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1. This handbook contains procedures for Agency emplovees to follow in carrying out the Records
Disposition Management Program. The objectives of records disposition management are to identify
records as having either temporary or permanent retention value: to develop and maintain a continuing
records scheduling program: to retain in office space and storage equipment only the minimum records
needed for efficient operation; to transfer to the Agency Archives and Records Center those records that
cannot be disposed of immediately but need not be maintained in more expensive office space and
storage equipment; to dispose, after the lapse of specified and approved retention periods. of those
records not having sufficient value to justify their further retention: and to preserve those records
having permanent value.

2. W Office of Information Services, Directorate of
Administration, is responsible for developing, coordinating, and monitoring the Records Disposition
Management Program for the Agency. This handbook may be implemented in such manner as to
accommodate the unique records disposition management requirements of individual components.
With the concurrence of Chief, * procedures may be modified, consistent with the Agency
regulatory system (il as necessary in the context of this program.

)

Harry E. Fitzwater
Deputy Director
for
Administration

DISTRIBUTION: $ip
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CHAPTER I: GENERAL

D .

1. PURPOSE AND AUTHORITY

a. The disposition of Federal records is governed by the provisions of 44 U.S.C. 33. These provisions
require that agencies follow regulations promulgated by the Administrator of General Services.
which include the Federal Property Management Regulations (FPMR) issued in 41 C.F.R. 101-11.
FPMR 101-11.4 (or 41 C.F.R. 101-11.4) requires that each Federal agency submit requests for
authorization to retain or dispose of records to the National Archives and Records Service (NARS) for
approval by the Archivist of the United States.

b. These requests are submitted in the form of records disposal lists or schedules on Standard Form (SF»
115, Request for Records Disposition Authority (Figure 3). Agency records control schedules are
prepared on Form‘Reeords Control Schedule, and ‘ Continuation Sheet. which describe
each records series in detail ‘with appropriate disposition instructions. & ' :

n addition to submitting SF 115s to NARS for approval. the Agency routinely forwards
copies of both the Form nd SF 115 to the Senate Select Committee on Intelligence (SSCI) for
review 60 days prior to implementation of the schedules. ‘ T

c. Once Agency records control schedules are approved and the 60-day period has expired with no -
objection from the SSCI, records custodians and records management officers are then required to
implement approved disposition instructions. Any change to these disposition instructions requires an
amendment to the records control schedule.

2. RESPONSIBILITIES

a. The Chief, Office of Information Services, Directorate of
Administration IS/DDA), serves as the Agency Records Management Officer and provides
staff guidance and assistance on records management to each directorate and independent office.
develops and publishes detailed regulations and procedures for implementing the records
management program, and is responsible for Agency liaison with NARS.

b. The WOIS/DDA, develops, coordinates. and monitors the

records management program.

¢. Records management officers are responsible for administering the records management program
within their areas of jurisdiction.

d. The Agency Archives and Records Center (AARC), ‘ OIS/DDA. is the temporary archival
storage area for storage of the Agency's permanent records until they can be declassified and
transferred to the National Archives or other Federal agencies. It is not an extension of the National
Archives. AARC provides for the storage, control. security, and servicing of both permanent and
temporary records that are not active enough to justify being retained in more expensive office
equipment or space. '

3-4. Reserved.
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CHAPTER II: PREPARATION, COORDINATION, AND APPROVAL OF
RECORDS CONTROL SCHEDULES )

5. DEVELOPING A RECORDS CONTROL SCHEDULE

a. GENERAL
The two basic phases in developing a records control schedule are:
(1) An inventory to identify records series, volume, and location.

(2) A comprehensive records series evaluation to determine retention periods.
b. THE INVENTORY OF RECORDS

The records inventory is a list of each type of records within an office. It describes each records
series, its location, and other pertinent information. The inventory is the heart of records scheduling
and should be conducted in a thorough manner by records officers. Each series of records should
actually be reviewed and measured. The records management officer (RMO) should not rely solely
on the existing records control schedule and oral descriptions by operating personnel.

(1) Use Form_ "Records Inventory Work Sheet (Figure 1), which may be obtained from the

(2) Use existing records control schedules and the General Records Schedules issued by NARS (see
paragraph c) as guides in collecting the information needed to develop revised schedules. Work
closely with the operating personnel responsible for the records in order to obtain answers to
questions about each records series.

(3) Prepare Form 'by hand, in one copy only, and use a separate form for each records series
identified. Each records series and its component parts will usually constitute one schedule item
when later preparing the records control schedule; some series may be combined into one
schedule item.

