SUndard Drawtn". rtn~1 drewtngl for ,tlnd".d C:~'lls and otfler dOQl:_n" 
cre.ted In thiir prep".,t1on • 

Reporu and Other OOCw:lent.tton. Progr.,,, npot'''. construction cCIfIp'etton 
reports. equtp:::ent spactliClttcns. o~,.t lag and Qllnt.n4nee tflltrvct '0111 
(all'IU.h). warnfttee d~ta. fln.1 '"s~tton And .ccept'"to reports •• nd ~ther 
Inforc.ltlon dccu:»ntlng the construction proton • 

Oth.r Docu:oon!:llan aNI 'n'of'IUtlon. Infof'QItton. correspondence •• nd oUter ""ora, dewol dloit'1ng thi ccmstructtGft proeHl. esse~"l to perfOrtltnct 
of the procell but not eSllnt .. 1 for proJ&et record purpoSIJI fol1~ln9 prOJect 
ca::plettoft (luch IS tntlrl~ prOCISS ~rts .nd other tntertc prOjKt «th1ty 
tnfom.tton'. 

COlITRA(TOIL R[COIIDS S(K[OUlE 11 

~ nESCRIPllOM OF RECORDS AElEMT!o.~ PERIOD 

I. PR()J[Cl PlAlOtIIlG AIID nESIGN FIlES • 

a. Inttial DeslS!! Phnntng aecords. 

b. aI-card' selected for ,reblteetur.l. 
htstorlcal. ,nd techno'og'Cll 
,Igntftcanea (see notes at end of 
schedule for selKttcn crltert.). 

(1) ProJeet description. 1 oc~t ton. 
engtnurtng or desti" costs lr\d 
per'orD&nce Khedul0. 

(2) Archltact.rol nondorl'9' .nd 
fln.1 .rchiteetur.1 ,net 
en91neerln9 dra.tngs (selected 
to .deq ... tel, depict the 
principal archttlChral and 
tflglneorlng features). 

Il) Spoclll e.gl ... rlll\l ., cltSig. 
"'POrts. stud1n. ancl 41t .. 
If., ~oJ.cu .f •• chnol09lc.I 
or atChttechr.1 stontltunee). 

(4) Constructton Coaplcu.ton Rtporh. 

I~) 1todeh • 

c. rid~:":!a~::Li~.O:;!fja~::;'rd!~ 
final asti" •• nd englneertng or .st~ 
studies. c.lculAtlons, Inal.1s .... nd 
other engineertng or deSign dlt. 4ocu· 
... ntl"9 deSign declsl ... ",de.) 

Until proJtct c-o::pl .... 
tlon (see bl, bolOllll. 
for exceptton'- or upon 
pt'oJect tem'n4tlon. ""tcheYor Is euller. 

PUl"'Wlarlent.. Offer to 
MRS _. ftle I, 
tnacthe. (See ftrlt 
.,.. ... gr.ph 0' Intro
duct ton to thll 
scllad.I •• ) 
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ITEM
!!h.. O£SCRIPTION Dr R£CDRDS R£TEMTllllI PERIOl)

(II Records of ~lete-d projects Uftt t1 dlUWlnt'C'f'lPnt
cont";~" thIn S1SO.000. or or dhpoltl of factHt)',
WIle" Involn spechl cqulparnt. equtp:eM. '1StM, or
"steos. cr procenDI c:roce-ss. Of' ~n super_

H4fod or obsoleto,
""tCheY~r ts earlter.
(St'e bit .bon. fer
ucepttcn.)

(l) Reccrd, of CQl:$p1cted projects 10 yeors ,dter
c:osttn9 S7SO,OOO. a.r leu_ "'1eb (Q:lplt'tto.n of
~ not If\Yolte specl,) ~t~"t. projoet.
Iysteas. or proce-ssel.

(J) Recerds cf hralMUd project, 10 ~a" ,fter project
(Pf"OJKt, nat authc1'1 led fer h ttmINt~.

deSl9'l. construction, GJ' fabrl-
catton. or Um1nolted prior to
cq'tthI" of ~.r of these leth·
lU") cost ing I:Q~ tNn
$750.000, or .taleh tnyohe
'Spect,. equtptl!l'lt. "stees, crpoe." proJoeU.

(4) Record. of UrQtnated projects 5 ,eus ofter proJflct
(proJfCts not avthortled fer " tltr'QIMted.
~t~. ccnstrwc-ttort. or 'uri.
cation. cr teralnated prtOf' to
eo:::pl.,t ion of ,n, of then act t".
ftin) costt""9 S15O.ooo. or leu.
IIIhtch do not tttYohe s~I,1 equtp-
Qtftt. $11teas. or procell proJKU..

(S) ""cel14n.eous pllrtntn9 and cltsl9" Uf\t I I proJltCt cOCtplet t on
n:cCrdS. tnfon:wthJ.tt. Ind corre· til' te1'CtnUlcn. IId'llch-
spclftd.eftCe esSl'flt t.1 to perler. Inr 11 earlier.
NRC' of tlte proce"" bvt not
"unttal for project r'tcard
purposes (Sl.lCh IS Interta provess
reparts, preHalnary drl.ln9S aNI
spKtftcatlons, and otlttr t~~roc"ss

docutWf'Utton cr tnfo~tl(m).

CONTRACTOR R(COllOS SCIIUlUl.( Z2

ITEM
~ O£SOlIPTlON or RW]OOS

c. 7~::~t1':!!e~~~1;:W~.~~aadS.
othe.. records dnelOped 4urtt'lg the
con'StNctton Focets. ene-nthl to
Pllrlom.snce of the process. but not
e"entlal for project record purpost\
follOWing projoet coapl.tl ....

d. ~ecOrdS selected lor archttectur.l.
hhtor1cal. Ind teehnologtul Slintft
canee lift notes It Iftd of schedul.
for select ton crH.rh).

U) ProJtct 4escrtpUon. locatton,
construct ton costs, .nd perfo~nce

"'htdultl.

III ·A.·Bullt· archttoc:tur<l and
..glO4Orlng drawing. (..loettd to
ollequatel, dtPtct tilt ""Inclpal
archttectur.l .rIS ~'neer1~
featur.s) •.

(31 Photova"", of ce>::;Jlttcd proJoet.

(4) Construction C~plttton Reports.

3. IR£S(RVlO)

4. (RESlRiEOI

S. F1!<1111lG AIDS. 1n4t.el aNI Gelltr flNllng
aids to disign 41nd constrvttlOft ftlu.

CO"TaACTCIl RECOIlDS stKElllIl.E ZZ

RETENTION PlalOO

Untn project
CQ:lpletton.

POF'CIIl"lllnt. Offer to
lIARS "".n fII. II
Inoct .... 1St. f1l'St
parasraph of tntro
duction to this
",_.It.)

Desttal t 1\ "cerdanee
with tnltructtoft!
coyertrcg Ute ,.l4It&d .
Otstgn 41'ld COMtNuton
r«~rds.

ITEM
~ DESCRIPTION Dr RECCIlDS R[T£NTlDH PERIOD

ITEM
!!h.. DESCRIPIIO. Of RECORDS RETUTION PEal 00

l. PROJECT CONSTiUCTlON IIUS.

A. working d..... ngs ,nd constrl.lctton
SPict ficaUons ... n·b1.lt1 t" dr.wt "is.
lhCp dra.'ngs. sUn4.rd d.....hgl.
r8'p,ltr ,n4 .Iter.tion drblngl.
t'qut peent spel;tftut lonl, opcrat t"9 and
CloIlnt~.nce Q4t\Uah. equlpae"t ....ranU.
cSIU. 1tl\ll tnsPfCtton and acupunce
reports. construct lCJ.n COlt and schedule
data. spaci 4sst'irw.ent plans. and other
essenthl tnfOl"CltlCJ.n to 4"C~"t the
construct ton process.

(I) for c~plete<l projl'CU.

(l) for p'ojectt lerainatt'd prior to
conSll"\lCt 'on clXlplet ton.

b. Connf'loletton Cal..tton Rrports.
(Oocumentta S~f'y Of thO proJect.
freg ~est ..n thr()ij~ constnoctton
c~letton.)

0) for ...ntque Of' s.pec:1aI.tnterest
proji'cts.

(2 J For other proJe-cu.

Untt I dhQlnt llJT.ent or
dhpoul of faCtllty.
equt~nt. SISteg. or
preKen i or ld'l.n super·
sed~ or oblolote•
.,..ich...vr is e.rlter
(SM d •• belw. for
c.cepltons).

~ JUrs after con\tru<..
tton Is temln.te<l llO'
d•• below for
.lcept tOfts).

20 yearl. unlou
,cvered by c.",pt ten
tn d •• b"low.

Untt. dt$/llanth~ent

or dispeu' of the
,.,Utty. eq",IJ,Q:nt.
or process. Of' ....e"
Iouperscdtd or obSolete.
..... ichenr is earl1er.

6. QUALIn ASSUiAl<C£ RECCIlOS pr.parcd.
rne "ea, and r.latnuined In conjunct ton
.ith tho design. ganuhcture, construc·
tlon, IMUII4IUcl'l. trll. ltd oper4tton
of fq1.llpaent. strvchres, phnts. and
S1'st~s. (~e'orel'l(c for lliucl04r fac II I·
tttl: ...t"n H1Uctl.t1 SUnctlrds
I"'tltuto (AIISI) .Undanl 1145.l.9-1914.)

e. M.conll ... tch _14 be of ,tgnlflcont
value tn dCAOnstr.tlng up'btlttl for
tafe oper4ltton. in aelnt,tntng.
rewcrttnt. repatrlng. rephctnv or
Cl)dtfltng the It03i tn c10tcpgintng the
CIUIe of ,n ,((tdant or aalflPJ.Ct teft of
the t~; and those .mteh ~tde bne-
I Inllt daU for Inllnlce InsPKttcn.

b. Records -,,'eta nrtfl that an 4Ct hit)'
'lIS perlon:ed In 4cconSance with tho
liJ.pltcabll req.,irtoents but need not
tMJ retained for the lifo of the plant
or Heg.

(II Roeonll ,,"tnutntcl In c",plla",.
.Hh re-gul atar)" requt ril!Qltnt!.

(2J Records for Rl,Iclen 'lC:lIitles
W'ltch are useful through first
cwerfl.ul or ,..IO£d.

(3 J Rt'Conh lIIhich are tlftCted to
pro"" and Ivpport chtCis CtoIde
..Mer the wltrant,..

Unt tl tn. ItS' ..
l"eQOved frQt:l "nice.

Rchtn In accordance
wt th c.....rent resulltor')'
requ I ..a:etnts or for
RlClear 'ac11ttles. 6
)le4rS after pi ant or
It"" " pUt Into
operdlt ton.

2 }l!"rs .fter phnt or
itta is put hto
ope-ntton or .rter ftrtot
owtmayl or ....ICNd.
tlIhtche.Qr Is later.

1 yur after pl.nt Of'
ttlln II pvt tnto
operat Ion or upon
expt rat ion of ... rrant)' •
....tchenr ts later.
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CCXTRA(TOlI R(COlIDS SOltM( 22 

ITEM 
!L DESCRIPTION Dr RECORDS R£TENTlOII PERlon 

(II Records of ~lete'd projects Uftt t1 d1UWlnt'C'r.lPnt 
cont";~" ttl.tln S1SO.000, or or dhpoltl of hctHt)', 
Wl1e,. 1nv01n speehl cqutparnt. equtp:ent. '1ItM, or 
"steas. cr proce"'H. c:rocHS. Of' ~n super_ 

H4fod or obsoleto, 
""tCheY~r ts earlter. 
(SC!e b' t .bon. fer 
uceptton.) 

(l) Reccrd, of cQS:$p1cted projects 10 yeO,.s ,dter 
c:osttn9 S7SO,OOO. a.r less. "'Ieb CCI:lp't'tto.n of 
~ not tf\Yolt. specl,) ~t~"t. projoct. 
Iysteas. or procH",. 

(J) Recerds Gf hra1MUd projects 10 ~a" ,fter project 
(Pf'OJKt, nat authc1'1 led fer h ttmINt~. 
deS19'I. constructton, GJ' fabri-
cation. or temlnolted prior to 
cq1tt hI" of ~.r of thue ICt h· 
It\H) cost ing tQ~ tNn 
$750,000, or .taleh Inyoh. 
'Specl,l equtpa!I'It. "stees, cr poe." proJ«tl. 

(4) Recordlo of UrQtnated projects 5 ,eus ofter proJflct 
(proJfCts not avthortted fer " tlt",IMted. 
4Ht~. ccnstrwc-ttort. or 'ur'. 
catton. cr teratnated prtOf" to 
eo:::pl.,t ion of ,nl of then act t.,-
ftin) cost'ft-9 S15O,OOO, or leu, 
IIIhtch do not tttYohe s~t'l equlp-
Qtftt, "Uras, or process proJKU .. 

(S) "bcel14n.eous pl1nntn9 and cltsl," URt I 1 proJltCt cOCtplet I on 
n:cCNS, tnfon:wttOl', Ind corre- til' tet'Cln4ttcn. IiIf'Ilch-
spcftd.eftCe esSl'f'lt 1.1 to perle-r. Inr 11 earlter. 
Nn(e Of tlte processes bvt not 
Hunttal for project rtcat'd 
purposes ($C,ICh IS tntlf'ta proven 
reports, preHatnary drl.tn9S aNI 
,pl'Clftcatfons, and otlttr 1n.~roc"S$ 
doct:£Wf'Utlon cr Info~ttGn). 

CONTRACTOR RECORDS SC"UlUI.( 22 

ITEM 
~ OESCRIPIION or RECOROS RETENTIOH PERIOD 

l. PRO-nCT CONSTiUCTION III.(S. 

A. working dr •• lngs ,nd constrl.lctlon 
SPict ficaUons, • n-b1.lt1 t" dr,w1 "9S, 
lhCp dr.'ngs. sUn4,rd dr,.hgs. 
r8'p,ltr ,n4 .Iteratlon drblngs, 
tqul peent ,pel;fflut Ions, operat I n9 .nd 
CIoIlnt~'nce Qat\U.h, equlpaent ."ranU. 
cSaU. fl1\l1 InsPfCtlon and acupunce 
reports, construct to.n COlt and schedule 
data, spaci 4Sst'irw.ent plans, and other 
essential tnfOl"Cltlo.n to 4"e~nt the 
construct 'on proc:eu. 

(I) for c~plete<l projKU. 

(l) for ","ojects tertlin.t"" prior to 
co"Sll"\lCt to" c~plet ton. 

b. Connrlolctton Co:pl .. tton Rrports. 
(Oocumentta s~ry Of thO proJect. 
frcg ~est .. n thr()ij~ eonstnoction 
c~letton.) 

0) For IJntque or s.pec1al.tnterest 
proji'CU. 

(2) For other proJt-cu. 

Untf I dhQlnt 1 CJT.ent or 
dlsPOsa' of faCt11ty. 
equt ~nt. s)'s teg, or 
prCKen i or wtI.n super
sed~ or obsolote, 
lIf'Iich ... vr is earlter 
(s" d •• belw, for 
cacepllons). 

!. )'urs .fter eon\tru<
tton Is tem'n,ted (sa, 
d •• below for 
.lcept tOfts). 

20 yeon. unlou 
,cvered by c.",pt ten 
tn d •• b"tow. 

Unt'l dt smant 'o=ent 
or dispo,,1 of the 
heUtt)'. 1q""J,Q:nt. 
or prOCtSS. Of' .... en 
s.uperscdtd or obSolete, 
..... icl'lenr is earl1er. 

ITlM 
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ITEM 
~ DESCRIPTION or RWlRllS 

c. 7~::~t1':!!c~~~!;:w~.~~aadS. 
other record! ctneloped 4urtt'lg the 
con'StNctton proeen, enantlll to 
PIlriom.snce of the process. but not 
encntlal for project record purposes 
follOWing prOject coapl.tl .... 

d. ~eCOrdS selected lor archttectur.l. 
hhtor1eal, Ind technologtul stintfl
unee (1ft notes It Iftd of schedul. 
for select ton erlttria). 

(1) ProJKt 4escrlptlon, locatton, 
construct ton cosU I .nd perfo~nce 
"'h .... IH. 

Il) ·As·B.nt· architoctur<1 'lid 
englnoorlng drtwlngs ( .. Ioct ... to 
od.qUitol, dtplct the .,..Inclpol 
orchttectur.l .rIS ~tneerl~ 
featur.s) •. 

(3) Photov'''''s of ccx:;>lotcd proJ«t. 

(4) Ccnstructton C~plttton Reports. 

3. (RESERVED) 

4. (RESUilD) 

5. FI!<DIKG AIDS. 11140 •• , INI other flNllng 
aids to &"'gn ,nd ccmnrvtttoft ftlu. 

CO"TUCTOR "E(DADS stKEOUI.! ZZ 

RETENTION p£alOO 

Unt t1 project 
CQ:lpletlon. 

POF'Cill"lllnt. Offer to 
lIARS ""on fII. Is 
Inoct .... 1St. first 
parasraph of tntro
duction to thh 
",_.It.) 

Desttal t 1\ "cerd.nee 
with tn'tructtoftS 
coyer1Rg Ute ,.h.t&d . 
destgn orld cOMtNuten 
r«~rds. 

!L DESCRIPItO" or RECORPS RETENTION PEalOO 

6. QUAL I n A5SUi1AI<CE RECOROS prepared. 
rne ,ea, ana r.latnutned In conjunction 
.tth tho dll1p, QoJnuhcture, construc
tton, 1Mutl.t1c,., trst, atd oper.tlon 
of tqutpaent. strvchrn, phnts. and 
syst~s. (~e'orel'l(c lor nuc100r fae" t
ttn: _rl"n HaUoMI sunctards 
Instlt.te (AIISI) SUnd,reI 1145.2.9-1914.) 

e. Raeo""s ... Ich _14 ~ of slgnlflcont 
value tn dCAQnstr,t 'n9 UP,btl tt, for 
life cper,tlcfti in Qltnt.tntng, 
rewcrttnt, rl'palrtn9. rf1)hctnv or 
Cl)dtf)'tng the ttcai In dotcpgtntng the 
ceuse of In ,,(Idant or ClalflmCt teft of 
the t~; .nd those .mlch ~tde but'
I 'nllt daU for tnsenlce tnsPKttcn. 

b. Records .... eh ... rl1y that an 4Ct hit)' 
wU pcrlon:ed tn 4CconSance vtth tho 
.p.pltc-abl, req.,trtDtnts but need not 
tMJ retafned for the lifo of the plant 
or Heg. 

(I) Rocorel' ",lnUI .... In c",pll .. ,. 
.lth re-guhtorl requlrC!Qtnts. 

(2J Record' fof' Rl.lclen facilities 
w..1,h .,e useful through first 
cwerfl.ul or nlO£d. 

(3) Re",onh "'feh .re tIftCted to 
process and svpport ClatCiS CtoIde 
.. nd~r the w.rrant)'. 

Until to. ItS' It 
I"eQOwed frQt:l seNtce. 

Rchtn 'n ICcordarw;e 
wt th c .. rrent resulltor')' 
requtra:ctnts or for 
R.tClear lacl1"1", 6 
)'e4rs after pi ant Gr 
It"" I, .,.t Into 
operat ton. 

2 yetlrs ,fter phnt or 
itta is put ""to 
opentton or .rter ftrlt 
O'Itrtuut or ,..'CNd. 
tIIh.che.Qr Is hurl 

1 )'ur .fter pl.nt or 
ttlln h pvt tnto 
operat ton or upon 
expt rat icn of .. rranty • 
....tchnor ts later. 
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In"!!!h.. DESCRIPTION OF IlECOIlOS

(t) aecords .... 'eh hi... no wllue
afUr plont or 1trc is put into
cperat 'leI." •

£IPtlNATlillY I<OT£S

lt8)S lA and 2a

Rrt£NTlON PERIOD

ut\t 11 dq Ift~r pl,nt
or ttCCl ts JlUt 1nto
~rattoC't.

CrlUt"h for the ,.1Ktlon of 4rchltrctur,Uy. histe,.lclHy, lind tf'Cht'Ologlc.l1y
,1 ;nlf tClnt ft 1.s:

Architectural Slsnl,tClftce.

guUA~~O:iJ';~ct~~::;~~~~t:~';:::ni~:1::~t::~:~ ~~ ~:~:n.
Althoup It Ny Incorporate stand"'d features. a uniquely designed
butldtnQ or 14cIHt)' is one that vIS MS'9'ed to Qtet s-pt'ctflc l'lHds or
filncttons. and ~e NI'e dcKt~ is not .-.pe4ted In ,r.oth., ~t1dtn9.

:::=:r: : ~::HU:: ~U~: t:ft:U~:I~e:~a~;c:~t~~~:t~y
rtutn • ftle for eadl butldtng. A fUe ~ld be retatnt'd. how,,.,.
for the butldtft9 or factlUy Q)tt rtpresenUthe of the butc *st~.

for euh .... rta"t of standard dill t GnS t and for Hch repet t t he but
,ltglltl, dtff•••nt do.I9l.

ArchltKtllral StYh'. Bulldtng" tlhtch ~y tJ\e dtst1n~hh1"g
diarae£erlstiu of etttter a pertod or a regtonal 6rchttKtural 1)'t1~.

In="Outtons. Bul1dings or "eIlHt~s .... tch tncl"e» ar(hHK~ur4ll

cr eft9inHf"t"9 InnO'lattO"1.

Hittorteal StsnUtunce.

A4o:ItntUr.tho Junct1CU'lS 'l",d Ac:thttIM. ~t1dtn9S .,..tch are a11ocht~

With thi IilaJar funet.ians Of thi rilder.1 eo.~rru:ent (eXl!Cuthe dt-part
Atnts, .genctes. and bureaus) and the C1aJor llcthtttes of the ....rtous
feder, I ,gencte-s.

Natton,. £Wents or Person,littes. Sundtngs cr hclltt'es ."tch art'
anochtid with eve-nts 0.1" persons -"0 represent the br04d hhtory of
t.he country.

CrnlTllACTQR r..C:.tlDS SCHfDUl£ ZZ

~~:M~;st~:~g~~rd~~~N a:~:~~~~:~: engtneers of both

Contrc)'werst,l. Buildtn" or facl1ttt.s llhtch were 'nvolved In
contron"sy tn rtglrd to tttetr de'Sti". constructlcn. or utlliutlon.
ProJKtS terolnated bK4vse of cost on"",ns, ufety h4urds. ,nd
en,trol'CltnUl hanrdl are tnc1u4ed.

Technological Stgnlftcance.

