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SUBJECT: APPROPRIATE RECORDS FOR A STRATEGICALLY ALIGNED
DEPARTMENT

1. OBJECTI VES.

a. To rem nd all Departnent of Energy enpl oyees and
contractors in the possession of records created or
mai nt ai ned for Governnent use of their |egal
obligations for these records.

b. To ensure that appropriate records are created to
adequately and properly docunent the policies and
prograns of the Departnent and that they are not
destroyed or renoved from Federal custody.

2. APPLI CABI LI TY.

a. Depart nent of Energy enployees: to all records
(regardl ess of nedi a-or custodi an) created and/or

mai nt ai ned for Governnment use and delivered to or
falling under the |l egal control of the Federal
Gover nnent .

b. Depart nent of Energy contractors: to all records
(regardl ess of nedia or custodi an) created and/or
mai nt ai ned for.Governnent use and delivered to or
falling under the legal control of the Federal
Governnent .

3. BACKGROUND. Appropriate attention to records nmanagenent
requirenents is especially critical in downsizing and/or
term nating Departnment progranms. Insight to date has
reveal ed that, in such situations, records are often
m spl aced or destroyed, docunentation on work in progress is
over | ooked and, unless procedures are in place to prevent
it, records are unlawfully renoved from Federal custody.

The end result is mssing, inconplete, and/or inadequate
scientific and technical records.

4. REQUI REMENTS. The creation, protection and preservation of
records that adequately docunent the m ssions, policies and
prograns of the Departnent are required by | aw and
regul ation. These adm nistrative, scientific and technical

records are often the only denonstrable product or result of



the work perfornmed by the Departnent. The val ue of these
records is in their availability to interested audiences,
their long termhistorical significance, and in the

i nformati on needed to protect the legal and financial rights
of the Governnent and persons directly affected by the
Departnent's activities.

Strategic realignnment and cl oseout plans nust ensure that
the Departnent's records are not destroyed or renoved by
departing enpl oyees and that docunentation is conplete,
including that on work in progress. Debriefings of
departing staff nenbers are a crucial part of the
docunent ati on process and shoul d capture the how and why of
m ssion acconplishnent, and its scientific and historical
significance. Steps nust be taken to ensure that
information fromdebriefings (actions that carry out the

m ssion of the program results achieved, the know edge or

i nformati on gai ned, and the conprehension and under st andi ng
consequent to having acquired it) is properly docunented and
preserved.

Sonme organi zati ons have undertaken to produce sumaries that
docunent the decisions and history of their prograns and
projects. These efforts shall be considered conpl enentary
and not supplenentary to staff nmenber responsibilities.

RESPONSI BI LI TI ES.

a. Each i ndi vi dual ~shall ensure that docunmentati on of
their responsibilities and activities is created and
made avail able.for future reference.

b. To the degree appropriate and feasible, all managers
must ensure that the Departnent's intellectual property
is captured and preserved; and nust rem nd enpl oyees of
t he sanctions provided for the unlawful renoval or
destruction of records (18 United States Code (U S. C.)
2071).

REFERENCES.

a. 36 Code of Federal Regul ations 1222, Creation and
Mai nt enance of Records; Adequate and Proper
Docunent at i on.

b. 44 U. S. C. 3101, which requires each agency to create
and maintain records that protect the | egal and
financial rights and interests of the Governnent and
persons directly affected by the agency.

C. 18 U.S.C. 2071, which provides that the maxi num penalty
for the unlawful destruction, danage, or alienation of
records is a $2,000 fine, 3 years in prison, or both.
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7. CONTACT.

a. Fi el d. Records Managenent Program Coordi nator or site
Recor ds Manager

b. Headquarters. Departnental Records O ficer, Ofice of
| nf ormati on Managenent (301-903-4353).
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