(4) Use the instructions furnished in Figure 1 to complete Form'

c. EVALUATING RECORDS SERIES TO DETERMINE RETENTION PERIODS

Records series must be evaluated in order to determine which records should be destroved. which
should be preserved, and what retention periods are necessary. Retention values for particular
records are determined on the basis of their administrative, fiscal, legal, scientific and technological.
evidential, historical, or informational value. Following this basic evaluation, it also must be
determined whether the records serve a long- or short-term purpose. General evaluation guidance is
provided in NARS handbook “Disposition of Federal Records,” Table 4, Permanent Records
Appraisal Guidelines (attached as Appendix D).

d. WRITING THE RECORDS CONTROL SCHEDULE (FORM (i

“~After the survey is completed and the records evaluations are made. the records control schedule
should be prepared. Records control schedules provide for the systematic disposition of record and
nonrecord material either by permanent preservation, destruction within the office area, transfer to
another component, or transfer to the Agency Archives and Records Center for eventual disposal or
preservation.

(1) General Guidelines

(a) The fact that a system of records is published in the Federal Register under the requirements
of the Privacy Act of 1974 must be considered when preparing or amending the records

-~
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control schedule. Offices with published records systems must ensure that the retention and
disposal statement in the Federal Register is consistent with the disposition instructions in
the records control schedule. Any substantive difference must be brought to the attention of
the Chief, Information and Privacy Division. OIS/DDA, and the Office of General Counsel
(OGQC) so that the retention and disposal statement in the Federal Register can be amended
accordingly. (See also HHB

‘e e

(b) The following statement must be included in parentheses at the end of each applicable
records control schedule description: “(Published in the Federal Register. Notification of
Systems of Records, Privacy Act of 1974. The Federal Register must be amended if this
system is changed or discontinued.)”

(c) The records control schedule description covering record copies should begin: “Record copy
of . ..." An office maintaining duplicates of records for which another office is the office of
record should identify those records in the description: “Duplicate copies of . . . . (AB is the
office of record.)”

(d) Below are some questions that should be answered in developing records series descriptions
and disposition instructions.

(1) Is this the office of record? If so, the disposition instructions must provide for the
maintenance and disposition of the record copy. If not, the instructions must provide for
the disposal of duplicate copies, whjch usually have a shorter retention period. Refer to
paragraph {(c) above.

(2) What purpose do the records serve—convenience, reference. policy, housekeeping, -
management, research, supplemental documentation?

(3) What does the term “project file” mean when used to describe records in this office? Are
the records:

(@) A gathering of data to produce a report. publication, briefing, or some other
published end product?

(b) A collection of data to develop an invention or material item other than a written
product?

(¢) A collection of data for use with any requirement that may arise in a particular area
{usually background and reference information)?

(d) Data used to monitor a specific event or action without necessarily developing
further action?

(These explanations will assist the appraiser in determining the retention value of the many
series that may be described as “project”™ records.)

(e) Below are some preferred terms or phrases to be used when writing records descriptions and
disposition instructions.

(1) “Destroy” rather than “dispose.”
(2) “Transfer” rather than “retire, ship, forward. or send.”
(8) “Record copy” rather than “original.”

(4) Duplicates should be called “duplicates™ and nonrecords should be called “nonrecords™
rather than “copies.”

(5) “Hold" rather than “retain.”

{(6) “Screen” rather than “purge.”

(7) “Sanitize” rather than “sterilize.”

(8) “Erase” rather than “degauss.”

(9) When describing logs or control cards. use as a general term “control records.”

4 . 3 August 1982
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(2) Guidance for Compvleting Form ‘ Records Control Schedule (Figure 2} and Forrl‘
Continuation Sheet (Figure 2a)
{(a) Schedule No. ]
- All records control schedules are numbered in accordance with the assigned Office of
Primary Interest (OPI} number followed by the year of preparation te.g.. 0000-S1).
(b) Directorate /Office
Enter the appropriate office designation.

{(¢) Ttem Number
Beginning with number one. list and number each records series consecutively, starting with
series common to the entire directorate/office and continuing with unique records series for
each component within the directorate, office.
File Identification
Describe each records series precisely. If the records are part of an automated data
processing (ADP) system. the system alone may be considered a records series or the user
may view the system as belonging to a larger series of records. This series description must
accurately identify the records and help determine the prescribed disposition. Each file
identification consists of six elements:
(1) The title or name of the file.
(2) A meaningful description of the file.
(3) A brief statement of the specific function or operation for which the fle is maintained.
(4) The file arrangement (not necessary for automated data processing systems).
{5) Storage medium: e.g., microfilm. puncheards.
(6) The inclusive dates of the file (e.g.. 1964-1979 or 1976 to present).
(e) Volume

Enter the total volume in cubic feet of each permanent file series and the estimated annual

growth: e.g., 120/10. Include all records in the series, whether located in the office or in
AARC. In determining volume. fractions are rounded to the neares half foot.

(d

~—

(f) Disvosition Instructions

Entries in this column are made only after careful evaluation of the records series. based on
guidance provided in paragraph 3c. The disposition instructions consist of the following
elements:

(I) Each instruction should begin by indicating whether the record series is
“PERMANENT" or “TEMPORARY." All disposition instructions must specify the total
retention period followed by complete instructions for file cutoff. transfer. and
destruction. Examples:

Temporary. Destroy 2 vears after cutoff. Cut off at end of each calendar year. hold in
current files area for 2 years and destroy.