This categor, tftC1Y<!fl fl1el of 1uch projKU IS ftr,t-of-,-llrtd
enerQ)' ",sench, dovelop:e-nt. or del:Janstrat Ion projKts or attln
unique but Idt ng or fact I tty p.roJects. Stnce tht S is a broad cltogory
.t.te:h cO'We" Mny different types of techntCJI hetltt:es. SPf'(:tftc
dOtatls M,e not bun attecptl'd. Ptf"NM-r:t records rehUng to tftfle
abjects can tle d'loun ClOre "leethely than recoMb relating to
~t1dtngs. In gan.r.l. ftlel IIlhlch l1\ow how the project ..as deltg:ned.
constructed, Ind 4ltered. Should be retatned for a ulecttOtl of th~

:an "nlq\te nNclures and for 4 ~re1enuttn s.a::ple of ~ttthe
and sll:f1hr structu,..s.

A selec:ttOft .hld II to be bn~ on engineering and hhtorteal
,19ltf1conc••"""Id c.... ldo. PnlJocU otltch Includo "9t_.1n9
inno"ttens or prototyPft. Pl"OjKlS ""Ich N,. 4chteYed MttON1
Icchtg gr controversy. or proJecU 1Iltltch repre1ent the Njor prod",t
of .n agency (loUch os NASA·s spacecraft cr TVA·s hydroelKtrtc
PnlJecul. R"".......tath••cq>I.. ' ....ld bo .....d on tho tlPO of
stnLcture en- project. cost. and regtonll "r"tlonl. Strvcture'S and
crHerta used by the Histortc .b!rtcan EfI9tnt'ertn~ Record .nd ,tollar
clXtprehenshe Hst'S can 1erve as a f,ltdeltne and r;,tnhlJn standard.

It lhculd be noted that CG=il~s"e stte dt'nlo-p::ent plans or
Duter phns are clolely related to cups. These co;prehen'Sh. p'ans
can be "aluoted In term of cartographic ....cords (soe schedule 11).
"'tie 1ndhtdYoll butldtngs ,nd flctlttlt"s Within tttt" ,)'stea can be
n,.u.ted on the bnts of this sc:~yl••
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COltTIlACTOll R(CtRDS SCH£DUlE 11 

In" !!!h... DESCRIPTION OF RECORDS RrtEHTlO~ PERIOO 

(t) aecords .... 'eh hi ... no wllve 
afur plont or itrc h put into 
cperatiGn" 

£IPtWTImY orol[S 

lt8)S JA and 2a 

Uat 11 dq Ift~r pl'nt 
or itCCl ts JlUt Into 
~rattoC't. 

(rIUt"h for the s.lKtton of 4rchltKtur.Uy, hista,.lclHy, lind tKtit'Ologlc.l1y 
,1 ;nlf tClnt ft 1.s: 

Architectural 51,ntftClftce. 

guUl~~ O:iJ')~ct~~::; ~~~~t:~'!!::ni~:1:: ~t:!~:~ ~~ ~:~:n. 
Althoup It Ny Incorporate stand ... d features. a uniquely designed 
butldtnQ or 14etHt)' h one that vIS MS'9'ed to Qtet s-pt'ctflc I'IHds or 
fllnctlons. and ~e Ns'e dcKt~ ts not ,..pe4ted In ,r.oth., ~t1dtn9. 

:::=:r: : ~::HU:: ~U~: t:ft:U~:t~e:~a~;c:!t~~~:t~y 
rtutn • ftle for eadl butldtng. A fUe ~ld be retatnt'd. how,,.,. 
for the butldtft9 or facflU)' Q)tt I"tpreslnUthe of the bntc *st~. 
for e4Ch .... rta"t of standard dill t GnS t and for Hch repet I t he but 
.ltglltl, dlff ••• nt do.I9I. 

ArchltKtllral Styh,. Buildtng,. ""t(h ~y tJ\e dtst1n~hhl"g 
diaraeterlsttu of elttter a period or a regtonal 6rchitKtural 1)'tl~. 

In="Outtons. Buildings or "ct1Ht~s .... tch tncl"e» ar(hHK~ur4l1 
cr eft9inHf"t"9 InnowatIO"1. 

Hlttorlcal StsnUIUnce. 

A4o:I'n'ltr.tho 'uncttc~tIi '1"42 .Ac:thtttH. ~t1d'n9S td'Itch are a11ocht~ 
with thi IilaJGr func"t1ons Of thi rilder.1 eo.~rru:ent (~xecuthe dt-part· 
Atnts, .genctes_ and bureaus) and the r.1aJor Ilcthttles of th~ .... rlous 
feder,' ,genc'e-s. 

Natton •• he-nts or PeNOfI.ltttoS. Sundtngs cr helltt'e-s ."tch art' 
auochtid with eve-nts (1.1" persons -"0 represent the br04d hhtory of 
t.he country. 

(~TRACTOR r..C:.tlDS S~H£tlUl£ Z2 

~~:M~;st~:~g~~rd~~~N .:~:~~~~:~: engineers of both 

Contrc)'werst.l. Bulldtn" or facilittes lIhleh were involved In 
contronrsy In rtglrd to tttetr de'SIi". constructlcn. or utiHutlon .. 
ProJettS temlnated bK4vse of cost on,,,,ns, ufe-ty h4unk. ,nd 
at,trotcltnU1 hanrds are Inc1,,4ed. 

Technological Significance. 

This Cltegorl tftC1Y<!fl ftles of 1uch projKU IS ftrlt-of-.-llrtd 
enerQ)' resench, dovelop:e-nt, or del:lanstrat Ion projKts or atl'ln 
unique but Idt ng or fac11 tty projects. Since tht s is a broad catogory 
.t.tch cO'We" MftJ' dtfferent types of tecttntCJI hcUtt:e-s. spt'Ctflc 
dOtetls hoI,e not bun attecptl'd. Ptf'Nne-r:t records rehUng to tftfle
abJects can tle chosen ClOre "Iecthely than records relating to 
~tldtngs. In gan.r.1, f11e, IIIhtch s1\ow how the project .. as destg:ned, 
constructed, and altered. Should be retained for a selectiOtl of th~ 
:an "ntqye nrvct,u'.s and for a ~resentattn s.a::p'e of ~tithe 
and stl:l1hr structurn. 

A se'ec:tiOft .Met. is to be bn~ on engtneerlng and "htor.,,' 
.19Ilfl., .. o .hould c .... ldo. proJocU otIlch 1,,,,1Il110 "91_.ln9 
tnno"ttCM or prototypes, ProjKts ""fr;h N,. 4chtond MttONI 
acchtg gr (ontrower1y. or projKts 1d'Itch represent the Njor prodl.Kt 
of .n apncy (loUch as NASA's spacecraft cr TVA's hydroe'Ktrlc 
proJecU). ROII ........ tath •• cq>ln ..... ld be ..... d on tho tl~ of 
stnLcture en- project. cost, Ind regton .. 1 Wirhttons. Strvcture'S and 
crHeria used by the Htstortc .b!rtcan EfI9tnHrtn~ Record .nd ,Ioilar 
cextprehenlhe Hst'S can 1erve as a ,..tdeHne and "tnhlJn stand.rd. 

It lhcu1d be noted that co=p~s"e site dc!oulo-p::ent p14ns or 
Duter phns are clo,el1 related to cups. These co;pmensh. plans 
can be "aluated tn term of cartographic re-cords (soe schedule 11). 
",Ue tndhtdl.loll buildings .nd ficlltttes. within the ,,,tea can be 
n,lu.ted on the bnts of this s.c-~Yle. 
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CONTRACTOOl RECORDS SC!iEOULE 23

EClJITJm~ ;:umAACE ,

!l«ord' clfKribH tn tf't.1' sc~ylf' .re tho,. UNrallJ aalfttllftf'd by pr.rt,
and ohnt CMnl!=fCttlt ptrlOMel fulfUHng thetr ,..,paftstbtltty fOr tM DI"I;I
h!'nl. cantrol. accountabllfty. altnttl'\.lfttt. 1M eperltlcn of =btlt or stattonary
fCl;uhaent 'ltd perwt\ll praoert,. Fhtur..-tyPt' fG\ItlAfnt reqvtrtml u.s- of 4t1t~ft
and cons9"..:ttOft c!"whqs for relN1r and =etnttftance is cOY.red by Fecfltt)'
PKOrdS l-:AS IS). This ICtiMul. co......., perloNil pr_rty. IQutpc:ent. ~tchhtlry.
ct.Ichtn, teoh. v.Mel.s. offIce tQulpattlt: and "ce"cry Ind IIIltH,., Itm1.
and sPire puu; ••elustn of aoter yetlitcl~, (CaS 10); and Industrial faetltt1
Records (CIS 24). (qulpclfnt .-.cords CII1 ca:lpleaent or supplft»ftt procurfCltnt
Mld su:pply reconts and acc~"ttng rKoP'd,.

beards DI, be w9'l'gaud into lroups by eQutpl:ll!nt kind, type. pUJ'lXlse. UH.
location_ nl~tfon. or othtr .."tgMel eate9ory. 0.9•• pllnt. offtCl. IUJPlt,r.
OWlN. CJeNONl-ww. tool recttpts. 101"'" ,r_rt,. bGl'f"Dll:ed p.rcpertJ. Ind
controUH-ui. ~utp:llent. Records III' be .Ithtor II brief or .. c!ttatltd as h
tf(jufted to e'ffci,ntly c.\IMge tqutpcllnt cOftIhunt with tts YI1,"". uuge. or
_,..1ctng reqvf~nts. In SCIfIW tnttlfttlt·s. capt" of I prfaal")' control reccrd
Itt uMd for addttteft.ll IKO,*ry tKo-ref or fndeatng purpous~ e.g•• I dupltClte
~ut:".Iltnt tn.onto,.,. ctrd h ftlld by ns::e of Icccuntlbl, caplo,.e.

ITll'
~. DESCRIPTION or RECIlllO

Attachment V-1
Page 251 (thru 262)

~r

I. EOUIMNT CONTROL QECOIlllS. E~.lP"f.t

c:"ntroi recordS art pre"tty account·
IbtHt)' tfl:ords "'.ch COtlIUtutt an
tn••ntol')' 0' Myt pi:»flt. ptrsoftll
property. ard spa.,. gartl.

I. lnY",tory Ltsu.

b. tc:::3~1~:Wh:~~:~~:I:~:::e~t.
0" Iccountibn. t.1. Iftd Unll
ctt SflOsfttO....

c. J4JuSt=lrftt of Inventory AuthortZittOftS.
AlUlOrUIUons to scrIp or .rhe off
and oU.,t Pipers uwd " "td.l'lC~ of

CO>lPACTOll RECQ;lOS SCHfllUlE 23

J ~ar, frca dat,
of list,

J 1.1"$ dtt,. I ftf'I
control card t s
ptepar&d ~ or 4 y.ars
Ifw,. I'QUt P=tnt or
pr.tty t, r«::lO".d
froo control.

4 years afttr datf of
luthortluton cr date
of pont"9 letton.

ITEM
~ rrSCRIPT1mi (";f QECf'l~n

authority to 4dJun Inwtonto,.y ccnt,.ol
"rd.

11. Property Tr.!lnsfpr Fllpt. docu~nttn9

4ccOYI\ubility trlnsf." of prOPf'rt)'
.~ 1_lQuipcwnt.

RETE'TlOlI PERIOD

2.

(1) Copy t n P,.oPtrty ICcoynUbt 1I ty
offtct'.

(1) Copy tn offtces tnnsferrtng
r-r~rt1.

IQtJ[p~rNT .... nm""MCE RECORDS, IMClUDI~G
!'!i!iSttttes, {lhiElkG, l'l;O a{PAli.

o. SU:ll'\'lotF')' l.dger or c.erd "KOrdS
rt'flfCtttlq ~intftt.aft(p ,l\d ,..palr.

b. In,~ctton. ur-wtce. Nil'lteftltlCf•• td
reopotr rKcrds.

(l) Ptcord, ref tKti 1'1-) un,..soh.ct
ncmtto~ prOClfn1.

(in Reco,.ds ,.eflr«tnq uthf&ctory
il'lJPlfct ton. 'Serwin. ~tn-tetLal'lce.

lind ",pair. includfS rt"q~sts

for 'frwtCtI. "poll" on:!(lrs.
lIlCrt orO!r'\ Ihcwi t'IlJ d.tps of
K"fduled or cor.:pl.ted IJlItftt~"4nce
or service. billtftljls. and
;n"pection r1'oorts.

2 Je.rs after d.te of
pontn9 tnYfntOl")' card.

1 year.

3 years aftff property
h dl SPOSed of or
rcmo-wf'd freJ:\ control.

) ,..,., 1ft',. I"ftolu w

tton of prQblrP.

3 yea"s followlnq
clon of fhcal Jur
In wtl tctl won is done.

3. OPERATION AriD COST RECORDS. rqulp"'.t 3 y•••s .ft•• d.t.
lfldgr,., 4rtd won shUh prowtd;nq cost of hu emry •
• I'd ••~Mr d.t4 h-r e-Qulp"("nt Ntntr-n"'ICe
or cpe,.at Ion. reon t'\:t I n9 sch~1I1 ed and
Ktual hou,., of operat ~Otl. hours Idle. aM
rtopair tIours.
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ECUIT Jm~ ;:umAACE • 

i«ord, cltscribH ttl tf'I,1, sc~ylf' .re tttos. UNrallJ aalftutftt'(t by pr.rt, 
and ohnt CMnl~tlt PfrlOMel fulfUHng thltr ,..,paftstbtltty fOr tM _"1;1-
at"t. control. accountability. a!Iinttft.lfttt. 1M operlttcn of =btlt or stattonal')' 
fCl;utp:!ltnt .ltd perwt\ll praoert,. Fhtur..-tyPf fG\ItlQfnt reqvtrtml u.s- of 4t1t~ft 
and (ons."..:tI0" c!rawhqs for retNtr and =etnttftan(e is cOYered £I, Fecfltty 
PKOrd, t-:AS IS). Thh ICtlM ... " co ....... , perloNil pr_rtJ. IQutpc:ent, ~tchhtlr)'. 
CI.Ichtnt teoh. v.Mel.s, offIce eQulpattlt: and "CII"Cry Ind IIIltH,., Itm1. 
Ind SPire puu: •• clu,tn of aoter yehtcl~, (CaS 10); Ind Industrial faetltt1 
Records (CIS 24). (qufpc:lfnt .-.cords CII1 ca:lpleaent or suppl~ftt procurfCltnt 
Mld su:pply reconts .nd acc~"ttng rKoP'd,. 

bea",s Dl1 be w9'l'gaud into lroups by eGutpal!nt kind, type. pUl'1Xlse. u"'. 
locatton_ nl~tfon. or othtr .. "tgMel eatf9ory, o.g., ,lint. offtCl. IUJPlttr. 
OWIN. CJeNON1-ww. tool recttpts. 101"'" pr_rt,. bGlT'DII:ed p.ropertJ. and 
controUH-ui. ~utp:!lent. Records III, be .'tht'r II brief or .. eletatled as h 
ttc:jufted to e'ftcltntly D.lMge tqu1pc11nt cOftIhunt with tts YI1,"". uUge. or 
_"lctng reqvf~nts. In SCIfIW '"SUlttltS, Capt" of I prtaa., control reccrd 
Itt uMd fo, addtUeul IKO"", tKo-ret o.r Indeatng purpous~ e.g •• I dupltcate 
~ut:".lltnt tn.onto". ctrd h ftlld by ns::e of Icccuntibl. caplo),lfe. 

ITIl' 
~. DESClUPTlON or RECOilD 

I. ECUIM.T CONTROL R(CORDS. E~.lP"f"t 

(:.tiro. recoras art pre""y account· 
,btHt)' tfl:Ordi "'tch COtlIUtutt an 
tn •• ntory 0' Myt p!»flt, ""rlonll 
property, ard spa.,. gartl. 

a. lnY"'tory Ltstl. 

b. tc:::3~a~:Wh:~~!~~:,:~:::e'!t. 
0" Iccountabn. t.y. Iftd Una. 
d1 SfIOslttO .... 

c. .t4JuSt=lrftt of Inventory Authorluttons. 
J&lUlOrulUons to scr,p or .rhe off 
and ott .. , Pipers uwd " "td.l'IC~ of 

CO>TPACTO> RECCKDS SCHfOUL£ 23 

RETENTION PERIOO 

l ~ ... , 1"(1:1 dat, 
of HIt. 

l 1lflr$ "ttr I ftf'I 
control card t s. 
Ptepl'&d~ or 4 y.ars 
Ifwr I'QUt p::Itnt or 
pr.rty i, f'f!CO".d 
froo control. 

4 years afttr date of 
,uthorhuton cr date 
of POltt"9 Iction. 

~ rrSCRIPTlr,'i (";f QECf\~n RETr'TlOlI '£RICO 

2. 

authority to 4dJun tnwt'nto,.y ccnt,.ol 
"rd. 

n. Property Tr.!Jnsfpr Fllpt. docu~nttn9 
4ceOYI'tubility tr,"sf." of prOPf'rt)' 
.I"d lC~uipcw"t. 

(1) Copy t" P,.oPtrty IccoynUbt 1 t ty 
offtc~. 

(ll Copy In offtces tnnsferrtng 
rrorert,. 

IQtJIP~INT .... "m""Mct RECORDS, IMClUOI~G 

l'!i!iSttttCS, {thiElke, l"o a{PAIR. 

o. SU:tr:'l.tr)' •• dger or cerd rKords 
rt'flfCtttlq ~tC'lt~n.aft(p ,f\d ,..pa1r. 

b. Ins~ctton. nr'Wice. Ntl'ltef\,nc~ •• I'd 
re'potr rKcrds. 

(1) Ptcords reftKt 11'1-1 un,..,oh.ct 
ncmtto~ prOChns. 

(in Reco,.d, ,.eflrctinq sath'&(tory 
il'lStMr-ct ;on, serwin, ~tn-tlPtLaI'\CI!. 

lind ",patr, includf'I 't"q~SU 
for sf'rwlc,. "polr on:!t>r,. 
IIICrt orO!r'\ lhcwi t'I9 d.tpt. of 
sc"fduled or cor.:pl.ted IJIItftten4nce 
or service, btlltftljls. and 
inspection r1'oorts, 

2 Je"s aft.r d.te of 
flO'ttn9 tn.~nto". card, 

1 year. 

1 years aftef property 
h dl,poSed of or 
rcmo'Wf'd fr(J:\ control. 

1 ,..r, Ifter I"HOluw 
tton of problrP. 

3 years followtnq 
clou of fhcal J .. r 
In wtI lett won 1$ done. 

3. OPERAIIO~ AriD COST R(CDADS. Eoulp"'ot 3 y.a., afte. date 
lfldgrr, 4rtd won shUh prowtdinq cost of hU em,.,. • 
• fOId •• ~Mr d.t4 f"l·r e-Qutp'1!'nt Ntntrft"'ICe 
or operat ion. reof1 too.:t t n9 s.ch~1I1 ed and 
Ktual hours of operat ~ol'l. hours Idle. ,M 
rtopalr tIours. 
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CONTRACTOR R£COIlOS SCl<£OULE 24

IIlOIJSTRIAL FACILITY RECORDS

I ye.r.

s )'t.".

l,e1r.

2 yean.

1 ye.r.

RETEUTION PERIOD

10 ye.rs ,fter d.ate of
tSl~.

d. Quality Control Records•

(I) Tochnlc.I d.U fUOI, (on.lstlng
of reports and rKordl docu
CWlntfng the q~a1tty char,cterlstfc:s
of e4th produtt p:ro.1vted, and
pro.ldlng deUUod infomallon
portalnlng lO (""POsitIon,
Clltlng l.tNstOft, ~cMntng.

ClMfng. tftti"9. and Inspectt,n,.

(2) O.lo reflectln9 '''Purlll .. of
produel ...t.l rolled at
speciffed tePPtrltt:res.

(3) Lot fabrlCition And Inspection
records de.,laped In qUlllt)'
control .ethltltS ,t Cltlrfal
processing plonts, 0' reference
Y61ll:e em'y durin, short Itfe of
...UI ,lug product.

e. t~:~ ~H:;. :::~;~~:~ ~s~~:;o~IID
asde to detemhe physt"l statuI of
products utiliZed tn ep-er,ttng plonts.
elclushe of ndtogrlllhs of tqytrotftt
and Qltt'rtah uuod tn iwcllar syste:rs
(see Itea 7b).

f. se.l FU.,. se.l Slolu, I'09Ort
fll.s. (onshllng of d.U, ........ll,
SU:I':lart" sha.tng nu~ers of ",Is

CONTRACTOR RECORDS SCl<£0lJ1£ 24

ITEN
~ DESCRIPTION OF RECOROS

c. o..tatfQft FU" conslnlft9 of reccrds
.pproytng lU'll! acClptfn9 or reJecttR9
products .... tch deviate frm drlWt"9l.
or sptClffCltlcns, tOttther with
ref"ed drlWt"9S or IPKtflcltlons,
serving ., bash for Inspectton,
re.acC~tance, IncJ rKonYerstcn of
aetert.l.

RETENTION PERIOO

1 y"r liter co=.plet Ion
0' IIIDrt.

I )'t.r.

I )'t.r.

I yea" afttr ccqtlltton
of tndhidual product fan
prOljre::'l.

IWIAG(l(rNT OF PllOOUtTlOM R[CORDS.
PrOduction c:cntftll i1ln develoPed in
coordlnillng wort pr09rl:l$ fn lho
proch:t:Uen 0.1 C:CI:!;lOnet'U 'M equtfQtnt.
c:OftShtt"9 of att'tUtei of ptett~ of
product Ion personnel to work out
proIuellon IChod.'.' .nd lo odJu'l
dt"ta.ltf.1 artltng tn p.rod&rCtIOft
Pl'0'}I'....

woax PERMIT (10K ORDERS) RECOROS.

•• Log ,lints pert.lnlng lo .pech'
wrt pemUI in operating adtvitlu.
t09tther .1 tt. -.crt o"r renon
.hottl.

b. WOrt ~mil, .uthorirlng .loclrleol
IIICrt In ;'It''OCl"lllng plants. tncll*dlt'g
relac. .. J ',\f1tchfng inltructtons.

c. PhotOVtphtr's -a.rt prrcHs.
renee-tint daU ~rdtl'l9 IMtrvctlOft

2.

I.

"'-" Sd\crdule COffn reca:rds pertain1ng to the NMl}f'Qfnt 4'" operllt ton of 00£
'ndustr••1 hen'Un_ ~h ',cHities inch.de. but '" not re-str.cted to,
N.lwel. tnt. ,I'd prCl4uctfon raKto,",i prod~ttcn futUtf"i hbGrnorfe'i and
upar.tfon plarrts.