Temporary. Destroy 3 years after cutoff. Cut off at end of each calendar year. hold in
current files area for | year, then transfer to AARC for 2 years and destroy.
Permanent. Cut off at end of each calendar year. hold in current files area for 2
years, then transfer to AARC.

Permanent. Transfer to AARC when no longer needed in the current files area.

(2) Disposition instructions for microfilmed records will provide for the disposition of the
microforms as well as the original records.

(3) The Generai Records Schedules, previous NARS approvals. or any other officiaily
established disposition authority must be cited in parentheses at the end of the disposition
instructions of the records to which thev apply: e.z. ‘GRS 1%-3a), :NC-122-75-43.

-~
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(GAO Title 8). If the proposed disposition differs from the authorized disposition,
justification must be provided on a separate sheet, cross-referenced to the schedule item
citing the authority.

6. COORDINATION AND APPROVAL OF RECORDS CONTROL SCHEDULES

WHO
a. RMO

b.

¢. RMO

d. G

e. NARS Representative
t. Wi

g. NARS Representative

h. g

i. NARS

i cAllil

DOES WHAT
Forwards draft of schedule to ‘for review.

Reviews schedule and discusses any questions with RMO.

(1) Incorporates any changes made to the schedule and prepares final
draft.

(2) Forwards draft to-

(1) Coordinates draft schedule with Agency Archives and Records Center.
(2) Contacts NARS representative to arrange for NARS review.

Reviews draft schedule and recommends any changes to.
Coordinates changes recommended by NARS representative with RMO.

Reviews changes and approves final draft.

(1) Prepares final schedule (see Figures 2 and 2a) and SF 115, Request for
IiecordS Disposition Authority. A st

LIPS

(2) Coordinates final schedule and SF 115 with originating office and
obtains signatures of RMO and office/directorate head, approving
content and security classification; obtains OGC concurrence where
appropriate.

(3) Forwards original and one copy of SF 115 to NARS.

(4) Forwards one copy of records control schedule and SF 115 to Office of
External Affairs, Legislative Liaison Division (LLD), for transmittal to
the SSCI.

(5) Holds original copy of records control schedule and one copy of SF 115
with coordination sheet until approval received from NARS.

If clarification is necessary on an SF 115, notifies C/Afil

(1) Hand-carries records control schedule to NARS for meeting.

(2) When approved SF 115 is received from NARS. notes on the original
records control schedule any changes made by NARS.

(1) I any changes were made by NARS, sends a copy of each amended
page of records control schedule and SF 115 to LLD for the SSCL

(2) Distributes copies of records control schedule and SF 115 as follows:
Form m and SF 115—‘(Ofﬁce of Record).
1 of each—Directorate RMO.
1 of each—Responsible RMO (if other than directorate RMO).
1 of each—AARC.

~
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Upon receipt of the approved schedule, the office may transfer records to AARC as authorized by the
disposition instructions. No destruction of records may occur under the approved schedule until 60 days
after receipt of the records control schedule and SF 115 by the SSCIL will inform the RMO of the
expiration of the 60 days in the transmittal memo covering their copy of the records control scheduie
and SF 115. Any amendments made to the records control schedule must be handled in the same
manner.

7. AMENDMENTS TO RECORDS CONTROL SCHEDULES

FPMR 101-11.401-3e) requires that records control schedules be reviewed annually and amended as
necessary to maintain currency. Amendments are necessary to reflect organizational changes. the
creation of new file series. conversion of a file series to a different medium, transfer or deletion of
existing file series, or substantive changes in item identifications or disposition instructions. It is the
responsibility of the RMQ’s to ensure their records control schedules are current.

a. When changes to a records control schedule involve the addition of a new file series, conversion of a
file series to a different medium, substantive changes in item identifications, or changes in retention
periods, the procedures in paragraph 6 shouid be followed.

b. Amendments such as organizational changes. discontinuance of file series, or transfer of files from
one office to another do not require resubmission of an SF 115 to NARS. Requirements for effecting
such changes are:

(1) Discontinued File Series or Orzanizational Changes

RMO’s are responsible for informing {8 in writing of any discontinued file series or
intradirectorate organizational changes explaining the nature of the change and effective dates.
The original and one copy of the memo should be sent to Wivia the directorate RMO. with one
copy to AARC. will retain the original with the record copy of the records control schedule
and forward one copy to the SSCI via LLD.

(2) Transfer of Files

Interoffice transfers of files are effected by memorandum signed by both the transferring and
the accepting office. It is the responsibility of the RMOQ's of each office to amend their records
control schedules to reflect the transfer. The RMO of the accepting office should add the new
records series to his or her records control schedule, identifying the transferring office. old
records control schedule item number, and date received, and forward an original and one copy
of the Form @to #fJéand one copy to AARC’,‘wiH distribute the original and one copy as
in paragraph 7b1) above.