The records centfst of , wide ¥a,let, of' fACtltt1l:'1N9t=tftt records sl.'C:h as
p"ogreu. produettcJn. ,nd st.t", repartl. qualtty control diU ftlil. equf~nt
bhta.,. ,rid cOtltrol records. SPKhl Ntertal ucountabfHty ttl". ,nd procl~t

ca.tput s~rl.s.

iKerds .ccu::uhted In the OPOratfon of the heUtty would 'nclude such docu;aenU
.. lO¢OC:Ui 'nstn=nt acnttortRg (flirts, 'Mustr••l ...,.." 4~ rHtog'lPhSj,
tqutp:l&nt 'rt1PtCthm ..... senfc'ng reca:rdsi .ott pemfts. and Cl4L"i7 other dOCu
DIntS tbat Ire vener,ted 1n the operation. Rlnltor'ng. prOductfon, and NtnU··
.._ of lho pilot and Its "'1ulpoonl.

ITEN
!!.2:... OESCRIPTlDll OF RECORDS

COllTRACTOR RECOROS SCHlOlJlE 24

ITEM
!!.2:... OESCRIPTlOll OF RECORD

in sdety ",le" use of saflty
"'lul....nt 4nd Frotoctl .. clolhln9.
Ind acc~nla&nt tn hUlntous ,reu.

3. MAMAG£I([NT REPORTS.

•• p.......... report. of Fradu<tlon
cltptrt..otl .nd produel lOltlng
1aboratorles.

(I) P.rlOdI( I'09Ortl covering
progrl'SS aM dtf',rencll betWHn
actu.l ,net scheduled delherles
In subnanthe wort progrss.

(2) O.n, ...tput roporU.

b. M:litntstrlttft, progre-ss. prodwctlOtl
and quolt II (ontrol roport, and
roco""'. provIdIng det.n .nd ''''''''I")'
deto pert.lnlng lo produclton .nd

~~~~f.~:~l~:S~1~~~lll
of iteas produe:ed. inspected,
accepted or reJlded, olld relatod
tn',u1OIItteut. 'Ictushe of NMl)eJ:Itt¢
proIuctlon I'09Orts 4nd <Ilotlhll
quoltll control pr09ress roports.

4. PROllUCT _M£NT RECORDS.

I. :Kim :~:l.tll"a;r~':~":O:~e
~ue~~;1 r:~o~:::;t :~f~o~e::t s.
ftla llidel. graphs. drtwtngs, Ind
rohlod popen and ("""pando....

b. Awn Boots provtdtng protlSl hlltOry
~t lh.....p wrl., of
flbrlC1tton phlSl'I.

R[UNTlOll PER 100

1 ylllr.

1 year.

1 yaar after ftntltled
product tI transferftd
to custo:atr.

ITEN
!!.2:... O£SCRIPTION OF RECORD

S. IIIllUSTRIA!. I([THOOS RECllIlOS.

butlt each day. type of 1111, nuober
transferred. tssUld. or used In
processing .r.tton.

o. Procfdufe-S of operattng act ht t t.,
cowertrsg Clhllts of _r.atlon,
and conslsttng of cal1bratton
boots. and mkeup sheets.

b. ~;~~~ ~:'l:M'~~'~~~~t~:g,
proc.sslng••nd ...l.rl.' quoltt,.

c. :~.~'H~:C::~:::i~rn:1!t~~~sttng
ascrtpttons of plans for slcpltfte-a.
ttGn of tlCrt or tCIJro.-~rtt tn
nOftprocess operat Ian.

d. ~~:l~:~ ~:9:Oi:::t:iR::~1
reduct 1on, o-r fc:pro'eatnts t n
nanproceu wort or sep",t to-n
oPIr.t tens.

e. $911n9 Cheeklhtt Nde out by
superwUO" GSierwtng ,q11ng
t«hntqws of operators t,lIng
procell sa=:pliU. to detlmtne
cacpllanco with HUblUhed
procec!vrei.

6. PRODUCTION EgylPI([NT INVENTORY CONTROL
ktctibs.

I. PrMvcttOft £9'JIRftt In,..nt0'7
[tstings.

RETENTION PERIllO

Unt t1 superseded.

3 ye.rs.

2 ye,rs.

Untt I 1 year 4fter
propos.l h odopU4 or
"'J.Uod.

I )'t.r.

3 ye,rs. prOYlded
tnnntory control
records are NtnUlfted.
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IIIOIJSTRIAL FACILITY RECORDS 

TM, Sd\crdule COft" reca:rds pertain1ng to the NMl}f'Qfnt 4'" operllt ton of 00£ 
tndustr ••• faCtltttH. ~h ',c.HUts Inch.de. but In! not re-strtcted to. 
N.awel. tnt. ,I'd pro¢uctfon raKtO"i prod~ttcn futUtt,", hbGrnortes. and 
upar.tfon plaftt,. 

The records Centtst of , wide ... ,Iet, of' fACOlty ~N9t=tftt records sl.'C:h as 
Pl'ogNU. producttcJn. ,nd st,t", reportl. qualtty control doU ftl11' equt~nt 
bhla.,. ,rid cOtitrol records, SPKhl Ntnta. ucountablHty ttlH, ,nd procl~t 
ca.tput s~rl.s. 

iKerds .ccu::uhted In the oporatfon of the hcUtty would include such docu;aents 
.. lG¢oc:Ui tnstn=nt acnttor'Rg (flirts, tMustr', .... ,.." 4~ rHtog'JPhsj, 
tqutp:l&nt tn1PtCthm ..... senfelng reca:rdsi .ott Pltmlts;. and Q4L"i7 other dOCu
DIntS tbat are vener,ted In the operatton. Rlnltol"tng. prOduction, and Ntntt-
.. "'" of tho pllnt and Its O<1ulpoont. 

ITE" !!.2:... DESCRIPTlOII DF RECOROS 

1. IWIAG(l(r"T OF _TlON RECORDS. 
PrCiduction c:cntftll iiin deweioPed in 
coordlllltlng wort prOOJrl:l$ In tho 
proch:t:tten 0.1 C:CI:!;IOneftU 'M equt,:atnt, 
c:OftShtt"9 of ah'tute, of ptftt~ of 
product ion personnel to work out 
prot .. tlo. IChed.l.s ond to adjust 
dt"Ia.ltfel arillng In p.rod&retIOft 
Pl'00JI' .... 

2. woax PERMIT !10K ORl!£RS) RECORDS. 

•• Log ,lints pertal.lng to spechl 
wrt pemUI in operating aethittes. 
t09tthtr .t tt. -.crt o"*r renon 
,hott'. 

b. WOrt ~miU luthorlrlng eltetrl.,1 
IIICrt tn ;tt"OCl"lItng plants. tncll*dtt'g 
relac. .. J -,'f1tchfng Inltructtons. 

c. PhotOVtphtr's.a.n. prratts. 
renee-tint diU ~rdtl'l9 tn1trvction 

R[TENTlO" PERIOD 

l.rel" afur ccqtletton 
of Indhidual production 
prOllre:'!l. 

1 )'t.r. 

1 Ylar liter co=.plet ten 
of IIIDrt. 

I )'t.r. 

!!.2:... DESCRIPTl~ OF RECORD RET£NTI~ PU 100 

In IIlety ",1." u'e of "'Ity 
""ul ..... 1 .nd Frolocll .. clothln9. 
Ind acc~nfa&nt In Nlflntous ,rfn. 

•• PI'OOJ"ftS reports of Froductlon 
deport.-nt, Ind prod .. 1 tutlng 
1 aboratortes. 

(1) PeriOdIc I'09QrU c ... rlng 
progrHS aM dtff.rencll between 
actu.l ,nd scheduled delher.es 
In substanthe wort progrss. 

(2) Dol11 ... tput rtports. 

b. ~tnistrfltlYC!, progre-Sl, prodwcttOtl 
and q ... l1 ty centrol reportl Ind 
reco""', provIding del.11 Ind """"'1")' 
deto pertllnlng to production .nd 

~!!!~~' I~:~I~:I~' ~~~! tl 
of tteas produc:ed. Inspected, 
accepted or rejl"eted, ord related 
tnfcu1OIIttGn, elclushe of NMft'J=ltlrt 
prot .. tlo. I'09Qrts .nd <l)otlhly 
quollty control prOOJress reports. 

4. PROOOCT _'OT RECOROS. 

I. :Kim :~!!l.tll"~r~t:~":O:~e 
~ue~,,:;t r!~G~:::;t !~f~o~e::t s. 
fila Sltdel, grlphS, drtwtngs, Ind 
... lated popen and c""""",,,,"nco. 

b. Awn Boots prowldlng protl" hhtory 
~t th ..... p wrl.1 of 
flbrtCflUon philH. 

1 ylllr. 

1 year. 

1 yaar after finished 
product is trinsferHd 
to custo:atr. 

ITEM 

ITEM 
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COMTRACTOR RECORDS SCl<£OOLE 24 

~ DESCRIPTION or RECORDS RETEUTION PERIOD 

c. Deylatton FUll con,htfft9 of reccrds 
,pprcwtng lui! ,cc~pttn9 or reJKttR9 
products .... 1ch deviate frm drlWt"9S. 
or sptelflettlens. tOttther with 
reyh" drlWl"9' or lp.tC:tffclttOns, 
serving .. bash for Inspection, 
re"Cc~tance ... ncJ rKonyerstcn of 
geterlll. 

d. Quality Control Recards • 

(I) T .... nlc.1 d.Lo 'lies, conllstlng 
of reports and rICoNs docu
CWlntlng the q~a1tty (h.r,ctertsttc:s 
of 24th produtt pro.1vted. and 
prowldl", detailed In'o_tlon 
pert.Inlng to c""POsltlo., 
casttng ,.truston, ~cMntng. 
ClMlng. tntt"9. and Inspectf,",. 

(2) D.lo rell.ctlng I""urltles 0' 
prod .. t .,.tol rolled It 
specified te:tperltt:res. 

(3) Lot fabrlcattan And In,pectlon 
record, d,nlaped tn qualtty 
control acthlttll ,t Cfltfl'tal 
processing plonts, of referenc, 
"61~ em.y durin, short life Of 
...tol Ilug product. 

e. t~:~ ~H:;, !::~;!~:~ !;sr.~!;O~I1D 
asde to detemine ph,s1cal st,tu, of 
product, utlHzed In op-eratln9 plants, 
elclushe of ndtogrlllhs of tqytrotftt 
and Q4U'rtah uUod In iwcle,r ,,,,teas 
(let Itea 7bl. 

,. Seal Fllo.. Se.1 SlUu. I'09Qrt 
fllo •• conSisting of dilly Ind .. ftl, 
SU:I':IIrlU Sho.tng nu~." of "'h 

COliTRACTOR RECORDS SCHlDIJLE 24 

10 yelrs after d.ate of 
Iss~. 

S )'t.". 

2 Yfan. 

I ye.r. 

1 y.ar. 

l,ur. 

!!.2:... D£SCRIPTION OF RECORO RETENTIOM PERIOD 

5. IIIOOSTRIAl MUHOOS iECflII!)S. 

butlt each day. type of s.,l, nuober 
tr.ansferred. "sUId, or uUd tn 
","OC'ISing .r.atton. 

o. Proctdu .... s of O:ptr.attng act hi t lIS 
cowert"9 ClhulS of _r.atton, 
and conststtng of calibration 
boell, and mkeup ,heets. 

b. ~;:::.!~~ ~:'l:M,rn~'!~!~t~:g. 
proces.I",. ond ... terl.1 quallt,. 

c. :~a~'H~!c::!:r.i~rn:1!t~~~'ttng 
ascrlptton, of phns for slcpHflca. 
ttGn of tlCrt or tCIJro.-~rtt In 
nonprocess operat ton. 

d. ~~:l~:~ ~:9:OT.::t:iR::~I 
reduct 1 on, ar tc:prO,fQtnts 1 n 
nattproceu wort Dr Ifperlt tan 
optr,t tens. 

e. $911"9 Checklhtt Nde out by 
sUl)erwUO" GSSerwtng sq1tng 
technique, of oper'tors t.lIng 
proc.ss sa=:plH. to. detemtne 
cacp1taneo wtth HUbl1Shed 
procec!vrH. 

6. PRDOUCTION EQlJIPIOINT INVENTOIlY CONTROL 
ktctibs. 

I. PrMvcttOft £9'JtRftt lnwf'ntory 
listings. 

Unt t 1 supersede-d. 

3 years. 

2 yelrs. 

Untt I 1 ye.ar .fter 
propos.1 Is adopu" .r 
rejected. 

I )'t.r. 

1 .18ln. prOytdld 
tnnntory control 
records are NtnUtftl'd. 
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lIEM
!!!h.. DHCRIPTIlm Df RECORDS

b. ;=~~O"I~;!£i"~:;a:tc"
aQll;U~nttng l~q1lll'tlaft.
nsftlimonl. ICcouf\UbIHt)'~ ,ani
find dh.pO'51ttcn.

7.

c. ::l~rt,:~t~t;n:~t p:~~ftntcry
authorul ng postlftg c-r 'dJu,Ung
trnrt'ntory cClI1trol l"&c:cnU.

~IPI<ENI ""'NUNANCE RECORDS.
nteftlnce record, include tet.t in9.

'ftSpeetlon. ~ervtcl~. and rt'P.'r records.

I. Su:nIrl iKcrd.. Su:Nry Unl.
lid;or, or equtvahnt ttc:on:l$
reflecttng N'ntt'nanc:e .1"10 ~Pltr.

b. \~~I:~ '?te£[,f n:n~:q;.,::. hittor)'
.nd radl~..ph ...cord••

(I' S.., hUto.,. ....ot. Ind ....I.red
lO¢ooU. 'tnoetl"" ...rt
perfol"ll'e'd Oft 'Specific sea! 'r(rl
II.... of IMt.Il.Ilon .ntll s..1
H no lcft9tr used. t*ther
.IIb tOIl "'otl doU ....nt« In9
hets cc.nctrn' ng usn Nd& Cfl
Indt vtcful1 , ..als.

(2) P= hlsto.,. flies. con.lstl""
of N Inttt"'ftte records;. Irte1udll'l9
descrlptlon1i of ",PI'r wort
perlorc:lltd anrJ mater•• l us-ltd. 'r~
IMUllltlon of pu::jI ..til 11$
t1'I:lOl'''' fren 'un'h:e.

(3) Rldl09'lphs of , ..cto, S1'1'"
..Ids. Incl.dl ng coollnt sy$l_.
,ntI ruc:tor weneh..

RElE~TION PERIDD

:I 1un Ifter a rteV
centrol ....cord ts
prt9....~ er :I ~ars
after ~utPl"tnt Is
~yed fro:" control.

3 ,."n after d"tc of
pOsttng or d.-te of
a~thcrtut Ion reccrd.
••Mchever .s later.

2' )'ears after e<iutp:lltnt
ts rer..owed fren control.

I ,ur .fter ".111 h
~ed frD:l sentee.

! yur .Uer Po=P h
r1"=Oytd fr~ unto.

Unlll C<l"I~nl Is
f'f't.'Qyed fren Strvi Ct.

ITEM
!!!h.. DISCRIPTllm Df RECDIlDS

(4' R..tlne aonltorlng ..-cord. of
tnspection. Nttlte....ftCt. Or
'oP.I, whlcb ..-noel
satisfactory perforNnte.

(., L09S or support1ft9 ....ords
rtCotdtr'lg ~ul~nt test
re'Sul U for-·

1 Con.ert., sUt.. (dilly
report.);

! C11t lIde, pipe I••h.

! :::mO:-"I lobe (_

! Vahes;.

~ V.I .. iq.l~nt.

! IndoSl,lal Inspect fO_
X-'If file. conslstl"'l
of X-'If fila to det.,.

::: l~a~I":~i:,~r;:~~.
(S.. rldlog'.~hs of
rt4letor systea welds
In 7b(3) ••bo.e.:

(b) Ope"to,. reports of
equt~nt failure•
..."tctlng C<l.I~nt doll.
f.nure eh.u4dtrhttcs •
• nd cl~Unc.. l.adlft9

I up to inttrruptlon of
oper4lt tons.

8. ~PFRATIONS RECc;lDS. ROCdrdS ..-neetl""
fquh~~ltnt-~ratlOftS d.h. (Ste
~raton rtparts 0' equ:tpn2nt fatlure.
7d(4)(b). Ibo.e.)

RElENTlDll PERloo

! year.

I JOI'.

CDllTRACTDIl RICOO:DS SCKEOOIF 24 tD:lTRACTOR RECDllDS SCHIOUL£ 24

(3) Q'KCI"~S cth,pr thn U'I!' rOlJtiC"lt :I )'t'.n. aftpr ",ctt"n cr
n3'1ttorir.q 1'«0n'" c!~\el"lbiPd wort is ccr.pleted.
below Indlc.t III<} ••Ihfacto.,.
tnSPfctton, urvlce. I':1ttnte-nuct.
and rrpatr. In-ch.dts prel tnt.
Nr, tt'SU of fqul"t'.t afld
"1trl'l tndtClting ~'dll'.ess
fot' Clf'1l!' ..at1oft'l. rlPGl.l,p'ltS- for
uorv tc~. ,.~pa I" o1'd~rs. or
won O~trs~ .+J tc:h ShDW d,tes
of sct:f'd:df'd or c:~l~t~

Getton. Pr~l.':tton reutors:
I yelr. All ot"',
re,ttor'S: 1 years.

5 yeus.

:I years cr untO
t:lpel"dfd tOR' .:la:ttN
tt enl h...e bft'n
ccr.ttlttfd ,net 'In",
tnspeCtion reportS-
tssued. """tche\'tr ts
hite,..

RETENTllm PERloo

6 JO.'S.

6 JO....

IlEIt
!!.!k.. DESCR IPTlo.~ Dr RECDRDS

I. Control roan tegs.

b. Shift super...tsors· l~s
....ordlng sf90lflc.nt Incident.
and act tons taten.

c. 0411, operations- sumary rtPOrts.

d. (Jperat10ns centrol rtCOrds .. Records
trch.dt':

! Operat t ng eJpertel'lCe'S.

1. Slgnlflclnt Incidents.

! tc;u'~nt perfo""'"'lCe.

! Ruetor proc:u'S ,valuation... hactor ''S!rItLlr~ Central
"(Oras-.

(I' Graphtte data sheets 11 st tng
guphtte tee-.:Ptr..t,,-re tnstde
rt..etcf"S.

(2) Teaperature tiNt flow naps
reflt'Cting I't'actor pewr levels
and providing cutlet ""teor
t~;erat ...rts IItd f1 0liIl d,U of
react or tubes.

(3l TfClpe,.. tvrll!' ca.-dS ,nd Upes
recordtni] at Stot leve', tltt
ter...perJ\ure readtnq~ 0'
indhldual twet. in ~ac:tDrs.

f. Scurcc "Cord, USN to ac~:"IJ'It~
tnfQlnlltlon s~rhed In a. ttJrv e••
,bovt, tncluding chfCkHsU.. logs.

REUNlIDN PER 100

5 )'e'" cr Ultt t1 eleatnt
ts tl~nl:ted. tIItcMyer
is later.

!5 years. after ",'olut ton
of probha.

Unt t1 s\£b-seq~nt test of
y~uel CCfttt'l"fltd.

c. l::::~n~SS~@~;.A:1~:;"~e.
and ",~.. tr rt'Cctd's refltcttn9
,""",sol 'td ~nt torN Pfcblfl:lS.

d. fs.,tent P"ccrds. Ins-pe-etto".
ut'Ylce. AlU',ttnlr..cf'. and ",PIt r
rtccf'ds refl.ct tft9 r.erfol"Nn(e.

(1) PreUl.Ore 'ientl iI'l1Pf'CUCn
~rt1. nfltcl t1':9 d'U
cor.eemtng pertcx:te hydro
sUt te: telU of J:re1.SlOre
veneh. aM Strvi"9 n check-
list' to UIU1"p ctr.;)lhl\tt
"ith S-Pf~ttttd ttst lnt,n.h.

(2) ~:1'n41 dtstrtbcutton fUes. 3 Yf,rl.
conlhltr.g of rec:ordtd calcuh.
tiel'ls af f'IPtcted lj:.!I~ r.y
acU ... lty in ,...,etor sMelds-,
bUN upOn nUSurtr:1ent d..U
talfn ellpeorine"tall)'.

IlEIt
M... OESCRIPTION Df RECORDS

(I' RadlO9"I~hs of f..1 .I ....nt••

~(.?"..~ ({:r" " 

... 
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ITEM 
!!!h.. DHCRIPTlCll cr RECO~DS RElr~TlON PERICD 

7. 

mit 

b. ;=~~O"I!.c;!£i"~:;a:tc" 
aoc;'U~nttng l~q1lll'tlaft. 
nsft)1r.IOnt. ICcoU1\UbIHt)'~ ,ani 
ftnd dh.PQ"lttcn. 

c. ::l!rt,:~t~t;n:~t p!~~ftntcry 
authorul ng postiftg c-r 'dJusting 
trnrt'ntory cOI1tr01 r&c:Crds. 

~IFI<ENT llAINTENANC[ RECORDS. 
nteftlnce record, ineiude tet.t 1n9. 

'ftSpectlon, ~ervlcl~. and rt"P.lr records. 

I. Su:nIrl iKerd,. Su:Nry Urdt 
lid;or, or equtvahnt ftcords 
reflecting N'ntt'nance .1"10 ~Pltr. 

b. \!~I:! '?ie (r,f n:n~:q;.r::. hiUD'), 
.nd rlill ~ .. ph ... cord •• 

:I 1un Ifter a rtN 
centro1 ,..cord Is 
prt9 .... ~ cr 3 ~ar$ 
after ~utPl"tnt IS 
~yed fro:" cantrol. 

l ~In after date of 
polling or d.-te of 
a~thcrtz.tt Ion reccrd. 
""fctlever 's later .. 

2' )'ears aft,,. t(jutp:lltnt 
ts rer..oved fren control .. 

(I) S .. I hUt • .,. .... ot. and .... I.ted I ,. ... n.r h.1 Is 
l~U. rtflec:tinq .,rt ~ed frD:l senfc •• 
perfo~ Oft 'Specific sea! 'ren 
tl .... of Ioot.llatlon .ntll ... 1 IS no 1,., USH. t*ther 
.1 tb tnt $lint data roflo« 1.9 
"ets cenct, ... , ng Ult, Nd& CfI 
tndt vtcful1 It'als. 

(1) P= hllte..,. fllo., con.lstl"9 I ,.ar .ftor _ Is 
of Nlftttt"'f'It~ recOrdl. tl'tCludll'l9 ~ .. ed fr~ unin .. 
descrtptlan'S of rt'P,'r wort 
~rlol"'mltd &nrJ mate-ri.1 us-ltd ~ 'r~ 
Iootallatlon of pu::jI ""til 11$ 
11'1:10 .... 1 frc:n 'un'll: •• 

(3) Radl09ropb. of ructor $1'1'" Until eq"l~nt Is 
wtldS. I ncludl ng coo ... nt S1St~. f'f't.'Gyed f,.cn $erwt Ct. 
,net I""ctor wesuh. 

CCl'ITRACTCR RICOO:DS SCKrOOlF 24 

M.... OFSCRIPTION OF O[COllDS R[UNTICN PER 100 

(') RIIIIQ9r.pb$ of f .. 1 .I .... nt •• 

C. l::::~n~SS!@~!.A:1~!;"~t. 
and ",~.tr rt'Cctd's reflKt,'n9 
lO"rtSO •• td ~nt torfd prClblfr.lS. 

d. [s.,tenl Pf'ccrds. lnS-ptctton .. 
Ut'YICt. Allr.tfftlr..cf'. and ",PIt I' 
reccrds rtfl.ct tft9 r.erfOl'Nntf. 

(1) PreUl.Ore 'iU1otl il'l1Pf'ctlcn 
~ru.. nfltcl tr.g d.u 
cor.cemtng pertCX:1c hydro
sUt Ie telU of J:re1.SlOre-
veneh. aM Strwt"9 ,II check-
11$1.' to UIU1"p Ccr.f)1t,t\tt 
.,Uh s-Pf~Ultd ttst lnttn.h. 

5 )'e'" cr ",.,t 11 eleatnt 
Is tl~~. ""tcMYer 
ts liter. 

!5 ye,rs. after ",olut ton 
of probl .... 

Unt t1 s\£b-sequ.nt ttst of 
Y~uel ccnct'l"fltd. 

(2' ~:1'n41 Clhtrtbcutton ft1n~ 3 Yf.rl. 
conlllttro9 of rec:ordtd u1cuh. 
tiel'll cf f'lPfctlt'd 1j:.!I~ r.y 
"thlty in r..,etor sMe1ds, 
bUN upon nUSurer:lent d .. U 
talfn t'lipeorinr"tall)' .. 

(3) Q'HCI"~S cthopr thn U"t rOJtiC'lt 1 Yf',n. aftf'r fctt(,ln cr 
n3'1ttorir.q 1'«0n11, c!~\cl"lblPd wort is ccr.pleted. 
below Indlcat III<} •• tlsfact • .,. 
tnSPfctton~ 'frvlce. 1':1t1nte-n-lnct~ 
.. nd rtpair.. In-ch.dts prel tnt. 
Nry ttsU of tqui "r.t afld 
,,1tr.l'l tndtuting ~'dlrol!'ss 
for Cf'iI!' .. at1oft'l, rlN;'Jf''IU for 
uorv let. ,.tpa It" o1'd~rs. or 
ItIOn O~trs~ .+. tch ShDW d.tes 
of Ict:f'd:df'd or c~ltt~ 
oct1on .. 

!T(" 
!!.!k.. 
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CC~TRACTOR RECORDS gHtOOLE 24 

ITEM 
!!!h.. DESCRIPTICll or R[CCRDS R[1!NTlON P[RIOO 

(4) Rout in" aonltortrtg ",ccrds of 
Inspection. Ntfttt''''ftCe. Or 
rop.lr which ""floet 
snlsfactory pel"forNrtte. (., loi' ct' supPOrt h~ recOrdl 

rteotding ~ul~nt tiflt 
1 ,.. .. r. 

resul U for--

1 Coft.trter sUtus (din,. 
roport.1: 

! "II rldor pi.,. lo.h, 

! I .... hloloal t..oo (_ 
InU): 

.! Vahts;. 

~ V.h ..... I~nt: 

! IlIduttrlal In."..t 10_ 
X-rO)' fllo. con.l$ll"9 
of '-rO)' fila 10 det .... 

::: l~a!:!r:~t:'!r.:~~. 
(S .. radiograph. of 
rt,etor systea weldl 
In IbU). abo ••• : 

(b) ~ .. tO" roport s of 
equt~nt fal1ur!. 
rofloctlng oq"l~nl dah. 

1 ,.ar. 

flnure eh.ar4dtristtcs • 
• nd cl ~hnc .. 101111"9 

I up to 1nttrrupt'on of 
oper't ions. 

8. ~~rI>ATlONS RECC);IOS. Roeel'd. rofloetl"9 
fqul~nt-~rjt lOftS d.h. (Sft 
~raton rtparts of equ:tpnJnt. fat1urt~ 

Id(4)1b), abo ••• ) 

n[SCR IPTlo.~ OF RECORDS R(1[NTICll P[RIOO .. Control roan legs. 

b. Shift. supervisors· l~S 
....ol'dlng slgnlflc,nt 1"ld,.ts 
and act tans Utf'n. 

C. O,U,. operations sumary reports. 

d. OperationS central rtCOrd, .. Records 
trch.dt': 

! Opent t"9 eJper't'l'ICts. 

1. Slgnlflcanl Incld.nt,. 

! tc;u'~"t perfotn.l"ICe. 

! Ruct.cr pracus twaludtcn. .. h"tor '~ratLlrf' Central "(Oras. 
(I' Graphite data shltets 11 st ing 

guphttt tec-.:Ptr,t .. re instde 
re .. etcrs. 

(2) Teaperature ttncl flow naps 
reflf'Cttng rtoactor pewr 1."t'11 
and prOViding cutlet vaUr 
t~;er .. tl.irlK "ltd f1 0. d,U of 
react or tubes_ 

Il) TfClpeor .. tv,.iI!' UJ"dS .nd Up's 
recordtn9 .t Stot level, Utt 
ter...pI!ratUf"e roeadtnq~ 0' 
tndhtdu,. tWtt. tn ~lIctDr"S. 

f. Scu"cc "COrdi USN to 4C~:"IJ' alif 
il"lfclnlltlon ,~rht'd In tI. ttJrv f' •• 
abovt, Including chfCkHsU.. logs. 

6,. ... . 
6 yo ... . 

6 ,.ar1. 

5 yurs. 

5 .)'tlrs. 

3 yeats cr untO 
t:lptl"dtd CDR' .lI,:tiN" 
tt en, hawe bfton 
ccr.ttl.tfd ,net f'n,l 
tnspeCtion reports 
t SSUfd. ''''Mche\,tr ts 
bttr • 

3 ye'r1. 

Pr~~t 10n reutors: 
1 10... All ot"'r 
relCtor,,: 1 1,Ars. 



DOE 1324.2
5-28-80

COIlllW:TOIl AECOIlDS SCIl[IlUU 24

Attachment V-1
Page 265

COJlTRACTl);l AECIlilDS SCK{IlUlE 24

ITEII
!!!k... 6ESCR1PTJOIl or RECORDS

,..,lecUn;J sOOIrce diU reC-oNed
In COl\ntc1 fon .Uh the oper.t ton (l.'
vuloul reactor AM .nachted
Iqwll'Qfnt •

g. Gener.tor sheet fHes, recording
cper,tfng d1.lrtCt.rlsttes of
flOUTino Of' other gtnerators,
reflect tnt such diU II vallAteS I

te::per.turl'S. pr."urf'S. and _tshU.

h. Instnaarrt d1lrts ,"" readings or
p.roeess dltl StiNts. providing
Itintftunt d4t4 II t'••le,tbt<l
t. Nn or I~I.

t. AKGrder chartl watch record
le:'<Pt,.hre. pn'ssure. '1(Jll1, pOWr
flfolCtuatfon. 'nd othtr diU In
(0,.,*tI0ft with testtnt 'nd control
epo"t1on,••Melultve c' rdht ton
detKt ton wrU. pt'GYtded "rt 'neftt
diU h traftS.Crtbed to loPooh.
ntports, or o.t"-, records.

9. MATERIALS PRD(ESSlllS IlEmlllS.

•• CentroI AlCords 'ertatnlllQ to Veri
P....cl'liid 1ft Llliuui Libor.tcr'*"

(J) lIbor"tory GlrlJlh. sUnd.rds.
,rid proctdures.

(2) l.b....to." ,~. l!fle,tbl"ll

:;o:ce:.=.::~~.ethUle.

C)) ~Ie ,...ht"ll 1*.
(4) s,oct.1 _100, ""tort.1