8-9. Reserved.
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CHAPTER III: IMPLEMENTATION OF APPROVED
RECORDS CONTROL SCHEDULES

10. THE RECORDS INFORMATION SYSTEM

a.

An important part of the Agency’s control over records transferred to the AARC is a computer
system called the Archives and Records Center Inventory System ARCINS). ARCINS is a subsystem
of The Records Information System (TRIS), a computer-based records management system being
developed by OIS.

. All records transferred to AARC are entered into the ARCINS system by job number, box number.

folder number, folder title, and inclusive dates. When completed. ARCINS will provide an index to
all file folders deposited in AARC.

Another subsystem planned as a part of TRIS is the Records Center and Archives Management
System (RAMS). It is envisioned that this system will consist of a network of online terminals
connecting AARC with RMO's throughout the Agency. The system is intended to reduce the
paperwork required in depositing, accessioning, maintaining, referencing, servicing, and disposing of
retired records by enabling these transactions to be conducted via computer.

11. RECORDS DESTRUCTION POLICY

a.

&

3 August 1982

Before destroying any records, an employee must consuit the component RMO and the custodian of
the records to ensure that the records are scheduled for immediate destruction on an approved
records control schedule.

Records relating to pending Freedom of Information Act (FOIA) or Privacy Act (PA) requests to the
Agency are subject to additional retention periods established by the Archivist which are included in
the records control schedules. Normally, requested records are duplicated in their entirety at the
time of a request, and the duplicate copies are maintairied in accordance with the retention period
for the related request. However, if such duplication is not practical, the records are instead fagged
at the time of the request using Form 4 Information Request Flag (Figure 4), and must be
segregated from the records series at the time the records series is being processed for destruction.
Alternatively, all records in process for destruction may be checked against an automated index of
FOIA/PA requirements.

. Records being processed for destruction must be checked to determine whether they are related to

actual or impending litigation or to matters under investigation by the Department of Justice or
Congress. The initial determination will be made by the component RMO and the custodian based
on their review of the records and on information provided by OGC and LLD to the component
RMO through the Agency and directorate RMO’s. If the initial review raises any question as to
actual or impending legal or investigative requirements for the records, authority to destroy them
must be obtained by routing Form @ Request for Authorization to Retain or Destroy
Questionable Records, through the custodian and the component and directorate RMO's to ‘ The
Agency RMO must obtain the concurrence of OGC prior to approving the actual destruction of the
records. (If approval is denied, the Agency RMO must submit to the Archivist a request for
authorization to retain the records longer than originally scheduled.)

In addition to notifying the Director of Central Intelligence. OGC, and the Inspector General as
required in YNNI should be notified if any improper files on United States citizens or resident
aliens are identified using the criteria of Executive Order 12333, 4 December 1981. Section 2.
Conduct of Intelligence Activities,
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12. PROCEDURES FOR DESTRUCTION OF RECORDS IN OFFICE AREA

WHO
a. Records Custodian

b. Component RMO

¢. Directorate RMO

d. c/ffp

e. OGC

£. it

h. Component RMO/
Custodian

10

DOES WHAT

Consuits with RMO regarding records to be destroyed. Identifies records
pertaining to FOIA and PA requests or containing information related to
any item on the OGC-LLD Records Retention Requirements List.

(1) Verifies that records are scheduled for immediate destruction per the
approved records control schedule.

(2) If not, either authorizes records to be held until due for destruction or
prepares amendment to the records control schedule in accordance
with paragraph 7.

(3) If records are due for destruction, checks the records against the OGC-
LLD Records Retention Requirements List. If records are free of OGC
and LLD interest and do not contain records pertaining to FOIA or PA
requests. authorizes destruction of records.

(4) If records contain information related to an item or items on the OGC-
LLD list or information that might be of possible interest to OGC or
LLD, prepares an original and four copies of Form‘ {Figure 3).

(5) Forwards original and four copies of Form* to directorate RMO.
Reviews request and, if in agreement, signs Form §#and forwards all

copies to C/ 4l

Reviews and assigns number to request, holds suspense copy, and forwards
remaining copies of Form “to OGC.

(1) Determines if records should be retained or destroyed and checks
appropriate box on Form ‘ If further retention required,
recommends proposed new disposition instructions.

(2) Retains one copy of Form‘and forwards original and remaining
copies to C/

Approves or disapproves request based on OGC guidance and forwards
Form ‘to C‘
(1) If records authorized for destruction, distributes F orm“s follows:
Original
1—Directorate RMO
1—Component RMO
1—Requesting Office
(2) If some or all records are to be retained:

(a) In coordination with the component and directorate RMO's and
OGC, prepares a letter requesting extension of the retention
period and forwards letter to NARS for approval with one copy to
SSCIL.