~~~~~~~:2.:::11t~o;~rd
h r.taINd.

AETENTlOIl PERIOD

2,..,..

I ,..,.

1 CW)nth.

Until I.perleded.

2 yo.,..
2 yo.,..

11("
!!h.. D(SCAIPTlOIl or R(CIIODS

d. Batch fnfot'Nt t on cons hUng of
teehnlul, ane.jttul, or SUtt'ttC411
data pert t~t to d\mtCll Qlkt'llp
Of' prot"' batch", provtded tnforaa
tton Ptrttnent to product hiltary is
t"ft$Cr1bed to rKerds .titch are
ret.lned.

e. ~"31'G~'ron-;:.o~"o~h=~~,soluttons,
we"tablll.

f. P,ou-" Trc~sftr RKOrd, of ~tlh.
soHds, or solutiOns uWd for
operlttonat control purposes.

g. C~,"s~~s~·n:n~~~~;:~::S:~
t,pn of '1ug1 hItting proceuing,
Including trradhttcn hiltory.

h. ~;il~~H:Jt:rtnl~::~~~rd,ng

10. WAllA AEClliDS.

•• 8.rrler R.tubtn9 Inventer'"
consisting Of "l'Orts Ca::;ltled
41"1 showing ~nt of barrl.r
AlII.rt.l "C"ved Irld trtns1errld,
uu;e Ald•• count on hand. scrIp
tnMlttory of brol.n Cl:r ,.JKted
tIMI.

b. Inwltntory.nd TUft,'.r Ft1n "n'ng
'" accOlmllbi lib rteom 'er blrr'e,
Alt.,t.h.

C. Fti::·;.~mu.::~QI"i~'in:::~f
b;iT'ier Nttrhl 'n prOClSs1ng
optr.ttans. refhcttr.g t,pel lifft9UI,

Anl.lION PrAIOO

1 year.

1 ,...r.

1 }WAr .fttr 1tY1'
~,.. proc,U" by
cheat cal up.rattons.

1 ,.41r.

2,..,..

1 ,.,r.

CONlIW:TIlO AECOIlllS SCtq:IlUlE 24COIlllW:1DR AECOIDS SCIl[IIUl( 24

mil
~ OESCRIPlilill or AECORDS AETENllON PERIOO

(5) Spoctf'Oljl'.pIl flln 1091 2 ,..,..
IIlpportl"ll ...,,.11 wort.

(6) s,oct,.1 11Idn .Itd In 1 }01r.
• poctl'Oll,.pllle ...I,SII of
SOllpl...

(7) AntI,.11 req...U. I ,..,.

CSl Anllytlul ISlI1 rlCords I yo.,.
lhti~ mults of V-I'11h.
pnwldt"ll pertinent dOl.
• ,. retained 'n other records.

(i) ~lIt, eCllltrol _M, report•• I J'lU.

(10) Supe...".,·s IIllft I~•• 1 yelr.

(II) (n.ntl.1 mtorhls ....,,... 1 ,e.r.
report••

(12) I....ttitt I....f hlp Nod 1 ,..r.
........ pr..tdt"ll 1II"Iftunt
dol. pert.tnl"ll to toolhldu.h
•,. -.t.lnod In o1ho, rocord>.

(U) C_,.th. _I,.IS 1091 1 )'eAr.

g;~~n~~f~~r::::.:·~~~~ho
UM tnt.

(14) 0.11, __I. report. I yo.,.
b.

:::J::"~l=:r.:t:::~~tton
) yo.,..

....r.tt.os octhltt.. f., quollt,
COtltrol_.

e. t1le -...l£.tl O.ta lea-I.ted 2 yo.,s.
was i .tofles In prohctton

IIIter••h for .,"tl or GtMr
centro) purpnn.

lIEN
!!h.. DESCR1P'10Il or AECORDS

I.rtd ~tr of b.rr'er tubes Insttlled,
_., ~"".n .ool ro,je<led ••ool tho
rttA»r of p'wgs In I',ch con..rttr.

II. SPECIAl MAIERIAl ACr.f1lJN1ABllllf •

•• L~:t=t~n~r,~~:t~:t~Pt:c"'l
rcucle., DoIt.r••11, .rId contatnlftQ
ccrrenondence on ttlts SWjKt
with cprrntons offten.

b. Al1otatntl. O.,.f(l, ind Al10utlcns
rtln of requesting .nc1"
Ci'ftiTst tnt Of nutned caples of

~,~~":: ~~~r,~~~:::S~~:~~er
with Ptrt INnt COt'f'ftpoftdentl.

c. ::::=H~ :{t:::l~~'i2:t~
Mitnn'R9 .1Id Mellnv trrnntartl'S,
"(ltpts, dhburleatltts••net
consu::ptton•

d. SVP'rwtscr', Ur.nha~ Tr.n,1lr

:Y:Cl;.,::""~::; I;3,~e:~:,
'''Ptnhon. 'howl", ur.nlu::l
trlM1,'" bet"'lfn IDPf'rltln9 4ctlw1tlet.

t. hhattll ~f'IOftoe.SSl Mit.rl."
kccamubt itf " " dOCu:ltntlf'19

:e.;:~r:f ;:::~t:li C=..:~t=:t
SS Nt..,,"h) Ind CCftShtlng of
~rt..ht..ts. 'mel\torll'l, led9t'" ,
rwports, .nd o.tMr source records
pr..tdl"ll dtt.J1 f., ,.._I1I.tl...
a~ lCe«mt tng I¥dl ts.

A(lEITIOIl PERIOD

2 yo.,..

2 yo.,..

syo.,..

I yo.'.

2 yo.,..
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11[11 
!!!k... 6ESCRIPTlI* or RECORDS 

,..,1ecttn;J sOOIrce diU reC-oNed 
In COl\ntc1 fon .Uh the oper.t ton (I.' 
vuloul reactor AM .nachted 
eqwl,:atnt • 

g. Gener.tor sheet fHes, recording 
cper,tfng dI·lrtCt.rlSttes of 
flOUTino Of' other gtnerators, 
reflect tnt such diU II val liteS I 
te::per.turH. pr."urf'S. and _tshU. 

h. Instnaarrt dI,rts ,"" readtngs or 
p-roeess dltl StiNts. providing 
Ilinlflunt dot. Is t' •• I.,lbtG 
t. NO or I~I. 

f. AKGrder charU watch record 
te:'<Pt,.t"" •• pn'ssure. "(JIII, powt' 
flfolCtuatton, ,nd othtr data In 
(0,.,*tI0ft with testtnt ,nd control 
epo"t1on, ••• elultve c' rldht ton 
detKt ton wrU. pt'GYtded "rt 'neftt 
diU is traftS.Crtbed to loPooh. 
ntports, or o.t"-, records. 

9. MATERIALS 1'1«(111'" ll(mIJ)S. 

•• Centro I AlCords PertltnlllQ to Veri 
P .... cl'liid 1ft Lllrltul LibGr.tcriH. 

(J) lIbor .. tory GlrIoIlh. nand.rds, 
,rid procedures. 

(2) l.b .... w." I~I ,,".,lblOi 

:;,:ce:.=.::~~ •• thltlos 

(l) ~Io ... ohlOi lOiS. 

(') s,ocl.1 .... 1 .. , ""t .. l.1 

~~~!~!~!2.~::l1 1~";~nI 
is r.taINd. 

AET(NTlI* PERIOD 

2,.a,.. 

I ,.a,. 

1 aGnth. 

Until I.per,edod. 

2 yea,.. 

2 yo.,.. 

CI*liW:lOA R(CDAOS SCl([DIJl( 2' 

11(11 
~ O(scalPIIIIII or RECORDS AmNIiON PERIOD 

(5) SPOC\f'OIjI""" fnn lOiS 
,"pportlOi • .,1,,11 wort. 

2 ,..,S. 

(6) s,oct,.1 IltdH .Itd In I }01r. 
lpoctl'O!l,.pllt •• .,Iysll of 
.... pIes. 

(7) AnoI,,11 nq ... U. I ,..,. 

(B) Anllytlul ISI'1 rlCords I YO'" 
lhti~ mults of V"'l1h, 
pnwldlOi ~rtl_t dolO 
,,. retained 'n other records. 

(9) ~l1ty .oot .... t _bTy "port •• I J'lU. 

(10) Sope ... ".,', ."lft I~s. 1 yelr. 

(II) ( ... otl.1 ... 1 .... 1s .... I" .. 1 ,e.r. 
"ports. 

(12) Im.,U94"o ... f Mp "'lid 
........ pr .. ldlll9 111"1ft.1IIt 
dol. pert.lnlll9 to Indhldu.ls 

1 ,..r. 
• '0 -.t.I .... In otho, __ • 

(Il) C_,.tho _I"IS lOiS 

g;,!!!n~~f~~r:!::':'!~~~ho 
1 yeAr. 

UM tHt. 

(I,) o.ny __ 10 "port. I YO'" 

b. :::J!!!"!l=:r.: t:'::!~t ton 
1 YO'''' 

.... •• U.IIS .. thlUn for quol1ty 
COtIt .... I1M1>HH. 

e. ~I. -"'lW" D.u Ita-I.ted wrt. i .tofles In prohction 
IIIter •• h for .,"tl or GtMr 
centro) purpnn. 

2 yo.,s. 

II[N 
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CO!ITlIACTQ;/ A(CIli!OS SCKfDUlE 2. 

II(M 
!!h.. D(SCRIPTlOII or R(COODS 

d. Batch fnfot'Nt t on cons hUng of 
teehnlul, anel;ttul, or SUtt'ttul 
data pert t ~t to d\mtul Qlkt'IlP 
Of' prO(", batch", provtded tnforaa
tton Ptrttnent to product hhtar,Y is 
t"ft$.Crtbed to rKerds .titch are 
ret.lned. 

e. ~"31'G~'ron-;:.o~"o~h=~:!, solutton" 
wertablll. 

f. P,ou-" Trc~sftr RKOrd, of ,-Uh, 
soHds, or solutiOns uWd for 
operlttonal control purpoSe'S. 

g. C~'nS~~s~·n:n~ !~~;:~::S:~ 
t,pes of ,Iug1 awltttng proceutng. 
'"ch~tftlj1 trr4dhttcn hiltory. 

h. ~;il!~H1Jt:rtnl~!:~!~rd,ng 

10. WAllA AECOiDS. 

•• 8,rr'.r R.tubtn9 Inventerl" 
consisting Of "l'Orts Ca::;ItJed 
41"1 show1ng ~nt of barrl.r 
Alt.r •• t "cehed .rId trans'trrid. 
uu;e aade. count on hand. scr.p 
tnMlttery of brolln Cl:r ,.JKted 
t.l. 

b. Inwltntory.nd TUft,'.r FUu "nlng 
H tcco.mllbll it, rteom fer blrrle, 
Altltrtlh. 

c. Fti:!·;.~mu.: :~QI"i!t'in:::~f 
b;iTier Nttrh1 In pr'OClSltng 
GPl'rlUans. refltcttr.g type. lif"9th. 

CONIiW:TOO A£COIIDS SCtq:DUU 2' 

R(T[.TION PERIOO 

1 year. 

1 ,...r. 
1 }WAr ,fttr 11Y1' 
~,.. proc.SS" by 
chea1cal "plrbttons. 

I ,.41r. 

2 y .. ". 

1 ,.., .. 

1 ,..r. 

!!h.. O(SCRIP'IOII or AEClIRDS Rn(MII* PIOloo 

..,., ~tr of b.rrler tubes 'nShlled. _0, ~ ..... " and ro,jeUed. and tho 
ntA»r of ,lw9S In e-,ch con .. rttr. 

II. SP(CIAl MAfERIAl ACr.1WNIABIlIIf. 

•• L!!:t=t!n~r,~~!t!:t~Pf:C"" 
rcucl •• , DoItertltl. arid contatnlnQ 
correspondence on ttlh 'WjKt 
with cprrlttoM offtCH. 

b. Allotatnti. O.,.f". ind AnOClllens 
, lin of reqwlt int a,.nci H 
CoftiTst tntl Of nulned caple, of 

~f~~":: ~!!r.~~~:::S~~:~~er 
_tee. ptrt tntnt cOt'f'Hpotldtnt •• 

c. ::::=H~ :tt:::l~~'i2:t~ 
Mitnnlng .1Id MCI'n., ..... ntortes. 
reellpt,_ dtsburleatltts •• net 
COftsu::ptton • 

d. SVP'rwtscr', Urlnt~ Trlns'.r 

:y:Cl;. ,::""~::; I ;3t~e:~:, 
'vptniION. ,howl", ur.nlt.a 
trlM'*'" bet"'ltn IDPf'r.ttPl9 bellwtties. 

e. hhattl' ~fIOftoe.SSl Mlt.r •• h 
kcoWtUbi ilf ri " docu:»nttf'19 

:e,;:~r!f ;:::~t:li C=..:~t=:t 
SS Nte"tlh) Ind COftShtlng of 
~rt..ht .. ts. 'mentorl". lld9t"'. 
rwports •• nd o.tMr souru ruordS 
~ .. ldIOi dot. II f., roconclll.tI ... 
a~ ICcomt tng I¥dl ts. 

2 YO''', 

2 YO'''' 

5 YO'''' 

I yo.'. 
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COlITRACTUll RECllllOS SCl«Dul£ 24

H[II
!!!!:... OUCRI~T1Ol1 Of a£CllllOS

f. SS ...t ..,.••1 AccounUbt1ity .net
lr&~f ..r ftln (int... W inirr
punt trlM,e"), conshttftg af
record. Iltnlled vlthlft 1ft 5S
st.t ton to "count for trlM'en
frus cne unit to enGtlte,. wftlttn
phnt or facUity or between
svch plant I.

q. r~Jt~t= ~·~r:5'1:n;
prtNt"tl)' for liM operattons
Including _r.Ung ,nd ClIlnte"'lrce
tnfOt'QIttcn. shift .net SUtus.
elSllntl•• altert•••nd d'le;::ltcll
Unit 'nventorlel, Ind technical,
,ftI'1ttC-l', or sUthtlc.' dlt..
Pitt INnt to d'te:t1ul Of" proc~"
aatorhls or solutton,.

tI. ~=i~::le..:c~sll:~S"flect
ph,'Iet' 'ftV,ntory 0' CIIter'.' en
h.... It boglMl1l\l of .&ch c1q.
dt-p••hd INd._ ..,t. wtthdrhlh,
Iftol Gt!lor pr.....11l\l doto ..od In
_n""'ng ditty perfOl'Qa1"lC8 and to
,utst In 'ocating 'cretin Ntert•••

t. Prod-..cet ..tt~raw.ll ShMU
refiKting voss, lire, and net
..lghU of product vlthdr_
fr~ each c,llnert,. In p:roc.n'ng
pl.nu.

J. ~~:t~:t:':'oJhlll)3l;:~I}:1 or
equh.lent. used 1ft the transfer
of lOurce .nd SPl'clfll nucleir
Qltertals. or otl'll!r aaterhls
Cllfttrollod by tho SS torlols
&Ccovntobtl tty .,.1 .

COlITUClo> aEC1RllS SCHEDul£ 24

R£f[UllllI PERIno

2 .re"rs "'ter a,aterhl
ts no lCft91"r tn tnnn
to..,. pr..ldfll\l IlC[
o""lt hu boon ."""l.t....

2 ,.'M_

Ufttl1 """It by 0Il£
ICcounUbt 1tty ,ur.,~

tits.

I
I
I
I
I
I

I
I

I
I

DOE 1324.2
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IT£M
~ D£SCRIPTllllI Df R£COROS

t. Lii~r:e:~tSG:m~:e~:i;T1edin
shlpptnlJ ana rKeht"9 tnst,lhtiCflS.
Ilert,tntng to tr"rtSfers of SS c:lIt.rtal
bttWfft tnSUlltttons ~r the t&a!
or under different oper.ltons oUtees •
• nd tOflutntng condusions. recoratn
4tttons. ,nd resolutions of lite
~"urSllnt dt ff.nnc~.

RET!MTlO!l PERIOO

I
I

,

-. 
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COIITRACTUlI R[CoaoS SCl«DUl£ 24 

IT£II 
!!!!..... o[SCRI~TlOII Of a[coaos 

f. SS ... t .. ,.,.1 Accountability .nd 
lr,~f .. r filn {int.,. W inirr 
punt trlM,e"" COftshttftg af 
records IItniled vlthln .n SS 
st.t ton to "count for trlM'en 
frus cne unit to enGt"" wft"'n 
pltnt or facUity or between 
svch plant I. 

q. r.!!Jt~i= ~'~r~:n; 
prtNrtly for liM operattons 
Including .r.Ung ,nd C11lnte"'lrce 
tnfOftllttcn. shift .net SUtu,. 
elSllntl •• altert •• and d!e;::Itcll 
Unit 'nventorle'l, Ind technical, 
, ... ')'ttC-ll, or sUthtlc.' elIt .. 
Pitt INnt to cf't.e:t1etl Ot' proc~" 
aatorhls or solutto"" 

tI. ~=i~:!le..!c~sll!~'"flect 
ph",Ct' Iny'ntory 0' CIIler'.' en 
h .... It boglMlft\l of oach cIq. 
dt-pl.hd 'Ndt ... st. wtthdr..ah. 
Ift,j Gt"-r pr ..... lft\l dotl .. 1<1 In 
een,,"'"' ditty perfOn:lal"lC8 and to 
",tst In 'ocating 'cretin Ntert ••• 

t. Prod"..cet .. tt~raw.ll ShMU 
reflecting voss, lire, and net 
.. lgIIts of product vlthdr_ 
fr~ each c,llnert,. In p:rocentng 
pl.nu. 

J. ~~:t!:t:':loJhIll)3l;:n:!I}:1 or 
equh.lent. used In the trlnsfer 
of lOurce .nd spe(lfil nucleir 
Qltertals. or otl'll!r aaterhls 
..,.trolll<l by tho SS ... torills 
accovntobtl Ity .111 ... . 

R[TEUIOII ~[Rlno 

2 .re"rs .ttter a,aterfal 
Is no lCft91"r In Innn
tory. prO¥ldlft\l 00[ 
"""It hIS boon ."""I.t .... 

2 ,.IM. 

Unttl a""lt by OOE 
ICcounUbll tty ,yr.,~ 
tes. 

COlITUCTa> REC1RIIS SCHEDUlE 24 

ITEM 
~ DESCRIPTlOII Of RECORDS 

t. Lii~r!e:~tSG:W.~:e~:i;T1ed In 
shlpp'ng ana rKehtft9 tnst,lhttCfls. 
Ilert,tntng to tr"",fer'S of SS c:IIt.rtal 
bttWfft tnSU11tttons ~r the t&a! 
or under different. oper.ltons oUtCH • 
• nd tOflutntng condYsions. recoratn-
4tttons. ,nd resolutions of lhe 
~"urSllnt dt fferencH. 

R[TEMTlOII PERIOD 

2 yU"_ 

I 
I 
I 
I 
I 
I 

I 
I 

I 
I 

I
I 

, 
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d. RepOrts, 1tot'sttes, and ccr,..SpOndtnce 10 )"ears.
reht ht to traffic and pro~rty

~r;e uctdents, Including retcrds
relat' .. to ,~rle" of tndunr"l
perso",) 1nJury ~cctdents. tlclushlt
of uws IrlVOhht9 PtrsONt Iftjury.

SAnTY IW!AGEPl!NT R£COROS,

•• Otcurrentf (n dt"Md b)' ttl, ASSISUnt IS JUrs.
Stcret0'7 for [",'r(l.~"t) tnvesttgltton
tne" fncll.1dtn9 , copy of the report.
related COrT'tsporde-nu. tect;ntul d4t4.
sta~eatnts of .1 tResses 41nd ~pl ones I

other relewant tnforNIt ton and data.

1 year.c. f1 te (Ixt tnguish~r t nSp@ct Icn r~con1s

ShowtF'9 ~\Crlptton of elt1n~hh~N.

rt'Chaf'\lt n9 d,aU. ond MtleS of
t nsp.tctors.

d. ftre ltaUon ~rottn9 logos.

k"buhr'lCe Ur¥lc~ reporU. ) 1."rl.

f. rite ahm ,ystta testl~ radio I ye"r.
c~lttcattOlt1 109'_ r..perts on IMfd~

.nd outside fire drt1h~ dany foru
t'f'pOru~ and butldtn9 tnspection,.

9. Auxlll1r)' brl~d' .tt.ndanct and I year.
tralntng rKOtdS.

h. fin! tn..d. rt'Cords and controlltd 1 ye.r.
burntng records.

CONTaACtoR RECORDS SCHIOUU lS

•• Ahm. In••nt9atlon. a'" tnc:tdf'ftt 10,."N.
rf1)Orts l"@htlng (0 virlous t),Pf'1 of
tlr. ohms oRd tnvestlq4tlen, of
"rln;. Includlr\9 SQ.:,lrce data ccftCernif\9
flr.s tn "'tch fat41tttel QI)' reosu1t
Or t'h4:f' "r\on t S suspected.

b. fire • .Itlngutshe" history rKO-rds "ltd 1 yur oftf'r removal
fire hOse rtocords. of equtpr.l!nt frcs:a

sfhtCt.

c. I<£OICAL OR HEAlTH R[SEARCH PROJECT CASE Po"",••• t,
Flus reflect Ing the hutory Of tiie rlf'earch
iTQ]ict 'rca InUhtto" to co=pletto.n,
tncludtng resea1'(h~ d"tlopnent~ df"lljJ"~ and
ttll ",suits. Include-d are r&cord, SUCh as:
proJ_ct ~roposal ~ rfvtew aee::or.l'Id. ,nd
~nUi ~rojf'ct .uthorllattons ,nd
dlrecttv",~ cophs of unpublished Nnu...
scripts. jovrna1 .rtteln aP'ld COl'lf_,..nc~

IHH
~ O£SCRIPIION Dr RICOROS REl£NlIo.~ P[RIOD

J. FlR£ ~"'Il PECORDS,

RBENTION P£RIOO

10 ytors.

1 ft.r.

b. Reports of tns~ttonSt .pproh,h.
atallts, studt". and p.rttrtent
corn,pcnc1lntt CltnttllfnK by
or~nl"'ttcnll units re,pan,Ibllt for
,afety of facntty. cc.vlrlng unute
condit len". h41nd" of crttftlltty.
ftre huard,. ftns. ond 'lploSlo"S
to'lt"ther wtth acctdeftt statlstlClt
e:lclu,Iwe of Indhtdu.l Accld,nt
rtpOrts.

c. RecordS of re-port \ of rtlUt I~ uf't,
Inspctct1on1~ Inc1udtl'l9 ewidenet of
Ulton tahn.

COllTRACToa RECORDS SCHEDUlE 15

1<l01CAL. HfALTH, A!l1l SUBY RECORDS

R,ccrds cOvertd by this 1Chedl,lle tncll.1de th, followlnq claUtS of ~cords:
(.) $i',ty aaftlgectnt. (b) ~tcal and 1'Iealu. re-S.41rcl'l; (e) o~rl1t;ONl rKords
'or Malth unltl. fire ..'tIU, ,nd biological l.boralorles; (d) Individual cue
ftl., of a:tployees 'lpOSed to haurdCNs or tOollc 1l.lbsUncn. or radto.cthltn
,I'd (e) reeo""h of DOf-cCtttrollf(1 uthttlel rt'f1Kthu~ the protection p"o.ld~
to ee:;p101tI"S, the P\lbHc. prcperty. and the en.. tron::lE!'nt. during the conduct of
ttlr act twHy.

ITEM
!!.'!:... DESCRIPTION O' RECOROS

CONTRACTOR R£CORDS SCHEOUL[ 1~

R£TENlIllJi P[RIOD

1S yearl.(lJ 5'-frveys tl'ldtClttng no tndustrh1
hllard.

d. Industrial Hygiene log'S~tts ",COrdttMJ
s.,.n"s for ttldustrtal huards other
tfuln radht10n "nd ccntmtNtton.

KO S ~rtP' '1'1 tN
noma COl.Irs. of bustness esUb1t,hlng
exposure of ptt10Mel to hazardou1
comentrtllttons of tOlte c:h~'cats .nd
otMr Nterhh~ excludtn9 radlol'luc1tdtS~

and Indhldual er.:ployu ftlel.

o. 5Undards~ operattn9 9l.lldes~ and Pemanf'nt.
proctdure-s, tncludtft9 revisions and
b4d:vour:d rt'Ccrds ""fdl "tablish
operattng pr4Ct Ices.

b. Oprraltnc; phn' for specific JobS I ~".
.tthtn the scope of the .bovf''''
t'Ublt shed operatlnq prlCt le..s.

c. Records and tnvtstt90tlon, establ tshtng 15 )'@tIIrs.
the eltent of 8lPloyee exposun to
tode eheatuls ond Ntutah. These
recerd' should be "led tn thlt Health
PhysiCS per1Onl'lel folde" (Itm 7 below).
lIhf'rt•• r pesstblt.

P4~'"i ~roc;rf''' rt'pOrt Si cOt'tflPG~nc~

tnfhenctn9 the direct ton of the ~rojfct.

and lt1ts of publicattons .net ff1ell
~lulttf\9 fr~ the p-oJeet. Aho tnchcded
art the- records 0' 11'11 sutseque-nt studte'
resulttng fr«:l the restarch.

5, L [lPOSED TO HAIAROO'J5
H

IlEII
!!!:... OESCRIPTIOll Or R[COROS

C01llAAC1OR R£Co;IOS SCHEDlIl£ lS

11[11
!h.. OESCRIPTlO1l Of R£CoaoS REI£NTlD.'l PERIOD

o. Tlbuhttons co:.pl1ed In classtfytt\9 2 yean.
Injuries fer ~rt Ing purposes and
us~ for "ftrenee In sl,t::'Qlr1z1n9
crdlc,l nports.

f. Prescrlptlonl for safety glasses. 6 months.

2. I<[ALYH ""'IY R[COROS...
:=:d~~~:i~S:~::'~: ~1.:/~;njS

12 ~a'" after last
t'ntry.

retattng to '1'1 eq)tone~s tJedlcal
history. occ.upattO-n,1 Inj.,;rln or
dbe",es, p.h"lcol eU:=-lnallons~ and
,11 tl"OatQfnt retetved In the Health
IJntt~ UCLUDIICti recerdl of ••~sur.
to toale ,~st4ft(es~ tOllc (hfaluh,
Ind to unlq..e occuPlth~I'l,1 huards of
the atOCllc .tteru progra:t (ttre 1. this
Khtcrule). Aho e:lcll1dll P"ftCplO;Y'Qlnt
phYIlcal IJanlnattonl and dhabll1ty
rettr~nt and fitNtS for duty
e.4:l1",ttonl.

b. I""hld..t .,..tth Ao<crd fn.., Cuds 6 yurs after date of
""ich conuin such tnfo~t,on II tast ff'try.
date of ltC'.pl01e~II 'fhtt, d1aljJn01h~

tnd t".. :.Qtnt.

t. HOoI1th Unit tontrol rn.s. Lots or
rettsl.rs ""ectt"9 d,adiy I'lu::tl-tr of
wtstu to dtspensartn. first old
nJCIiIS. ond ho.lth untts.

(I) If tnfol'QStton is Su:l=lolrltfd on ) conthl aft~r last
statlsttcal raports. entry.

(2) If tnforaotton Is not $~rlltd. 2 ye.", dttr Int
entry.

(ZJ Svrn1s fndtcatlng 0 potentl,,1
tndustrhl haunt.

Untn rel"ttd foctltty
ts dhNntltd.

DOE 1324.2 
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11[11 
!h.. 

2. 

COlIIRACIoa RECORDS SCHIDlIl£ lS 

I<lDICAL. HfALTH. All.., SUllY RICORDS 

R,ccrdS cOvertd by this 1Ched~le tncllo1de th' followtnq claUtS of ~cords: 
(.) u',ty aaftlgectnt. (b) ~tcal and 1'IealUt re-s.4Ircl'l; (e) o~rl1t!ONl rKords 
for Malth unltl, fire .... Its, ,net bio'oglcal •• baralorln; (d) Indhldual cue 
ftl" of a:tployees 'Ipoled to haurdovs or to .. tc 1I.lbsUncn. or radto.cthlt,-. 
,I'd (e) reeo""h of DOf-cCtttrollf'd ICthttlei rt'f1Kthu~ the prottctlon p,.o.ld~ 
to ec:;p101U"S, the P\lbHc. prcperty. and the en .. tron::lent. during the conduct of 
ttlr act twity. 

Il[M 
!!.'!:... DESCRIPTION Df RECORDS A£TINTIOX PIRIOD 

SAHTY IWIAGEP<lNI RECORDS. 

•• Otcurrente (n dtflMd b, ttl, ASSfSUnt lS JUrs. 
Stcret0'7 for [""r(l.~"t) tnvestlgnton 
tne" fncl"dtn9 , copy of the report, 
related COrT'tsporde-nu. tect;ntul d4t4. 
sta~eatnts of .1 tResses find ~pl ones I 
other relev.nt t"forNIt ton and data. 

b. Reports of tns~ttonSt .pproh,h. 
atallts, studtH, and p.rttrtent 
corn,pcnc1lnte CltnUlnK by 
or~nl"'ttcnll units re,pan,Ibllt for 
,afety of #acUtty. cc.vlrlng uns·4fe 
cond1tlcn,. h41nd' of crltlulity. 
ftre huard,. ftnl. ond 'lplOllo"1 
to'lt'ther with accldeftt statistic," 
el:clu,he of tndhtdu.l Iccld,nt 
rtportl. 

c. Records of re-port \ of .-out h~ uf't, 
tnspctcUon,. including ewidene" of 
«lten Uhn. 

10 yeors. 

1 }t.r. 

d. Reports. 'tot'stlel. and ccr,..,pondtnee 10,)"ears. 
relat ht to trafftc and pro~rty 
~r;e Kctdents. Including retel'ds 
relat'" to ,~rle-, of Indunr"1 
persanll 1nJury ~cctdents. uclushlt 
of CiS., InvOhht9 PtnoNt tftju-ry. 

CD:.lAAC1Da RICO;>OS SCHIDlllI lS 

DISCRIPTlD:. Of RICoatlS AEIINTlD.'O PIAIOD .. TJbuhttons co:.pl1ed In chutfytnt 2 yean. 
tnJurtH fer ~rt Ing purpoUI and 
us~ for reftrenee In ltr.:'Dlrtzln9 
crdtc.1 nports. 

f. Prescriptions for safety glasses. 6 months. 

I<IALlI4 ""'IT QECO:>DS. .. 
:=:d~C!r!,:i~S:~::'!: ~1.:/~;njS 

12 ~a" after last 
t'ntry. 

rehttng to '1'1 eq,tone-'s tJedlcal 
history. occ.upattcn.l tnj.,;rlH or 
dbe"H. P-h,stcol eu:::.tnaltons. and 
,11 troatRtnt re(etved In the Health 
Untt, UCLUDIICti recenls of t.~sure 
to toate ,~st4ft(H, tOllc (hfalCih, 
Ind to untq..e occupetfGn,I huards of 
the atOCllc .tteru progra:l (Itre 1. this 
Khedu1e,. Also el:cll1dll P"ftCptO;Y'Qlnt 
phystcal eJantnattons and dhabl11ty 
rettr~nt and fttNSS for duty 
el4:llftlttcnl. 