(b) Forwards copy of approved letter with copy of Form (iR to
component RMO, directorate RMO, and requesting office.

(1) If records are authorized for destruction. destroys records.

(2) If records are to be retained. posts new disposition date on file and
index.

3 August 1982
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WHO DOES WHAT
(3) If some records are to be destroyed and others retained. flags those
records to be retained with Form 4 Posts new disposition date on
file or index. Destroys remaining records.
NOTE: If records authorized for destruction consist of material containing
silver or other precious metals (e.g., microfilm. photo paper, X-rays).
contact , Office of Logistics (OL), for disposition
instructions.

13. PROCEDURES FOR TRANSFERRING RECORDS TO THE AGENCY ARCHIVES AND:
RECORDS CENTER (AARC)

The following procedures can be used for any type of record. However. if data processing files are
maintained for a custodian by the Office of Data Processing (ODP), the custodian and the custodian’s
RMO should consider using ODP’s magnetic tape offsite storage procedures instead of the procedures

stated below. ODP’s procedures are published in the ODP Users Guide and are reprinted as Appendix E
of this handbook.

a. SUPPLIES NEEDED

(1) Boxes—records center boxes are available inm. OL. Check with

RMO if special boxes are needed.
(2) Form ”Records Retirement Request—available in‘(F igure 6).
(3) Form Yl File Review Worksheet—available in AP Figure 7).
(4) Form ‘ Records Storage Box Label—available in IS Figure 8).
)

(5) Form @I Record of Top Secret Documents Transferred to Agency Archives and Records
Center—available in JKFigure 9).

b. PROCEDURES

WHO . DOES WHAT
(1) Custodian (a) Checks records against applicable items of records control schedule to

ensure compliance with disposition instructions.

(b) Prepares Part I of Form ’The description in Part I should include
name of file series, content and arrangement of records. function or
purpose for which files were created, inclusive dates of files. and
media of records (e.g., paper, microfiche, magnetic tapel. NOTE:
More than one series of records may be transferred under the same
Form ¢k but only if the applicable records control schedule items
have the same disposition date.

{(¢) Forwards Form ‘ to component RMO. If Top Secret (TS) or SCI

material is included in records to be transferred. note either TS or
appropriate SCI system designator on the form.

(2) Component RMO (a) Reviews Form i for completeness and verifies that records are

eligible for transfer. Completes Part II of Form a

(b) Forwards original and four copies of Form ‘to accessioning unit of
AARC with note if there are any special circumstances concerning the
transfer.

(c) When copy of Form ‘with job number is received from AARC as
authorization to transfer records. notifies records custodian to prepare
the records for transfer.

3 August 1982 - e 11
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WHO DOES WHAT
(3) Custodian (a) Removes and destroys duplicates and ensures proper filing

arrangement of records. Checks labels for proper file titles and
inclusive dates.

(b) Packs the records in the boxes without disturbing the existing ﬁlin;;
arrangement. Viewing the small, seamless end as the front of the box.
places files in the boxes as follows: letter-size files in front-to-back
order and legal size files in left-to-right order. Leaves room in the
boxes so that folders can be removed easily for reference.

(c) Numbers folders consecutively within each box (front-to-back or left-
to-right, as appropriate) beginning with No. 001 for each box.
Numbers each folder on the upper right corner of folder tab or upper
right corner of documents not contained in folders. (Odd-size material

~ such as magnetic tapes, belts, cassettes, microfilm cartridges. or
individual microfiche should be numbered as file folders. A tray of
microfiche may be numbered as one folder if its content involves a
single subject; in this case, reference service to individual microfiche
within the tray will not be provided—instead the entire tray must be
retrieved.)

(d) Completes Form -F ile Review Worksheet, in triplicate,
I , .~ . ._ following the instructions printed on the back of that form. NOTE:
AARC services reference requests only to the level at which they are
entered on Form Wi e.g., if there is only one entry per box, the
whole box must be recalled.

(e) Completes Form WifJiR if collateral TS documents are included in the
job. Flags individual collateral TS documents so they can be seen upon
opening the box. (Form Y Control and Cover Sheet for Top Secret
Document, has a tab that serves this purpose. Green cardboard tabs are
available from AARC if needed. For microfiche, the tabs should be cut
to a 4%-inch length and inserted in the front of the microfiche
envelope.) .

() f SCI material is involved, follows established security and
administrative procedures furnished by RMO.

(8) Completes Form¥lB Records Storage Box Label. for each box. Cites
any access restrictions on Form Affixes label to the upper left
corner of the small, seamless end of the box.

(h) Contacts component RMO for review of boxes and paperwork.

(4) Component RMO  Reviews files and paperwork for completeness and furnishes any special
instructions necessary.

¢. DISTRIBUTION OF FORMS Sl AND Sl AND SHIPPING INSTRUCTIONS

(1) Form 4l Record of Top Secret Documents Transferred to Agency Archives and Records
Center

Original and 2 copies—To AARC with records. (AARC verifies, signs, and returns one copy to
area Top Secret Control Officer (TSCO). AARC retains copy and sends signed original to Agency
TSCO.)