b. l""hld .. 1 .,..lth Ro<crd fll ... Cuds 6 yurs after date of 
""ich conuin such tnfo~tlon II last ff'try. 
date of ltC'.ployee's 'fhtt, dtagn01ts. 
and t" .. :.Qtnt. 

t. HOoI1th Unit Control rn.s. Lots Or 
retht.rs ""ecttr'19 d,adiy l'Iu::e.tr of 
wtstu to dtspensartn. first old 
roCAS. ond hOilth units. 

(I) If Infol'QStton is Su%lolrtrfd on 1 centh, aft~r last 
sUtlstlcat raports. ontry. 

(2) If Inforaotlcn Is not s~rlttd:. 2 yei" "t"r lut 
entry. 

Ill" 

Il!M 
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CONIRACIOA RICOROS SC~!OUll lS 

~ OESCRIPTION Of R!CO.OS R£lI~lIo.~ PIRIOD 

J. flor ~"" P[COAOS. 

•• Ahm. it, •• nigatlon. a'" 'relde-ftt 10,."rs. 
rf1)Orts relating (0 v.rtous types of 
Urt ohms oRd 'nvestlqat'en, of 
,trIU;' tncludtft9 SG:.Irce data ccnternif19 
flr .. s In "'Ieh faU1itlel QI)' resu1t 
Or tfh4:" "r\on t, suspected. 

b. fire • .Itlngulsher "Istory rKO-rds 4r1d 1 yur ofte-r removal 
fire hOse rt'cords. of equlpr.l!nt fr(J':l 

sthlee. 

c. flre l'xttnguhhl'r Insp@cttcn re-cor"dS 
ShowlF'9 ~\Crlptlon of eltfn~hh~N. 
f'f'Char'\lt ng d,aU. ond MtleS of 
I nspecters. 

d. fire naUon ~rottn9 10.9'1. 

1 year. 

k-bular'ICe Ur¥lc~ reports. 1 y."rs. 

f. fire alam ,ystea tesll, radio. I ye"r. 
c~ntcatlons 1091. r .. ports en tnsfd~ 
ind outside fire drills, daily foret' 
reoports. and bul1dtn9 Inspections. 

g. Au." tar), br'~d' .tttndane. and , year. 
training rKetds. 

h. fin! tn..ct. rf'(ord, and controllf'd 1 Yelr. 
burning records. 

'. I<IDICAL 0:> "EAl IH RESfARCH PaOJECI CASE P."", ••• t. Flus rl!fi~ct Ing th~ hutory Of tiie rlfsearch 
iTQ]ict fraa inlthtlon to co=pletion. 
including reseanh, d ... lopnent. de-sign. and 
ttll ",suits. Includtd are r&cerds SUCh as: 
proJ_ct "ropo-sal ~ rtvlew aec:orirld.i ,nd 
~nUi "roject .uthortutions ,nd 
dtrecthf'li cophl of unpublished Nnu ... 
scripts. journal .rticl" arod cOl'lf_"'I'IC~ 

CONIAACIOR AICDaOS SCHIOUL[ 1~ 

~ DISCQIPTIOlI Of ArCOROS R£IINTlOli P!AIDD 

s. 

P4~" i "roc;reu report I; cOt'",PG~nef 
1nfhencln9 the direct ton Of the "roject. 
and lists of publtcat10ns .M fflCll 
~sulttf\9 fr~ the p'oJect. Also tnchcded 
art the- records of .ny lutSfqu~nt studies 
resulting fr«:l the research. 

L IlPOSID Tn HAIAROO'J~ 
H 

KO s "rtP' 1n tN 
noma courst of business esUbliShing 
exposure of ptrsGMel to hazardous 
comentrotlons of tOllc (;h~'ca1s .~ 
otMr Nterhh. excluding r4dlol'luclides. 
and tndhtdual er.:ployee fOes. 

o. StandardS, operattn9 guides, and Pemane-nt. 
procedure-s. tncludttt9 revtstens and 
b4d:vour:d rt'Cel'd, ""'dl Htab'hh 
operat Ing pr.sct Icel. 

b. Oprratlnc; phn' for specific JobS 1 ,.Ir. 
.tthtn the scope of the .bove-... 
t,Ublt shed operatlnq prlCt Ic .. s. 

c, RecOrdS.M Inves1l9"t10ns establlShtng 15 ),@"rs. 
the elUnt of 81.,loyee exposun to 
teatc cheatCils ond Nt ... tah. These 
recerd, should be filed In thlt Health 
Physt" perlOnnel folder (Itm 7 below). 
lIIhert •• r posstblt. 

d. Industrtal Hygiene logst.tU ",COrdtl'M) 
surnys for Itldustrta' hllards other 
tfuln r4dhtlon "nd ccntm1Ntlon. 

0) S",rveYI IndtuUng no tndultrhl 
h".rd. 

(Z) Svrn11 Indicating 0 potentl"l 
tndustrhl ha"rd. 

1S years. 

Until rel"ttd foclttty 
h dhNntled. 
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IT(M
!:!!:... lItSCRIPTllill CJI R[~

(3) R""laUon .~.ures "C'Odlng
quart.rly to )Wlrly 1t1llpoSLlrt 9Utdes
.nd .tand.....

a. RecordS of Sltin .nd nas41 ccnt~tnatton

lntld.nu. Intludlng decont."INUon
d.tan••

b. Inc:Menu tnvah,tng Itantl:"'llnated
loJurlOS••Iong wl~ doeont.,., ..Uon
&n4 tt'tlthtnt of Iu:ch InJuries,
tnc:h:dl""9 tourntllt.let UCIt nccnss, if
used.

(. AesulU of direct NISu:r~nt of
radt.tlcn frca ttl. cest, lpt'Ctflc
Or'9'ns~ or whal~ bady.

d. I....tlgallc...f the following t,l>O"

(I) A..lnilltl.", of r..l..etho
Ntlrt a11. In IlcelS of standud'
and CCfttrol 9Jldn:

(2) Mining or ullll.u.1 porsoMeI r.dlatlon
exposure d.ta~

RET[NTllill PERIOD

IOD~ors.

Ill1llVIOIJAl [mOTH H£AU" 1iA1ARD CAS£
FtLE. lndhiaua. mpiOJ'l!& toxic Chm1ul
ir""ftItertal 'IPO'Syre history ftle. lTludtn9

::t::~:T1.e'r:::2sC~;~:t:~: :,
whiton. Each fHe provides I recant of
,n tndhldull·s eXDOsure. :nclud:.,ng both
~ 4t1d postthe tftu U;'. wll
l'iiCTiaiT

1.

1T1M
!!!h.. OESCRIPTlCIl CJI R[COllDS

f. :ct::i ~=i~n:~~'~:n~:1~:~t:~
powl.....

l~ ,.....

Untn elpe'lU" rtCord
._ .... boon ..,If led
bM ,;proYfd. or t
,ye.ar, -«Itchenr h
earHer.

15 ~....

RET1MTJDIl PERIOD

RADIATlO'·ClillTAllINATIO. CONTROL PROGRAM
RECOAbs Froyiding an &t(:\lrate. qvantlUthe
Ci'iC'rt'Pticn of the IrIpOt.~ of f;lfrsor.ne1 to
..u'NI radhllen and Int.....ll' ~Ited
r""lonuelld.. , IrtCludlng deY.I_nt of
~proPrt,.te rt9u1 at lens 'nd procedurlU uud
u • bu1s for tlte r.dl.tlo~conta:l1Nttcn

alntrot p''''lr.". hclud•• Indhldool
"'lI10,•• flln.

~. tts'1~:ii~(~:~~iQ.~~::'Leto
tile Indhldoal duo to .Ip.... ~ta,

9&~. OM neutron radt.tton n
cftter;ltNd by penonnel r,dt ot tan
",ntton or b1 !flttNkS blled on
OIM" tldhttcn 4011 1nltnt:'UftU.

(I) RnulU of equlll"lOnt ..lIbr.Uon
..Ubllllllng the ...t~..UcltJ of
the' I~ don rtsulU.

(21 Aot....tle dat••roe...1ng .ynt<l
P"C9rt:l$. (*s.. tMlNCtlCQ
title'. ,nd dl1C1 If uJtd for
"utl.,.l of UBl' abo.,e.

(3) vcrtshttts, rtquesu for anllysts.
dlut recOf'ds reccrdlng inforoa
tlon ""Ic~ ""n be Int.rpreted
or further alCdl ft~ before "se,
4utCl:=lltic: diU proc,ning slstea
t~ rKord'i. other tnfal'Dlt len
UIN in tntertc c.dc:ul.tICrtS Or
to vorlf, t~at reeO...d daU Is
ccrrect huc:h " c.htekshnts). fila

:::n:;t1:: :~t::~~~'~I=;t::U.

6.

, --

CONTRACTOR RECORDS 5CHlDIJU 25 CONTRACTOR R[CMOS SCH[DUU 25

RET1'T1lill PrR 100

<(II History m. 0' prc(eduru 15'.....
Indle.tlll9 criterIa for ••Iectlen
and "'thods US". and schecSulltl
ghlng frequent, of calibration
a" calntONoco of r"'l.tlen
detect Ion Instf'lCllnU I.ftd
il'C;ulp:'l!nt.

(2) RfllOrt of Inn.....nt .nd oqulpoont 1,.0'.
dl"tttbutian:. df(OftU::tin.attCl',
perlorcance. tnYffltorlt'S.
statistical dIU. plv11cal sutus,
cprratlng condltton, and any
relit" deta.

b. R,dlat ton Detection Charts "st'd with 1 YUt.
alam slsual ta t1!'coid radiation in
Olun of ..Ubllllled 9Uld.. In
Fod~'t1Gn plant UIIS, poo,lded

a. tadl,ttca rMtKtlo.n: lnsttu=ltftt
e.1I6ratton hc:cnh. IKantS rehttft9
to the calibration 'nd IMptCUon of
tnstruftnU, "s~ In lht deotect ton
ltd rec.ct'dlng of roadl.lIen, 49'tnst
sources 01 lnQllm r.dl4Mc:t.h~ eal$si01'l
cr cIou' r,te.

•• Reeore" of bl...lIlI d.ta.

(II Posltho laboratory re.ult. on
bl ....., ""lll.. hue:~ II urlno,
'een, .nd blood) "'ed to dot.ml ..
Intemal asstClthtton of • r&dlo
,""cltd. by an I"hldud.

(2) l.boratory ...uIU Indlcatlng no
nsta'lltion af rldlolCtift' Nurtab.

8. PLA.~T R[COROS.

ITEM
!!!h.. DTSCRIPTIlill Of R[COil~S

15 ~....

Until purpoSt is served
ar 3 hQnths ~ 1Ilbtchc!¥l~r

h earlier.

R[J[NTllIll P[RIOO

(2) llttan pla.. fo. speelfle jobS I , ....
Ptr'om!d wltMn the .capo of tile
above proct'C!urn 41td sttit lar
reco'" ,.latlng to ....tln• .un,
oPenttons.

e.~(~.onol"'lle.1 MUof)') "llIeh 7~ , ..r ••
~. CGrtCtse SU3lIIt1 of shift
,nd d4UYlCthltles, tneludtng Ul'lUsu,l
tnctdltnts. radhtlan and caRtMtnat ton
prcblU1s, rei ust' of rldtCftUClldes to
.crt 'relS or ~l ie ZCnft" Iflter;~
tn Ion of _.oal ~ort recordIngs and
stntlar ttens.

d. Routine R4dl.Ucn end Co.nt.&:llnltiQn

~:in,.;"t,~~a::Ji:n~~is1:cJii1
tng

t'Clutpnent Cll1brltlcns, ttldtcat tng no
u'-Isu.ll he.1th cr "ftlY proble=ts..

It. Record~r [hut RfCCrdS of rdlalien
ana coftta..~inlt'on detected byatr
octhi t1 ..,ntto.. ('lO...... and
partla.ht.1 .nd lcol,.Uon ~od:....

IT[M
!!!:.. D[SCRIPTION or R[COROS

b. Ttd.ntcal SUndardS 0 r.Un Gutcle'
.. r,to rat ,t ctft-
ant&:! n.al on entra roc: untl

2lScrlb'ftg ute luhnicai al'ld
,st..,tnhtrat he bast 1 far the rlldt at tan
Ccnt.t:ltNtf~ protect tan P1'o;t'j;:J.

(I) "Isto.leal ftlo of .U".rell. P.....n.nt.
9Uld.......oeedur... Including
"'Wision,. ,nd bldgror.."tld
rec:ords deftntm) phn01C.~h1ln

dne1cpt:l!nt. methods 0' enlu,tton.
4nod I!Od.e and 'Scgpe of r4dht ton-
COtltl:'tNttcn ~,aJKtta.n efforts.

, --
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COIIlRACTM R[CDaOS SCII[D1it[ 2~ 

ITlM 
!:!!.... IItSCRIPTI!i.'I CJI R[~ aET[NTJDII P£RlOO 

6. 

IT[M 

RADIATlO'-COlHAIUNATlO. CO>TROl PROGRAM 
RECOibs Froytding an at(;1.lrate. qvantlUthe 
Ci'iC'FtPticn of the fIpOt.~ of f;lfrsor.tte1 to 
"u'NI ,adllUen anoI Int ..... II' ~Ited 
,adlonuellde., Irteludlng deYel_nt of 
~proPrt,.te rt9ul at lens ,nd procil'durlU uud 
u • bu1s for tlte r.dl.tlo~conta:l1Nttcn 
alnt,ol P''''l''''' hclud •• tndht4001 
..,,10, •• fllu. 

~. tts'1~:ii~(~:!~iQ.~~::'Le to 
tile tndlvtdoal du" to alp"', ~ta, 
9i~. OM neutron radt.ltton n 
cftter;ltNd by penonnel r,dt ot tan 
",ntton or b1 !flttNtH blled on 
olMr rldhtlcn 4011 1nltrv:unu. 

(I) Ruults of oqull"Ont .,1tbroUo. 
OiUblt<lling the ... t~ .. UcltJ of 
tho ,~ don rtsulU. 

(2) AotCAaUe dat~ processl ng .yn ... 
P"C9rt:t$. (:OIks. IMtNCtlCQ 
titles. ,ncI dhts If u,td for 
reutt.,al of UIf!Q' abo.,e. 

(3) vcrtSNtts. rtquests for anllysts, 
dlut reco.rds reccrdlng inforoa
tic. ""Ic~ ""n be Intorpreted 
or further alCdl ft~ before use. 
4utCJ::lltic: d.U practISing slstea 
,~ rKordl. other InforNt ten 
USN in 'ntertc c.dc:ul.tICns Or 
t. vorlf, t~n reeord.d daU Is 
ccrrect huc:h " c.heckshHU). fila :::n:;t1:: :~t!:!!~'!a=;i::u. 

(O>TRACfOR RECORDS S(III:DlJl[ 25 

7~ , ..... 

7S ~.r .. 
15 y •• n. 

Unt n taPOIU" rtCord ._ .... _ .. ,lfI.., 

bM ,;proYfd. or t 
,)'e.ar. Witchever h 
earHer. 

!!!:.. DESCRIPTION or R[(ORDS RU[NTlII!I P[RIOO 

b. TKtLntcal Stand,rdS 0 r.Un Gutcle, 
.. r,to rat .t ctft-
ont&:! n.at on cntro roc: anti 

21Scr1D1ftg ute luhnicai al'ld ,st..,inhtr.t he bast s for the rlldt at ton
Ccnt.t:ltNt f~ protect ton P"'o;t'.\::J. 

(I) Historical ftlt Of .Unclard.. P ..... n •• t. 
9UldoS .nd ~rocodu'", I.cludlng 
"'WistO"" •• nd bJdgror.."tld 
rec:ords deftnt"9 phn01C.~h11n 
dne1cpt:l!nt. methods 0' e\IJlultion. 
and rode and 'Scope of radht ton-
COtltl:'lNttcn ~,oJKtta.n effort I_ 

(2) ~tall plans for Specific jobS I yur. 
porfo""'" "'tMn t~. scope of tM 
abOvt proct'C!urn and sttit lar 
record. relating to _lin • .uti, 
openttons. 

c. ~ (~ronol"'lle.1 hlUor)') w11leh 7S ,..rs. 
~. CGrtehe su:'Wt1 of shift 
.ndI d4Uy "thltles, tneludtng utlUsull 
Incidents. radtation and caR1MInat ton 
prcblU1s ... ,I use of r,;diCftUCl Ides to 
.crt .a".as or ~l1C ICnes" Inter;~ 
tat Ion of unu.ual ~.rt recordings and 
stnl1ar Itens. 

d. Routine R4dleUcn .nd to.nt.&:ll",UQn 

!::in,,;"t'~~I~i:n!~is 1:cJii1
tng 

t'qutpnent c.11britlcns. IMlcat tng no 
u'-'I .... l he.1th cr "ftty proble=tS. 

e. Record~r [hut RKeNS of rold'aUan 
ana coftta.'~ination detected byatr 
act hi t1 ,",.Iten ('II ...... ond 
partl","te) .nd lonl,.tle. ~od:.n. 

75 ~.,.. 

Until purpaSt is. served 
Ot 1 nonths. 1IIbtChC!¥l~t 
ts earlier. 

ITlM 
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COOTRACTM R[COllOS SCl<ltlJU 2~ 

!!!h... OESCRIPTlCN CJI R[=S R£T[NTI!i.'I PERlOO 

IOO~ars. 

1. 

ITEM 

f. :ct:!i ~=i~n!~~'~:n~:1!:~t:~ 
powl ..... 

lli1llVIDlJAl [MPlOYEE HEAl. 1M HAZARD CASE 
FtLt. lndhiaua' mpiOJ'l!& toxic Chm,ul 
ir""ftItertal "PO'S1.In history ftle. lTludtn9 

::t!:~!T1. e'r:::2s C~;~:t:~! :, 
whiton. Each fHe provides I recant of 
,n tndhldull·s ItXDOsure. :nclud:.,ng both 
~ "tid postthe f'ftu U.. wll 
l'iiCTiai': 

a. RecordS of Sltin .I'd nas41 ccnt~inatton 
Intldonts, Including _t."INtlon 
dotan •• 

b. Inc:idel"lU tl"lvah'll"Ig ItOftta:'!llnated 
ItUu,tu. along wlt/1 deeontIDINUon 
&n4 tt'tltbtnt of ,,,ch inJuries, 
tnth:dll'l9 tourntllt.let UCIt ncCnis. If 
used. 

(. AtsulU of direct NISu:r~nt of 
radtat1cn frca the cent lpt'Ctflc 
Orglns. or whal~ bady. 

d. 1 .... Ugatlo .. of tho f.lI .... ng t,Pt" 

(I) Auloilltl.",.f ,4dlooeth. 
Nttrt a11. In 'Icen of standuds 
and CCfttrol 9Jldn: 

7S Y"'" 

(2) HIs.lng or u"" •• al ponoMeI radlnton 
exposure data, 

(3) Radlltlo •• ~S ...... c.tdlng 
quart.rly to )Wlrly elllpoSLlrt 9Utdes 
.nd n.nd.rd •• 

CONTRACTOR R[CMDS SCH[OUl E 25 

!!!h... DESCRIPTlII!I Of R[COA~S RU[NTI!i.'I P!R 100 

•• Reeerd •• f bToouaJ/ d.ta. 

(I) Positive laboratory "".ults on 
bloosu, su;>l .. huc:h IS urine, 
feeu, ond blood) USed to <let.ml .. 
tntemal ISstClthtton of • r&dlo
,,",elldo by a. lncllvld.d. 

(2) L.bcrlt.ry , •• ults Indicating no 
nstallation of rldlOlcttft' Nttrta1s. 

8. PLA.~T RECORDS. 

a. tadlatien DttKtion: Insttu=ltftt 
t .. 1I6rattan hc:cra,. IKantS relattft9 
to the calibration .rId InsptCt10n of 
tnstF'Uftnts. "s~ In tht detect ton 
ltd rec.ct'dtng Oof f'adl.tlcn, 49<ttnst 
'Sources of lnQllm r.dIOUt.h~ eahsiOfl 
cr do'Se r,te. 

<III Hhtory file of protodu,", 1S yu ... 
IndlcaU/19 erUtrl. fo, •• Ioctlen 
and "'thods used. and schedules 
ghlng f,equenty of calibration 
and calntonant •• f ,"'llllon 
detect ion Instf'lClln" t.nd 
*C;u1p:'1!nt. 

(2) RfI>Ort of I.st ....... t alld equl.,.,.nt I IOU. 
dl"trtt:ution:. df(onU::tINtl~. 
perforcance. tn"l'ItortH. 
statistical data, plVlle.l staluS. 
operating condltton, and any 
relit" 41t •• 

b. R,dlat ton Detection ChatU ustod with 1 YUt. 
alam slsuas to record radlatton in 
e.un of ttUbll<ll.., 9Ulde. In 
Fod~'t1Gn plant aren, poo,ldtd 
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CONTRACTOR RWlllDS SCl<lDlJl£ 2S

It. RKard' of rldtOlethe 91Se<MII wst., Pe-l'gIntnt.
dhcharttd to surfACe ground or wt,r.

R£T£"T1l1ll PERIllO

IS "a...

1 nar.

I"...

(2) Al I .ther noleboo".

f. M'scell.neoul vute disposal records,
bufldl"9 .r be...... u,*s, bofloff
rlt". and 'nt.1'Il soltdtftc.ttcn
'nfCraltton pro-tdtng pert'",nt data
hn bHn transcribed to ncGNS w-tch
are reUIMd.

II =t:r:t:;':I't~m~1::f to
labo....'7 'IlJlIrl...U, loellldt"ll
obs'n,Uc.M and ulcuhttofts, .nd

:~:'~~::~t~~:.rlld'1~~~.::s~~
by Ute reseam,r lod ccnt'usfons.

(I) Ro..,rth ..t_. doeaod b1 tho
ooE, contractor, ard tho
.ltt...1 Arth .... t. hi..
,acepUonI' "lu* beau of tbe
M~I, .tQOlftelot ..t of tho
....surch tmobtd or ""'quefll'ss
of the nttllrch.

BIClllG....L lABllRATORY ll£COIlOS d...,.,otlng
progrGS dr IIl:hICh diu "~rntng the
effect of rldlltlon .....t... l .... IqUitle
Ufe are &CCUJ:lUlItld. ow,'uattd. and
.....rted.

IT£1I
~ OlSCRIPT!OlI llf RWlRDS

c. MtscelhMOus tIIIO"sheeu, choc"'hU
... othor dltl ohM" f ltIt
pert I...t diU 110. been t erlbed
to ttea b. ,bowe.

d. U.phoned cloposltt.....eortls (spills P.......nt•
• r l..ksl of rldlouttvlt,.

11.

RrnllT.OlI p£a,M

PenilIn.nt.

Until ....1,slc.1 result •
.... ""Uled, accepted.
and SI5mIrt,ed. or S
101", ""Ichover Is
etrl1er.

IlIltIl ...1,s1.., results
.........Uled. ICceptld.
... SUtalrt'ed. or 5)'U". atItcttever 11
larHer.

Uotll ...1,slcll results
are "rtfted. acce-pttd.
and su=aart,", cr S
)'l!.rs..... 'chever 11
,.,Uer.

b. ANlrtlc.1 S<=IrltS of results of
. "'"K, trelal", mullS on

stlndlnls or atllor Clltbr.tfOOS uud
t. tStlbltsh tho ..ltdtt, .f I.."tlc.'
relultl,

c. l~ _.I.fllll pertfooot su:plt"9
~tCll Cllcuhttons. "'1"'
tfoos. Ind lotl."...tltloos of results.

I.~ ""Ich cloUII the ClOt,"",S
iiiiiJTril'Trequonq.f IlIIl~1s of
.".,tl'Cltl:101lt.l su:pln. loel..._s ..........~""ttlt
9'" tho phll.s_ .... SCOpel of
SU:Plt.9. _tclo t.te."...tltlons of
,.....1\1. 1M deutl the pllftl fa.r
UIIIllt"ll Ind ...1~1s .f ....I_tll
_ItS.

III Generll p_lIf'tS.

(2) Speclflc""-.

9.

JT["
.!!!:... D£SCIlIPTIOlillf R£COi!IlS

COliTRACTOR RECORDS SCI«DlJlE 2S

ITtM
~ O£$C!l'PTlOli or mOllf)s RrT£"TIOli P£RIM

,T£"
!!!:.... orSCRIPTlON or R£CllRDS RrT£UION P£R,OD

b. PerIodic Rmrts ..htlllll to actht., 6 "Irs.
aPid progr." pr.,ared weekly, =mnth1,.
and ,ftrtulll, 'rCII dlt, rtCordlld 1ft
bl.lotJ not_. descrIbed I. (0.)._.

2 ,.1...

20 ,..rs or 3 ,..rs,ft., ca::plet len of
studt. "'cheftr 11',t.r,

15 )Oln. or l 16"rs
.ft.r cocPlet ten of
stud,. "'tette-yu is
liter.

ct. An'mll C-a" HhtGrtl'S recOrding Iych
feeh IS: ad. fNll3 IJGbtng records,
treaUl!nt rKords, gent,logtc.l
rt'CcmtS. 9lt1uttcn Ptrlodl. h::::tth"9
at"_ nu::::Mn. su, .... _'ght
l;;port ...t In tho n,lultton of
••penDentel mults .nd " • source
.f .otrl.. t. blolotJ .otebook••

f. 1:a:rl~:JsKirnt::"~::':.:~
froD I.t"", thyroId count ..rt._.
(SM •• bel ...). Roconls pr..ld••ourc.
.f dlh ent.red t. bt.lotJ ..tebooks•

9. Rodl. AnoInts sepl. 01.. dtscrlbt"ll
colttctid s&:::pi", e:auniC!d sa::pln.
Ind 1Istl"ll tllo bell count, deco,
fector, 'N1"ls f,etor••nd rtQIrt.s •

t. Mathtn4t-Retad..bl" DaU taken frca until etnterW In
worhhiets un n. bilow) pert.tn1ftC) to biology notebool.

:::~~::t~:I.:::r:::..~~; 11fe.
uvd for Clf1&nt liUcm of diU for
.ot'7 I. bl.lotJ ..tob.....

d. ::m:u~r.l:.~:~":.~~:-
.....I""ls. toc'udl"ll Plthologtc
dllposls of v..louS _ .. ond
Vhod.. Pr.vld...ourco diU f.r
I.t...l cu. hlst.rl.. isM •• bel ...)
Ind ts pert t...t to tllo ,,"Iuatton of
uPtrt~nt,1 "",,hs•

Uotfl ...1,slul ...sult•
.... ""Ultd, «cltPtlCl,
Iftd ....Cl::llrtttd. or 5
,,""". ""chner Is
earl I.,.

Uotfl ...l,st..l ...sult.
Ire werlffed. Iccepted.
&ftd lua:llrbtd, or 5
"'". ""e:tw.,., 11elrH....

I. ::r~~:i':,r;:\'"~:;e~It.
crdtrs, hdorl' rogulltloos Ind "Id••
ltnos, Ind other pertl ...t .tlndlrtlS,
guIdes, .... p"",tdlIf'tS.

b. Records ""Ich Indlut. tJpO of _t••
(soltd, liquId, ... g,...... ) cIt9I'ft
of ,adtOicthtt1l and for laUd..Ito: d.t••f burlll, ...1.... burled,
Iettytt,1.".1. fad Itor'91 1oe.tton.

f. D!tl 91tllored t .....s.... res ldull
Ciiii"aot..tfOll of soli Illd IJ'OUIld
..ter with 1_lhed rldlOlCth....
taatc subst.-. It ...."r 00£ .Itn.

g. tpl_tli _.ft.rt., f£":' Illd
lui i"iPOril 6nntft9 ateat

.... l....h of ndtOlCttN _tet...
tfOll t. soil or ....1 osuu.

d. Y:Q~;'I~1:'"':~:i, rldt ..
IUtOVlph fila. closlClOur diU, Ind
other lotorto """,s ... "'Icos uud
f. dotorat.tog tho be.tc diU froD
"'feb ruults fa 1tea b•• tbow, .re
obtltncd.

•. :.\11:11 ~~~.::~=c~~
urtb sctlftCn.

10.

.'
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ITtM 
~ 

10. 

ITlM 
.!!!:... D£SCRIPTIOlI ()f R£COiII!S R(T(IITIOlI p£aIM 

9. 

..... Iull •• dhtt .. doh ... pasted to 
ot .... recardl ""Iell ...... Uloed. (5 ... 
IU .. 61. this Khedul •• ) 

•• ~ ""Ich doUti t~1 ... thodl 
iiiiGiiil'Trequonq of 1!II1~1s of 
.".,11'OOOOftt.1 I"'PIH. Incl ... 
recard ........... ~ ""Iell 
Vhe tho plltlO ...... scGpo of 
su:pltoV. _Ido Int.", .. t.tl ... of 
,... .. 1\1 •• M deutl the pllftl fa.r 
UIIIIltnv .nd ... 1~1s Of .... 1_t.1 
_101. 

(I) ........ 1 proctdurH. 

(2) Speclflc __ • 

b. ANlltl •• 1 So=orl .. of results of . "'"1'1, trelal", mults on 
IlIndirds or ot ... r ClUbr.ttons used 
to .. t.bltSh tilt .. Udlt, of ... I,ttc.1 
r8lUltl. 

c. l~ _ulnl .... pertinent su:plt .... 
~tCll Cllcuhttons, "'1"'
tt ..... nd Int.", .. t.tt ... of results. 

Penilln.nt. 

IhItti .... IIlI •• 1 res.lt • 
.... ..... Uled. ,ccepted. 
and SI5mIrt,ed, or S 
101 ... ""Ichover Is 
etrl1er. 

Until 1OI11lleal ",.Its 
......... Uled. lCceptld. 
end SUtalrt'ed. or 5 
)'Un .... tcttever h 
larHer. 

Until ... IIlI •• 1 ",.Its 
are "rtf ted, acce-pttd. 
and su=aartl". cr S 
)'I!.rs ...... chever 11 
,.,Uer. 

O£$CIIIPTlOlI or R[CORI)S RrT£NTIOlI P[RIM 

d. 
Y:Q~;'I~1:'" ':~:i. rodl .. 
autogr.pII fila. c!osl ... ttr diU •• nd 
other Interla rwccrd. or .. len used 
I. dot ..... I.I.g tho ba.lc diU froa 
"'Ida ruults ta Itea b •• ,bow, are 
.t.I...,. 

I. IIc>tlboots of I.berlt.., lodInlcl ... 
birniTi I .. peel ......... roed with 
e&rtb sctlftCn. 

f. ~ vothorid to ........ ",Idull 
..... tt .. of soil and croomcI 

.. t.r with I_It oed rodIOlCl" .... 
loalc subst ..... at ..... Ir 00£ sit ... 

g. ~I_tal _.ltGrl'l f£"Ss and 
iul i"iPOril itftntft9 uteat 

.... I_Is of ndlOlCtIN _tet .. -
tton I. sotl or .... 1 .. tato. 

IWIhOACTtlf ~OISPO~ .. UIIl't.!!!!!!D tftp iii It • 

'. ::r~~!i't r;:r~!;e~'le 
....... redor.1 ...... 1.tt .. S .nd guldl-
11 .... Ind other pertl ... t .t.ndards. 
guides ..... prncedurH. 

b. R_ ""Ic' Indlcot. type of _to. 
( .. Ud. liquid .... 90S .... ) cItgrft 
of radtOicthtt1' and for laUd 
Wlste: dote.f burl.l .... 1 .... burled. 
IettyttI1.".1. fad stor'91 location. 

Until ... llllcal re.ult. 
Ire wtrlffed, Iccopted, 
&ftd lua:llrbtd. or 5 
"'". tllhtc:tW"" 11 urU .... 

Ilntll ... llllcal rosult. 
.,.. ""Uttd, Keeptld, 
&ftd .... Clartttd. or 5 
,,""". IIIhtchntr II 
eu1t.r. 

Po ...... ot. 

_nont. 

Po __ 

I 

IT(" 

IT[JI 
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CONTRACTOR R[CeaDS SCI<lDlJl[ 25 

~ O£SCRIPTlOlI ()f R[CeaOS R£T£NTlIlII PUIOII 

11. 

c. MtscelhMOus tIIIOrt,heeu. thoc"'hU 
or Gthor dlt. ~Hts f .... ""Iell 
pert lnonl dota .... boon Ir .... rlbed 
to ttea b •• bowe. 

I ,..r. 

d. Unplanned dtposlllGn .. COrdi (.pUIs P ...... nt. 
or I .. ks) of rldloactlvU,. 

It. RKard, Of rldtOlcthe 911ecM11 wst., Pe-l'gIntnt. 
dhch&rttd to surfACe ground at' .. t,r. 

f. Miscell.neoul vutt disposal records, 
bulldlnv or baM.n U,*S. bolloff 
r.t". and lal.1'Il soUdUfc.ttcn 
'n'ct'altton prOttdlng pert' .... nt data 
hn bHn transcrtbed to ncGNS -.1hlch 
are feutMd. 

BICt.OG ... .L lABllRATORY R£COROS dGa<:lltotl"'l 
progrGS dr .... ICh diu CGnc.rntng the 
offlCl of rldllll"" on .. 1 ... 1 ..... qUlttt 
Ufe are &CCUJ:lUlitld. ow,luattd. and 
rIported. 

I. =:t:r:t:;'!I":!nI ~t:t to 
lobor.IO'7 .lJIIrl .... n. Includlnv 
obs,n,ttc.M and ulcuhttons •• nd 

:!!.~~::~t ~~:. rud~ ~ ~~ '::.!~ 
by Ute reseam,r lod ccnt'usfons. 

(I) R .... rm ... t_. d_ by thl 
ooE, contractor, ard tho 
N.ttonal Arm ..... t. h ... 
..ctpttonll ,,1,,* beau ... of tbe 
M~I, sIQOlfl •• nt nat ... of tho 
re",rch tmobtd or ""'que .. " 
of the nttllrch. 

(2) All .the. notobo" ... 

COlITRACTOR R[C"DS SCI<£DlJl[ 15 

1 "are 

IS ,. .... 

!!!:.... O£SCRIPTlOlI or R[COROS a£T£UIOII P[RIOlJ 

b. Periodic R!pOrts relating 10 .cthlll 
aPid progr." pr.,ared weekly, =mnth1,. 
and .ftl'tUlll, 'rCII dlt, rtCordltd 1ft 
bioi"" not_. described I. (0.). 
obooo. 

t. Mathtn4t-Rctad .. bl" Oau taken frca 
worhhilrts un n. bit.) pert.tnlft9 to 

:::~;!::'~:I.!:!r!: :..~~; l1fe, 
uvd for CIf1&nt liUcm of diU for 
.01'7 I. bl.l"" ... tob ..... 

d. ::m:u~r.I!.~:~":e~!:..... 
.. 101",,1s. I .. 'udlnv pathnlOVlc 
dl.QOosts of v .. I .. S _os ond 
9hnd.. Provides ... rco diU for 
.nl ... 1 cue hlstGrles Is ........ 1 ... ) 
lid IS pert lnont tG the .v.lu.tt .. of 
"Plrt~nt,1 "",,hs • 

e. An'mll tas. "htelrtH recOrding IYCh 
feeh IS: a.E. fNll3 IJGbtng record., 
treaUl!nt rKords. gent,logtul 
r«cmts, 91t1Uttcn ""Mods. h::::tth", 
atH, nu::::Mn. su, .... wtght 
IqIOrtant In tho ",lultton of 
•• penDentel rHults .nd IS • source 
.f Intrl .. t. bioi"" •• t_ •• 

f. 1:a!rl~:JsKirnt::":!:!':.:~ 
fron •• 1.,.1 thyroid count .. .ts_. 
isH n. bel ... ). Records prGYldl .our.e 
of d.ta .. t.rod I. bioi"" not_ •• 

g. R.dlo Anlln" Seele 0.10 ascrlblnv 
colttctid '&::pi", cauniC!d sa::pln • 
• nd ItsUnv lbe btU counl. doco, 
fector, ,,,.I,,ls f,ctor, and rtQIrt.I • 

. ' 

6 ,..rs. 

until ctnterW In 
bioi 091 .. lob .... 

15 )O,n. or l 16"1"1 
.fter cocplet ton of 
stud,. "'ie:M-Hr is 
liter. 

20 ,.ors or 3 ,.a" 
.ftlfr ca::plet len of 
studt. Wiicheftr 11 
lat.r. 

2,. .... 
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JItJI
~ MSCRIPTIlII Of R[(lIADS

T~h _on! Is osefol to a.._lIt.
dote for tr...,f.".lng to to)'pulICll
t411'd1. aNt 1$ "'efvl 4vrtag reteatton
period for dloctlng ........... _
cant, (..lit... to •• obaftl.

h. Gat~f ~i!! ra::t1:l:t:O:::~"9
cocmttrt, t"foraetlon. laborltorr
cort"OCl ton fleton, aNi related clIU

t. ;~Mi~;r:-;;D.tJA~:r~e:,.~:ttCl
of r"",,«h. '&<qll., tested olldor
hboratol')' conditions.

J. ~t1... Cuno D.u SllMts IlItt...
~ e IU&r. sq" aelt9'lt tOft,
uti lac::pltd 1M related '«lS,
obs.neclI l&bor.to,., ,,"ct tens, Ind
Cot1"lCttd er.trllS..

k. Yt~n~O:::i,::c;m~T7J'
I.-rill ... all tho b&ctVQlllCl dot.
rec~ Oft r&dl,ttQft CQgnttrS Oft •
doll)' ~sh. Rl\lOrtS"" tr.nscrlbed
to rolu'ts cf ,., requeltl for
0..1)',1$. ,~ II It.... II. Inti h.
ao.....

,. ~IS:~h't:r.rn:~ ~r;::~I:""I"
doltrod. locI"" ... ",olts of tho
''''711$. Inti rellted facts portt_t
to t.PtCt~1 or to ••P....kt..t,ttty:,
counting nquflU. InforasttOft 'rca
t~1s _crd Is &!lstroct'" to btolO\11'
not.-s h. abaftl f.r co...lItl...
£nd ".IYltton.

Cll1I1UCTOR R[CORDS SCH[DtJI.[ 2S

RITtllTIlllI PlRIOO

f ,.1",

2,.1...

2 ,.0",

2710'"

1101
~ MSCRIPTllllI Of R1Cl»IlS

Q. =:~~~~Jn:i~1C
wrt, t"Chdfng tMtruC"t1on .td
JOlt tflC&t I•••

n.· ~~t~GI :~='bt~~~~U
In'aa' we'Pl. IftlNil t ....tatnt.
~&!llt pott..... t~J"otd counts. Inti
related dati ~l1td In ... telll case
hl'tert" and u'$af,,' hi ft"Il.tfOtt gf
••pen.ml' ,"*" ...1u.

o. ti~:4:'Tn:~1rr.:t::..:::a:S)..
to be' "ltd tn ',&cr.tCl"" thtdftfts of
wet tel". n.tc. to be used. special
tnttruc:ttOM ••~ lchKu'. Clf cCllPlIt'cn.

~. bdt,tfon CO;alttf' CClfttrol GAt. fISed to
C4,nUtn Cot'ftCt .,..ilng CCll'IdlttCft$
fer r,adhUcn detKt1Gn 'MtntRtMS.

q. RldhtlOtt Covatl-r Plate4\K IhUng
~,p:;a ma;r, t& a..-. date.
ttN, otca wff'ldow tMcknni. \'Olt.,
ltlJhts, .net tot.l counts. UIN to
*to...tno and lilt tho operating
cendlttclII of rodhtton CQ::ftttn.

r. Scurclt D..ta c.ard fUu used to check
accuracy of ridhtton c~nt." a-gatnn
U.. laa.n ul tbr.t tCln stenUrds
Pl'!llt_ b)' tho U.s. aura"" of
SU.donts.

R£1rNlIlllI PlR 100

2,.....

2 ,.ar'S.,

1 )'t.r,

1 ,...r,

J YOlr.

r'" 
\ 

"" (?'--
l 
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1101 

ttIIITRACTOIt RECORDS SCH[ME 2~ 

lin. 
~ D£SCIIIPTlIII Of R£ClIAOS 

T~1s _on! Is use'ul to , .. """ht. 
dolO 'or t ..... '.".lng to to,.puIICft 
t411'd1. aNt 1$ ",efvl _tag reteatton 
period for dl«tlng ........... _ 
cant. ("ht ... to e. obaft). 

h. Gat!, ~if. V'c!:t1:':t:o:::!P19 
cocmttrt, tflforaet1on. laborltorr 
corntCt ton fleton, aNi related clIU 

t. ;~Mi~;r:-;;D.tJAr,-::r~e:,.~:ttCl 
of ,"'1 .. « h. ''''1'1 •• tHteei ulldo. 
hbcut.17 conditions. 

J. ~tI ... tune Da .. SMets Ihtlng 
~ e ru&r. sq" aelt9'lt toa, 
uti lac::pltd 1M related 'ms, 
obI.ned l&bor.to,.,. ruet ten'S, Ind 
c:ot1"ICttd er.trllS .. 

k. Yt!n~O:::i,:;c;m~T7J' 
• .-.lIlng ,II t_ bactVQlllCl dot. 
recOt"ad Oft r&dl,ttQft (Ggfttcrs Oft • 
doll, ~sh. Rl\IOrlS '" t ....... bed 
to rolults cf •• , ,..quelts for 
... I,.ts •• ~ II It .... II. and h. 
ao ..... 

I. ~IS:!h't:r.rn!~ ~r;::~I: .... I .. 
cIe.I~, loclucllng ",ults ., t_ 
... 1,. .. , and "latM 'acts porll_t 
to t.PtCt~1 or to •• P .... kt .. t,ttt-= 
counting nquflU. InforasUOft 'rca 
this _orcI Is &bst, .. t'" to blolO\ll' 
not.bo .... Ia. ,baft) fo, .o .... htlon 
£nd "I'Yltton. 

CC1I1UCTOR RECORDS $CHIME 2S 

RumlOll PERIDO 

f ,.ars. 

f ,..rs. 

f ,.ars. 

2 JI.rs. 

~ D£SCIIIPTlOII Of R£CMD~ R£l(NlIOII PER IDO 

Q. =:~~~!Jn:i~1C 
..,rt, trlC"'dfng tMtruC"tion ltd 
Just Iflcat I ••• 

" .. ~~t!ift1 :~='bt~~~~U 
.nlaa' .t;M. IntNl t .... tatnt. 
h&blt paUo .... th,.,olel counts. and 
related data ~l1td in ... tCIIl CIS. 
hlstert" &nd u'$af"l hi ft.lllltiOtt gf 
•• pen_mll ,." ... 1 u. 

o. ti!:;:'Tn:~1rr.:t:;:.!::r.S) .. 
to be' "ltd tn '.&crnCl.,.. thtct.ftftS of 
wet tCft. n,t", to be used, spechl 
fnttruc:ttOM •• ~ lchKu'. of cCIlPltttcn. 

~. bdt.tfon CO;atttf' Ccmtro. DIu fISed to 
C4,nUtn Cot'ftCt .,..ilng CClndtttCft$ 
fer r,adhUcn detKtiGn 'nstntRtnts. 

q. Rldhtlon Covatl-r Plate4\K 'hUng 
~,p:;a 1iU:&r, t& a..-, 41te, 
ttN, otca window tMckrtfti. WetlUtI'. 
Hihts, .net tot.l counts. lolli'll to 
cIIto ... l"" ,nd Iht tho operating 
(encUtlc. of rodhtton CQ::ntln. 

r. Scurclt D .. ta tard fUu used to check 
accuracy of ridhtton c~ntt" a-gatnn 
U .. laa.n ul tbrat ton ,unUreSs 
Pl'IIIt_ bJ tho u.~. ! ... ", of 
~"ndant •• 

l ,.ars . 

2 ",rl" 

1 )'W.r. 

1 ,...r. 

I YO." 
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CClITUCTca 'fCCW!S SCKl:OOU 26

~1JtlrAR II£APOH .[CCllOS

J yo.rs.

J yo"s.

, n::Jnths after rettre-
nJRt of the WeapOn
S,steel frcn stedpt1e..

6 E*tth$. ,fter nttrew
Nnt of the Weapon
5yst... f ......tockpl1e.

R£TOOll\!l PfRIDO

J yoar••

CONTllACTllil R[CcaOS SC'EflULE 16

liD!
!!:... DlSCRIPTlOll 01 arCORDS.

b. 2::~:I,::d:~t':r~~rdr::~~~
reports. (aec.rd copy ... 1.101_ by
.udlt t.g .gency.)

c. ~:~f~i~:tn~ l;';{tA:i tt~RKOrd
Assurance Inspection Agency.}

5. illQill.
•• Dt$lgJl or product 10••gency Audit

reports .nd rohted correcttve actton
reco:::errJltton rtPOru.

b. Weapon tnforNtton I"t'POrts. prt1lbm
by the ,,111101'7 t. r~rt the .....Its
of inspection. ~lftcat1cn, .lter.
t ton. cr CO:~Mftt C"4*' on ~or
• ..nllts. (RKOrd copy ""t.UI.ed
by dlSt9n .geney.)

IlUca ASSUeLY RnrmS• ....-red t.
ntiblhh the stockpile ,tatus of w,pen
""ltrl.l. (Roeord copy ""lnUt.... by
dulgJl .geney.)

a£T[NTlOll PERICO

Ret.tn l,,:nt t1 "u;ersl'ded.

6 ""nths .fter retl ....
D1tnt of the WelpOn
SyU... f..... stockpll••
Rte:ord coptes are
ret.lned by the do.lg•
• "ney f ..... ""tch dr....
1"91 for I reprenntl
the slJ::Ple of wupons
.... t. be .ffered t. the
N.Uenol Arehl••• u
"'........t records. Upon
ICCf1:lUncO. destroy
rtNlnlng drawIng••

6 ~nUls after retire
Oltnt .f the WupO.
Syst... f ......tockplle.

6 ~nth-s after ,..tlre
Olt.t .f the We.pO.
Syst... f .....t.ckpll••

6 nJnth-s after Nt Ire
....t .f the We.pO.
Syst... fr... stoekplle.

b. Product1cn hbrtc-Ittcn Drawln§! for
••pen C:Q:POlttftts~ USau" .rId
ancllllf)' ~ytp:le"t.

c. p~tfon Tool aM CIS! OrlWln9!_

I. DaAIIING SISTI" arCCW!S.

•. ~U1:iM~:-~nJs .::rli':~~=:~u,
(II lot"t Iss...

(21 Superseded hs.es.

Thh sct.edul. CGun ...clear w.pcn 1'KOf"ds .ncI re-pDt'ti far" dflfgt\ 19tndiH
(h*I\.1'7 IIellltl"' .nd ~rocluctlo••!ltnele$ (""nvf.et""IIlt IIellltlesl.
Fllu eCft$Ut .f deslgJl .nd productl•• drawl"'l' for ..e.pens. e_...U ••nd
...hted equlp"'.t. Included I. thU Ichedule .... fRord. refltctl"9 dot.
cutttarntng tlUttng, Inspectfon, nHCbl,. quaUty .ssvnnce. and p~t1C".
Other nuclelr wlpen reselrd'l Ind • .,.Iop:ltnt. record, Ire COYlred b1 Records
Schedul. 19. Rueareh .nd De••I.p.....t R.cord$.

lTD!
!!2:... DtSCRIPTlOll (If .rClltlos.
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• nelll'l1 .r .ee~t..ce eq.lp"'lll.
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l:I:"t of the WeapOn
S)'stfO frca stockpt 1e•
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Nnt of the Veapon
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, InCl:trths after ,..Ure
...t .f the We.po.
SyU... fr"" Uockplle.
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.......... t record.. Upo. 