1—Retained by custodian.
1—Sent to area TSCO prior to shipment of records as suspense copy.

-~
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(2) Form WM File Review Worksheet

Original—Sent to WI& for input into ARCINS.

(Once data is input and verified, will send two copies of computer-generated shelf list to
component RMO.) -
1—AARC with records. RS
1—Component RMO as holdback.

(3) Boxes of Records

(a) If the total number of records center boxes is 10 or less, the boxes will be picked up during
the regular courier pickup.

(b) If there are 10 or more but less than 50 boxes, call the m
Yy OL. to arrange for pickup.
(c) If there are 50 or more boxes, the RMO will call AARC to arrange for transport. The AARC
needs the following information:

(1) Number and type of boxes.

(2) Location where the records are to be picked up.

(3) Name and extension of custodian.

(4) Any other applicable information if the shipment is unusual.

d. INSTRUCTIONS FOR TRANSFERRING MICROFILM

Basically the same procedures established in paragraph 13b should be followed for transferring
microfilm to AARC. Below are some additional instructions to be followed for microfilm records.

(1) Documentation. Verification. and Certification

(a) The fact that the records are on microfilm must be made a part of the description on Form
) e.8., “records are on 16mm microfilm,” “records are on microfiche,” or a similar
statement that adequately describes the medium. If microfilm is the record copy, a
certification statement that the microfilm has been verified must be on the Form §i§and
should read: “The microfilm described hereon was produced in the normal course of Agency
operations and has been verified as a complete and accurate copy of the original record.” It is
the responsibility of the creating office to ensure that microfilm is verified where required.

(b) If the microfilm is a permanent record, the silver original (or a silver duplicate) plus one copy
(which may be silver, diazo, or vesicular) must be transferred to AARC. Two job numbers
and therefore two Forms #are necessary for permanent microfilm due to the separate
storage locations of the original and duplicate copies at AARC (see paragraph (3) below). The
original silver and duplicate must be transferred in separate containers. The flm should be
arranged identically in each container. Each Form A should indicate whether the
microfilm is the silver original or the silver, diazo, or vesicular duplicate. Two identical sets
of Form &l are required, one for each job number. NOTE: This procedure is necessary
because the silver original is not used for reference purposes.

(c) The fact that the records consist of microfilm must be recorded in the column headed
“Medium” on the Form

{2) Storage Containers for Microfilm

(a) Roll film is transferred to AARC in 3 x 12 x 15 inch boxes. Microfiche is transferred in -
4% x 6% x 15 inch boxes. Both boxes are available from AARC.

(b) Foreign materials such as rubber bands. paper clips, or string must not be used to hold flm
on reels. Only acid-free paper strips may be used for this purpose. Microfiche must be
independently filed in acid-free envelopes in the storage containers without using paper
clips, rubber bands. or other items to bind them together.

~
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(3) Storage Facilities for Microfilm

The silver original of permanent microfilm and of microfilm used to generate reproduction
masters is stored in the cool room. Temporary microfilm and duplicates of the permanent silver
original microfilm are stored in the normal stack areas.

(4) Use of Microfilm Ce.

The silver original of permanent microfilm must not be used for reference or verification
purposes. It may be used only to produce additional duplicates as necessary.

14, REFERENCE TO RECORDS TRANSFERRED TO THE AGENCY ARCHIVES AND
RECORDS CENTER

Reference requests that conflict with restrictions established by the office that transferred the records
will not be honored. Depositors placing restrictions on transferred records are required to abide by the
handling instructions they impose. At no time will AARC personnel be asked to open a container of
records on which restrictions have been placed to prohibit servicing for reference needs; depositors must
recall, control, and handle the entire container. When records containing Top Secret documents are
recalled from AARC, the Top Secret documents must be sent to the requesting office via the area
TSCO. The records withdrawal request must be coordinated with the area TSCO, and the requesting
office should indicate how long the records will be retained by that office. If the records are to be
retained for longer than 60 days or on a permanent basis, the requesting office must annotate its copy of
Form #l to show which documents are being retained and send one copy of the form to the area
TSCO. The area TSCO must complete a Form ‘Record of Document Transaction, indicating the
change in location of the documents, and forward it to the Agency TSCO. The requesting office also
must coordinate the return of the Top Secret documents to AARC through the area TSCO. When
records are recalled from AARC, it is the responsibility of the requesting office to ensure that the
records are returned as soon as possible. When records are recalled from AARC on a permanent basis,
the request must be signed by the component RMO. Routine requests for reference service to records
transferred to AARC will be made by completing a Form @ ::rchives & Records Center Service
Request (Figure 10). It is important that all information requested on this form be filled in. A separate
Form #fK should be completed for each job number.

a. GUIDANCE FOR COMPLETING FORM -, ARCHIVES & RECORDS CENTER SERVICE
REQUEST ‘ :

{1) No. and Date Serviced
Do not fill in No. and Date Serviced boxes; these will be filled in by AARC.
(2) Date
Enter the date of the request.
(3) Box Number
Enter the box(es) being recalled or the box in which individual folders being requested are filed.

(4) Job Number

Enter the job number under which the records were transferred (ONLY ONE JOB NUMBER
PER REQUEST FORM.. '

(5) Action Requested
Enter the type of action required; e.g., loan, permanent retention, or information.

(6) Name of Requester
Enter the name of the person requesting the service.
(7) Office and Telephone Extension
Enter office OPI number and telephone number of the requester.

-
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8) To
Enter the name and complete address of the person to whom the records are to be sent.
(9) Log Data -

Indicate whether the material is to be used for FOIA, Privacy Act. congressional investigations.
or other purposes. If an individual folder is requested. enter the folder number and title and
special instructions, as necessary. Multiple folders may be requested on a single Form as
long as the folder numbers are in consecutive sequence (i.e., folders 1, 2, and 3. or 13 through 20):
otherwise a separate Form ‘ must be prepared for each folder.

b. TYPES OF REFERENCE SERVICE

(1) Routine Service
This service requires about 36 hours; e.g.. requests mailed one morning usually are flled and
returned to the headquarters mailroom the next day. To obtain routine service. complete a Form
] retain the last copy, and send the remaining three copies to AARC. Some offices find it
desirable to require that all requests for reference service be made by or channeled through one
or two persons in the office. The names of such persons should be on record at AARC.

(2) Priority Service
This service requires about eight hours. To obtain priority service. call the component RMO.
explain the need for such service, and furnish component RMO with the same information

required on the F orm‘. Telephone requests will be honored only when they come from the
component RMO or alternates who have written authorization.
(3) Emergency Service

This service requires only the time it takes to pull the record and deliver it to the requester: e.g..
about one and a half hours. To obtain emergency service, call the component RMO. explain and
justify the need for emergency service, specify the time the records are needed. and furnish
component RMO with the same information required on Form @i} Emergency service will be
provided only at the request of the component RMO or alternates who have written
authorization.

Afterhours Service

c

This service requires about two hours. To obtain afterhours service, follow procedures set up by
the component RMO.

¢. VISITORS TO THE AGENCY ARCHIVES AND RECORDS CENTER

Visitors to the Agency Archives and Records Center are required to call one day prior to their arrival
to inform the Chief, AARC of their planned visit giving date, name, and purpose of visit so that
arrangements can be made for admittance to the site. Visitors will adhere to the escort requirements
at all times. Visitors will refrain from smoking, eating, drinking, or having containers or vases of
liquid in any area where records are stored or are being worked on while visiting the Archives and
Records Center.

15. PROCEDURES FOR DESTRUCTION OF RECORDS HELD IN THE AGENCY ARCHIVES
AND RECORDS CENTER

The following procedures will be followed when the scheduled destruction date arrives for temporary
records transferred to AARC.

a. BASIC PROCEDURES

WHO DOES WHAT
(1) AARC (a) Prepares original and three copies of Form ‘ Request for

Authorization to Destroy Records in AARC (Figure 11, completing
itemns 2 through 7.
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WHO DOES WHAT
(b) Retains last copy as suspense.
(c) Forwards original and two copies to component RMO.

{2} Component RMO  (a) Consuits with custodian of records to see if records are still needed and
checks OGC-LLD Records Retention Requirements List. - .

(b) If records are not needed and are free of OGC or LLD interest. checks
fourth block on Form ‘destroy all), signs, has custodian sign. and
returns original and one copy of Form ’to AARC. (Proceed to Step
15a(5Xb).) If records contain information related to an item on the
OGC-LLD list, follows preocedures in paragraph 13b. If records are
free of OGC-LLD interest but some or all are still needed, checks first
or second block on F orm.(retain all; retain partial).

{c) Provides proposed new disposition instructions and justification for
continued retention of records under Section 8 (Remarks) of Form

(d) Signs and forwards original and one copy of Form 3 to#l through
directorate RMO with a copy of Form W pertaining to the job and. if
only a portion of the records are to be retained, a copy of the shelf list

) annotated to show which records are to be retained.
{(3) Directorate RMO Reviews request and, if in agreement, forwards to‘

(4) ‘ (a} Prepares a letter requesting extension of the retention period and
forwards letter to NARS for approval with one copy to the SSCL

(b) When approval is received from NARS, forwards Form ¢ and one
copy of approved letter to component RMO and one copy of approved
letter to directorate RMO. ' maintains original letter with record
copy of records control schedule.)

(c) Forwards original and one copy of Formaiiil with copy of approved
letter and, if appropriate, shelf list to AARC.

(3) AARC (a) Posts new disposition date on Form*or records to be retained.