'CCf1)unco. destroy 
...,.10109 dr ... I09" 

6 ~nUls Ifter reUre
"".t .f tho WUpO. 
5,.tea f ...... tcckpll •• 
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Consolidation, of Top Soc",t doc"",nts, 

notices of 18 
ConstNctton COfttr.ctor fret5ht 'nd lrdflc 

""Its fll.s 9 
Construct ton cOf'Itractor payro11 2' 
constnlCt Ion COlt accounting f 110. 8 
CCftstrvctton, ~ngt,,"rlt'19 .Rt .'St9" records 22' 
(cftUlner f1111. sUP91t,rs' 23 
Ccntan'ln,tton ~a1UTtr.II!'nt re(Ord'~ envtran":lOnUl 25 
Cofttr4bal"d receipt'S U 
Contract clloc~ fIIn , 
Ccntr.cts J;4 
Control fomS for cl ... lfled ... 11 16 
controlled Ntorlals 3 
Control roco~. for ... Iytlcal "borOlorl.s 24 
Co ... rt"r reco~s 24 
Correspond.ne. 16 
Cost acCOll.t Ing fll •• , coostnICtion 8 
Co'St accounting f11es on c.sfntlfNnce .and 

operat Ion of product 10. pla.ts 8 
Cost dlStrlbullon 8 
Cost report led~" .nd doU 8 
con s.cheelul., 8 
Courl.r receipts 18 
Cow.r s!'teet I fep Secre' J8 
Crlltt cper.ton I reports 23 
CryptOCjr.plllc record1 12 
C,lInc!or pipe 109 24 

Dill .ut~t.tcn record, 
Dae_nutlen 20 
""stor flits 2D 
Proc:Hsl"'l fll.. 2D 

Oocant ... 1 nat Ian .... Ico IS 
Otduct 10"s and acc",.11 reg' ,ten 2 
Ded~t fens. doralto.,. rltnt 2' 
Dtductlcns, Plyroll 2 
DoI094U .... Of <.chorlt, 1,16 

Dr,tgn. tl'lgtnt'ertft9 .nd const1'1.lctiol'l ncol"ds 
DHtr'\ICt fen urt tftc.tel, elliS Iftt'd ~ftU 
UHtruct Ion cort Iflc.t~. of Top Socret 

do_nlS 
Do.lltlon fllos, .ng'MOrln9 prOducts 
De"tAUen fUes, "lint or hbcrbtory 
DI~tI .. s, ..... _nt 
Dt~l!Otnt cf funds, uftfC!ules of 
Otsct'tatn.ttcn c~platnu 
Dispensary 109' or reglst.rs 
Ohpensat'y tl"'luth!nt record cards 
DIs""sal of cl.SSlfied Nltrlll 
Dhpoul of property 
Ohsohtr g;.ern tons ",tid n,tal tr,tls'er rtCQI'dS 
Cra.lngs, construct ton • .as bunt 
Drivers' ltcltnSt! and testt", fUes 
Drug 4IM n.&rcct ICS In ItS 

£1",''''1 '"",,,ry f'''S 
Eorth sclfnce I"fCOn:iS, r,dtolcgtcal 
[Hlcl.ney .operts 
£1ectr'ul ut n t Uti ncCrdl. plant 
Electr.c .. 1 wort Ptmits, ~roasstng "hnts 
Electronic "-t. proc ... I"'l (AIlP) 
[le"ator fMptct I"", reports 
[~rgoney suppl,. "KQnJS 
[~10"ft ,bsl'ncr rt'ports 
~I.,.. c ....... ""nd.nc. 
FqJ'a,u *-penst Ycucher files 
[~.p101f'. ftftll'tcl.l 'ltattr.lents . 
E~ployo. health >Utlst IC41 "."'arl .. 

and rtports 
£0;>1.,. •• Intonl_ 
["1)101" ~lc.1 Mllory 
E"I)loy •• property 'I$U" 'hock ,he.ts 
["Ploy •• roco~ c.~s 
[eploy •• SU99"st 10 .. 
Et:ploltr travel ._pense voucher ft 1" 
[~lo,.tr te-mtft.ttcn 
[~plQ,.t"' ac:eu~ltt!d earnlft.9l. r"ports of 
[ngi~trtr'lg. destgn_ and co.nltruc:tfon rKords 
["91 .... 1"9 t." studl .. 
[ngiftHt"s' prajl'ct ftlfS 
£nvtratr.:enUl Ccnta=tNtton :.asur~"t 
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Sc~ult 

22 
18 

18 
24 
22 
16 
6 
I 

25 
25 
18 
4 

24 
22 
10 
23 

2 
2S 
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[quol "",I_lit _rtunlt7 I 26 LibGr.to,", control f'KCrdi 2_ ,.
Equtpc:llnt tnlPKttGft and ,.nten_ saf.t, Z3 2 t.berltOI'7 I~s U ::m[qul....nt In..nt01'7 .nd SUtus ...po,U Z3 I Llbor.tory Ainu." 2_
[qutpatnt mlnton.nt. Z3 2 tlber.t01'7 notlboolts 19 6

I::=:~ ::;~I~::s:'":~~~~3 fl1"
23 lIndlord N'pctMtbUtt'H tn .ctaht,.tt..
23 ZI> .N" IS 2

[qulp:>tnt operaton' report, 2_ 7d(o)(b) Le.... 3;15 ";Ie
h,••t hI ...to,hls lCCOU.tlbl1 1t7 fIl., 20 U. Le"o,. haul tftg IS Ic
hs••thl ...to.hl 1..11$1s reports 2_ '1(111 le"., to oper.te GoYltn::llnt prope-rt, 15 Ic
[,..ntl.1 ...t.rlils 1I....nto.I" 20 llc ledp". tentr.' 7 2
[_I.. cortlflclt. reglstln, tu 3 13 t:~~::;·.f:::..':"='f~r.:ral 10 7
[xllOndlturo ICcount Ing 6:7 1••9;41 , 0
[Xpoluro records, IIOnoM11 toot Ind t07 cootrol fll" 18 17

....IInlaus Qrlt.,t.ls 25 5,7 t~, of _",log ._', ope••tloMI 2. 8f ,11,
Rldhtton 25 6,7 tot flb.ltotl.. Ind In,poet Ion records 20 odl31

Flcllf\7 cI.I..... fll., 18 10,11 Mlcht•• reId.bl. record' ZO
Feed .nd ...t. report, of ...t.,I.1 U IIh Mill 12 5,6
FI.ld t." record' (nucl.....opens) 19 16 Milling IIsU 13 5
FI.ld wort onion 3 0 M.ttnttnlne& untee. butldtf'lgS

FIll. t:r' 25 "(3) Ind oqul .....t 11 ;15:23;2_ Sit.!,1
Fila tt.., MI.._1It dlrecth"s 16 I

[ ••I_nUI coot""..tton ...........1It 25 9ll MI.._1It l"'OJoets 16 2,7,10
[ollO.l..nt Ind t"t 19:21 16;.1,2 ....._.t report, dlss...l..ttng
Pe"oMOI '.dllt Ion "PO'''''' 25 6 fl ....I.1 detl 8 8

FI...clll dati ....._nt ...port, 8 7,8 ...t.rlll .nd oqul ....nt Indo, fl10s 3;9;23 10:_.8:1
Fire drills 25 3f "'torlll Ind poc\ago pess autllo,luttons 18 13
FI ... records 25 3 Mit......, or unlce ord.r ftl ... for COlt
FI ........ ",.lIfICltlo. ""'ord I 3Z accounting
Flnt .Id t,..t..nt 25 2b "'to.I.1 (flsslonabl.) " ...f•• I. Proc"S
fh,tanlbl••t.,,111 t,."sft, In protess are. 20 llf .... 20 llf
Fool u'", report, 3 10 Me.$Uf"C!l:ltllot dl ff.rencu, trlftsf," of 55
Fo.... cootrol fl1n 16 0 Qlt.rl.h 20 lit
Frolillt bills , I Me.sur_at l"'Ko.rdS, tn,lroratnUl
F...liIlt ell.". ldJu''''''''

, I coat.lntt Ion 25 ,
""lc.I ...._ l5 2_ ....ords 20 7d(2),7d(o)(11 ""ICII or ho.lth .....Irch 25 0

Gomllhaont ...1....' 2 U MitItftlJlr "nlee 12 6
Go..,.1 INgo" 7 2 MltI' 10114101\ t,,,,,,f,, rteo:rds 2_ 'f
_ ••1 IlIbJoet fl1.s 16 5 M.I t.lnsf•• Ind dlnoh.. ope,.tlons
_,Ito, sholl fl1.' 20 89 record, t, ~f

GIIIrd foreo 18 It Motoorol097 record,. ,,,,opttc 19 17
GIIIrd orde" 18 I_b

~ l!!!!
MlItNCIIS CIIt"II'. Ma-bU. equtP£llnt ot:lt'ltioft Ind

[olIOS"," to 25 5.6.7 ... Int ....nc.
HlI~~:r~.9fng (,ldlooctt...nd flssll.) 9 6 Mobllllltton of ~1'q)OW'

l5 2 Mot Ion plct..... fila
HlI.lth .....rc!I 25 [allO,l..nt .ed t.st
Hlill hond ICons, I...Sllgotlon of 2_ 12 FI.ld tl,t "'Cord'
H19'*17 operetlon .nd ...Int...... files ZZ Motor pool t,lp tick."
Hospltll CUh .....Ip" 6 Ib Motor "",,Icl. operotlc••nd
Hou_Id goods -go cllt... , 2 .lntI'Mr-=.
Hou_Id 'hl....nt fl1., , I
Housl ng. I.... 15 Ib NlrcOtlcs .nd dru, fll.,

Ilucl.., ...torlll
Incident repo"" , ....,1\7 18 12 Contracts. ,......... p;ro:futll'l9
I_to> 2 19b Lelll IgrtCltnU
(ndust,111 O"9I_.lng ...ports of cost Tr'Mf.n wltltout clll'rgt

roduct Ions 0' h,pr_.ts 20 5d
Indust,I.1 pl.nt oqul....nt 20 7 IkcyPlnc7 .nd ,pece report,
Indust,I.1 pl.nt rec_ Zl OccY?'retlCI' In..sttg,lUon file'
I.spoetlo. report, of fl.ld 1.,poClo" Office ~ytpl:l&..t Inw.ntol7

(constructto.) ZZ Offlc••chl.. l....tOI'7 cwrol
Jnsla'ince 2 22 Offl.....chl...Int......
1.........11 12 5 Offlc••chl., ....ord,
l.to..1IO[ Ind Int.,.go.., .vr-nt, OllO•• tlng .ett.Ulos preeNu,.'

(p,oo...-.t) 3 • Orga.lutlonol chut'
l...nto,l.. of cl..,I'IN _'lI 18 5 Out,lde .....107"'nt. roquosu ••
I...ntorl.. of ....ntl.1 ..torl.1s 20 11c .ppr..."
I==:~::,orr':::"~lothfng Z3 I O..rtl... autho.lutlo. fll"

20 119
1...ntol'7 3 10

=:~~:r.'~~:'.r.torl...ntc17 .nd ,totus reportl of oq.l....nt 23 I
l...nt.17 of ....0' oq.l....nt Z3 I PIIS .uthorlllttcftS for IIoIt,rl.l .nd

1~::=:~::~t~'J~led aqulp.-.t
23 I Plc"9ft3 5 ,,,, logs

1...'t1Q1t1_ of _ ... to ,ldlltton
P.n or bodgo ""'_

~po_1 l5 6 Piss NPOfts. "ftl"l'turntd
l:::~: ::::~~t I~r::'

6 I. PISStl. IlIt.,I•• r'8lOYit
6 I 'Itf'O' fort.

Ion CIl_ I.'poetl.. l5 8 Pltro' office"' ,..-rtl of InSptl'Ctlon

J,nltQ:rtl' 'tn'en 1ft Katnllt,'tht Irtl' IS 2
'Itro' Igpftltn and IqUlpIlRnt, neelpt,

for Ind In"ntorles of
Job chillflutto......1 I 7. PI7lllnt _or fl1.,

Lober ...I.ttons I Z9
Pl7POll OllJUStlllnt nottcn

l_Uol'7 blolOVltol records 25 11
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[quol "",I_lit _rt .. lt7 I 26 lIbGrtto,", control f'Kcrds 21 go 
Equtpc:llnt tnlPKttGft and I.nten_ saf.t, Z3 2 ~.beroto.." l~s U ;:m [qul .... nt I ... nto.." Ind 'Ut~ ... porU 23 I Llbor.tory Ainu." 21 
[qutpatnt mtnton.nt. Z3 2 ~aberlto.." .otlboolts 19 6 

I::=:~ ::!~1::!!::.:'":~!~~3 fII" 
23 lIndlord N'pctMtbtlttlH tn .cta"tr.tt .. 
23 Zb 'N" 15 2 

[qwlp:>tnt operaton' reports 21 7d(.)(b) Le .... 3;15 ".Ie 
hs •• t hi ... torhls accountlbll 1t7 fIl .. 2. II. Lello,. haul tng 15 Ic 
hst.tI., ... torhl a"'7111 reports 21 9a(1I) le"., to oper.te GoYltn::llnt prope-rtl 15 Ic 
ESSlntll' .. tlrllis 1I .... nt.rl" 24 IIc ledp". tentr.' 7 2 
[_I .. ctrt Ifl.at. ,..glstln. tn 3 \3 t :~~::; •• f::: .. ':':::· f~r.:ra' 10 7 
["",ndlturo ICCOU.t I ng 6;7 11.9.41 9 4 
[Ipo ......... rds. penoM.' ~cct and to, contro' fll" 18 17 

... .IIniaus ClIt.rtlls 25 5.7 l~s of _"sl"9 IrtiS. operltl ... , 2. Sf .11, 
R""tloo 25 6.7 lot fabrl .. tI .. and I.,poet 1o. rocords Z4 4d(3) 

Flcl1ltt c'.lrl ... fl1.s 18 10.11 MI.hl •• ~Ib' ..... ords 20 
food Ind wast. reports of ... t.rll' U IIh MlH 12 5.6 
fl.'d t.st rtCcrds (nuc'.ar "cpons) 19 16 MlHlng lists \3 5 
FI.ld ... rt orden 3 4 M.t'nttnlne& untee. butldtf'lgS 
FIll. t:r. 25 60(3) Ind oqul .... nt II ;15;23;2' S;2;2,1 
fn" tI ... MI .. _1It dl .... th". 16 I 

to.I_nUI coot"" .. tloo ........... 1It Z5 !III MI .. _1It l"'OJodS 16 2.1.10 
£operlaont and tIlt 19;21 16;.1,2 ..... _.t ... port, dls, ... lnatlng 
PenoMO' radlltlon .. pos,,", Z5 6 ffll& .. 111 dill 8 8 

Flnan.lal dltI ..... _nt ... port, 8 7.8 ... t.rll' Ind equl .... nt Indo. fH .. 3;9;23 10;1.8;1 
FI ... drHIs 25 3f ... torll' Ind pacta90 PI" IUthorlutl ... 18 \3 
FI ... rtCcrds Z5 3 Mit ...... , or IoInlce ord.r ftl ... for COlt 
FI ........ ",llIfl.ltlon .... ord I 3Z accounting 
Flnt .Id trllt .. nt 2S 2b "'torll' (flsslonab") trl .. for I. Proc", 
fhl1anlbl •• '.r111 tr."sftr In prot,,, tre. ZI IIf ..... 2. IIf 
Food .'190 reports 3 10 Meuureatllot d1 ff.renCH, trlftlf." of SS 
Fo .... contro' "I" 16 4 QI'.rtlh 24 III 
F .. lillt bills 9 I MtlSur_at l"Ko.rdS, tn,troratnul 
F ... lillt chlrge adJu._oU 9 I coat.tntt Ion Z5 9 

""Icll .... _ Z5 2 
_ .... ord' 24 ld(2).ld(4)(1) ""I .. , or he.lth .... Irch 25 4 
Gamhant ... , .... , 2 U Mit st.t sent ce 12 6 
Go .... , 'ed90n 7 2 Mltll 10114101\ tr,ansf.r rtCo:rd, 24 if 
_r.' .lIbJod fll., 16 5 MI' t.lnsf.r Ind dh,o'_ operatiOns 
_rltor _ fll.s ZI 89 roconll t, ~f 

GIIIrd foret 18 14 Motto"'097 rocord,. ,,.opU. 19 17 
GIIIrd _n 18 lib 

~ l!!!! 
MiUNoul CIIt.r'll, Ma-bU, equtP£llat .rlttoft end 

tllIOsuro to 2S 5,6,7 ... Int .... nc. 
Mo!~:r~.glng (r"I .. ett" and "ssll.) 9 6 Mobllllltton of Cll'q)OWr 

Z5 2 Mot I"" p'ct .... fl1" 
MoIUh ...... reb Z5 hperlaont Ind t.u 
Htill hind ........ t .... lIgatl .. of 2. 12 FI.ld tost .... ord' 
H'g""l1 operttfo. Ind ... ,.t ...... mOl zz Motor poo' trIp tlcllU 
Hospital .. Ih ...... Ipll 6 Ib Motor ,""Ic'. operatlo. Ind 
Hou_ld goods -91 .111 ... 9 2 _h'tI'M":' 
HouStho'd .M .... nt fl1 •• 9 I 
Hou.lng. , .... 15 Ib NlrcOtlcs and dru9 fH.s 

.... , ... "'torti' 
Incident repo" •• 'talrltt 18 12 Contracts, rtY ...... p;ro:iuctl'l9 
I_tu 2 19b L,ue I~nts 
Industrial t"91 _ring report. of .ost TreMftrs wttltout clll't9I 

rtdvctl"", or I"",_ot, 24 S<I 
'nd •• tr'"' p'ont oqvl .... nt ZI 7 IkcuPlncJ' .nd IPice report, 
Indu.t.lol p'"nt .... _ 21 OccY?'retICI' tnte.ttg,ltton fll" 
I.'poetl •• report. of fl.'~ In • ..-et ... Offtc. ~utPl=8 .. t Inw.ntol"J' 

C .... t_tl •• ) 22 Offt .... chlnt I .... t • .." cwrel 
Jnsla"nc. 2 22 Offt ...... chlnt .. Int ........ I .. _ ... n 12 S OffiCI .. chin ...... rd, 
lou .. oot and Intorl90001 Igrocaont. Operating I.u.nt" procedur., 

(,r .. ...-ot) 3 4 flr9a,'"tI ... , chart. 
'_nto,los of cllsslfted _lIts 18 5 Out.ldI ..... '07CIOOt. rtqUHU Ind 
'_ntorl" of .. Slntll' .. ttrlals 24 IIc .ppro .. " 
I==:~::. -rr':::"~lcthlng u I O .. rtt ..... thoriIlUo, fl1" 

24 IIg 
Innnto.." 3 10 

=:~~:r.'!:~:'.rltor , ... nt017 Ind .ttt~ report. of oq.I .... nt U I 
l ... nto17 of .... or oq.l .... nt U I PUI .uthorlllttcftS for IIoIt.rl ••• nd 
l~::=:~.":,::t~'J~ Ind oqwlP""nt 

Z3 I Plchgrn 
3 5 'u. '091 1 .... tli'tI_ of _1ft to ,"Ill I"" PI .. or bad90 .... _ 

~pe-' 25 6 Pall NPOf'tI, "ftrttumtd 

l::::~: ::::~~t '~r.:, 
6 II PIUII, IIIt.rlll r"8IOYlt 
6 I Pltrol fort. 

I .. Ch_ I •• poetl .. Z5 8 Patrol offlCln' ,..-rtl of In'pttCtton 

J'ftUGrtll ,,"ten 1ft _btlt,.t". Irtll 15 2 
Pltrol Igpftltn .nd tqUlpc.nt, ne.tptl 

for ,nd fn"ettort" of 
Job ..... I,. .. tlo .... null I 71 Pi7CIOnt _or fn •• 

lober re'"tlons I Z9 
P.,..l1 OIIJustaont not I ... 

l_1I0.." ~IO'091 .. 1 .... onI. Z5 II 
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Pl.1rol1 ~tn'.trat ton CON't'spol'llllnce 16 S Aeacto.. opor.t tons records l_ 8.,
1.,...,11 .llotaonl. 2 • R,actor" oPIratIons souru record. l_ 8f
Pqroll «rtlffClUo... 2 n Auctor procH' records 2' ed
p.,.,.,n ell•••1IPt 2 IS Reactor ClrQCnstng ",''''tlon records 2' I!d
PI1f'1>11 ell..,. Z I~ R...lptl••I...lfled "'I...hl 18 3,6
Pa1ro\1 chICh rK.pUul.ttoft Z 14 R...IpU for bondS .ncl eII..h 2 6

--.--~ Pl1ro·'. construct ton contractor 3 12 RKe'pU for CG-ntreb.nd art Ie'" ccnfhClted 18 n
P_I conlrol rt9llt.rs 2 14 R...lptl for Pllrol ••ppllos .ncl tclul ....1It 23 1
PI1"II dtductlons 2 _,21••22 RlCtttt,. '091. sto"" 3 -PI1,.,11 roports 16 8lI011bl RIC.hlng not ten, Iceau:ntt"9 6 ..
::r::1l :r.m~ I~:M~~. roconls

16 S RICcrde, dlans 2_ 81
16 8bO II.) AlCords Nnlgccilent It'll 16 3.11

PIrs.a:.ftMl 1 RC<lUCtd IOSI d.U 19 16b
PeSCU'IWt' aettOftS. noUftutlons of 1;2 14;11 Rt9lltlrtd ",11 12 5
P• ....-I fOlders I 1 Rt9ht." of pers.cns whlttng IlCluSloft
P.rso_1 fold.rs, ~••IIh-""'I.. 2S 7 '"IS 18 18
Ptrsotlnol etlMg«r.ent COrrflPON'f'lCe 1 3.17.,l1c,18. Aighten of ylsltors to Irlll. 'nsunlUons.
Personne' rldtltl"ft I.POSv:rt. Invest'glth. .ncl .-mltlos 18 18

recordl ~, 2S 6 Rt9hlers of .hlts 10 dlspefl'urtos 25 2c
P'nGnnal rldlltlon 'IPOI~ neords 25 6 R~lr CJl"An• .ctutpcltftt 23 2
P.rsonnol IlIltslt..1 roports 16 8 Reports (aethtl7, IdQtnl$tr.thw, f~.",
PhOlotr.~~rs' work Pt""lts 2_ Z. "nanchl, trip, ..It tn9, .pprlfsll) 16 8,12
PlloIOV.pIl, (Sot ';\0 -..slo,hUlI RS 211 Requtreatnts, SliCPpU.. 3 5,1_

Ros..~ .nd de..I_1It 19;22 5,8; R~,"rch, .tnl or ... IU, 2S -ConstructfOft _;Zl 7; R"........ncl dt..l_nt
Muter phn 17 1,2,16 h.',...ncl Pipers 19 S

PI.1lI oIOClrl••1 ulll Ities roconl. 15 3b Ex,.rt_nt Ind tilt NCords 19 5
PI.ot fClUtp:lt1ll f.llure. 2_ 7dC_lIb) .0lobookS 19 6
PI.ot prot..th.....1IrtS reports 18 10,11 Part Icl, "ctl~rlto'" 19 15
Plutonh.........Ictllt, 1091 2_ 9.1_) Pllot.,..op/ll .ncl fila 19;21;22;26 5;1,1;
Pol1V'~ 'autlnattont 16 5 ProJoct .... fll" 19 3
POI It Ion dtlcrtpt len, 1 I~ Protr.. ftl" 19 I
Pos tt ton ACord card 1 II RltIOrt. 19 7
POSU90 12 6 R.II..-1It 2 ZI
PostAll rteCrdl 12 5 ROIItlng order ftl" 9 I
PosUng Ind control ~h, IMpr 7 • Run bootl 2_ _b
Pot 1"0'" ~ta !heeu 2_ !ld
Powr .rlUons, 'loIIaIrln of 15 3b S.f~t1 eoqutp::aert Inlpection Inc! '.nle. 23
Pa.r rteOf'd' 15 3b Sof.tl ,I"IOS, _rtptt.. for 2S 1~p"",,,," ....'Hl IMPKt fon ~rt, 2_ 7dO) saf.ty htlPKt.IOftS, 'W.fuh, studl" of
Printing, blrdfng, ¢Upl tcatlon U 3.6 f..,lIll1 .......rtl of IS 1
Prforltt" 3 I- S.f.l)' ..,It od:llntslrothl pporollon. fll .. U 5
Process'''' phnll Qltnteftlntf' NportS 2_ II, S.Io.,. .ncl "90 od:llntslrotlon 16;2 Se;2_

~ ll!2
Proc." -crt '''PCrts 2' ~b
PP"OCu~nt 3
ProcurfDtl\t Uti -Ues 3 -ProdUCI wtt~r_1 .~ IS 2_ III
P~ttGn control fn ~I 2' 1
P~t fon dtPolrt~nt Pf"09rfl' ,...port, 16 8b
Produclto. ~Ionl oq.lp:ltlll lests l_ 7d(J)
Provn, reports on flnancta1, cost .nd
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