(b) Destroys records authorized for destruction. (If records consist of
photographic material (such as microfilm) containing silver, they will
be processed through appropriate channels for silver recovery.)

(¢} Files original Form ‘ with Form i
(d) Forwards one copy of Form ¥ and ‘ to RMO as notification of
destruction.
b. ALTERNATIVE PROCEDURES FOR QUESTIONABLE RECORDS
First follow paragraphs 15a(1Xa) through 15a(2Xb) of Basic Procedures. Then proceed as follows:
WHO DOES WHAT

(1) Component RMO  (a) If records contain information related to an item or items on OGC-
LLD list or information that might be of possible interest to OGC or
LLD, checks third block on Form “ (Questionable) and prepares
original and four copies of Form

(b) Signs Form Ji} forwards original and four copies of Form ‘ with

original and one copy of Form“to hrough directorate RMO.

{2) Directorate RMO Reviews request and if in agreement, signs Forms .and forwards forms
to

16 o 3 August 1982
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WHO DOES WHAT
@) C/ ‘ Reviews and assigns number to request, holds suspense copy of Form

and both copies of Form il and forwards remaining copies of Form
@i to OGC.

(4) OGC (a) Determines if records should be retained or destroyed and checks
appropriate box on Form If further retention is required.
recommends proposed new disposition instructions.

(b) Retains one copy of Form Wil and forwards original and remaining
copies to Chief, @ity OIS.

(5) Crlg Approves or disapproves request based on OGC guidance and forwards
Form ‘ to C/
(6) C/'* . (a) If records are authorized for destruction, forwards copy of Form “

to directorate RMO and component RMO.
(b) If some or all records are to be retained:

(1) In coordination with the component and directorate RMO’s and
OGC, prepares a letter requesting extension of the retention
period and forwards letter to NARS for approval. with copies to
the SSCI.

(2) Forwards copy of approved letter with Form AR directorate
RMO and component RMO.

(c) Forwards one copy of F orm @ with original and one copy of Form
‘ to AARC. (Also sends copy of approved letter of continued
retention if records are to be retained.)

(7) AARC (a) If records authorized for destruction, destroys records. (If records
consist of photographic material such as microfilm containing silver,
they will be processed through appropriate channels for silver
recovery.) Files Form *and W with and sends copy of Form

and Jilifto component RMO as notification of destruction.

(b) If all records are to be retained, posts new disposition date on Form ®=®
and files Form ‘ . and approval letter with Form +*%
(c) If some records are to be destroyed and others retained:
" (1) Posts new disposition date on Form ‘for records to be retained.
(2) Flags those records with F orm‘ records to be retained.

(3) Follows procedures in paragraph 15a above for records to be
destroyed and distribution of forms,

16. TRANSFER OF RECORDS TO THE NATIONAL ARCHIVES AND RECORDS SERVICE

a. Permanent records may be offered for accessioning to NARS when no longer needed for the conduct
of Agency business. When accessioned into N ARS, these records are surveyed, screened. and then are
made available to the public, according to any mutually agreed-upon access restrictions.

b. The Administrator of General Services is authorized by 44 U.S.C. 2103 to “direct and effect the
transfer to the National Archives of the United States of records of a Federal agency that have been
in existence for more than thirty vears and determined by the Archivist of the United States to have
sufficient historical or other value to warrant their continued preservation by the United States
Government, unless the head of the agency which has custody of them certifies in writing to the
Administrator that they must be retained in his custody for use in the conduct of the regular current
business of the agency.”
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¢. The following procedures should be followed to transfer permanent records to NARS:

WHO DOES WHAT

(1) Component RMO  (a) Prepares original and five copies of Standard Form 258. Request to
Transfer—Approval and Receipt of Records (Figure 12), completmg
Items 1 through 3. (SF 258 is available from - " -

(b) Forwards all copies of SF 258 to C, @M through directorate RMO.
(2) Directorate RMO Reviews SF 258 and forwards to C/’ '
3 C- (a) Reviews and signs SF 258.

(b) Holds one copy as suspense and forwards original and four copies to
NARS.
(c) When approval to transfer records is received from NARS. sends one

copy of approved SF 258 to component RMO through directorate
RMO.

(4) Component RMO Follows instructions provided by NARS on SF 258 for shipping the records
to the National Archives.

(5) NARS Signs and returns one copy of SF 258 to C/‘ as notification of receipt of
records.

17. TRANSFER OF RECORDS TO ANOTHER FEDERAL AGENCY

In accordance with FPMR 101-11.409, NARS approval is needed for the transfer of records between
agencies. The component RMO for the office requesting the transfer of its records to another agency

should send a memorandum to C"-through the directorate RMO containing the following
information: i ) )

a. Office responsible for the records and agency to which records will be transferred.

b. A concise description of the records to be transferred, including volume and inclusive dates,
applicable records control schedule number. and item numbers.

. Any restrictions imposed on access to or use of the records.

a o

. Number of reference requests per month, identification of requesters, and purpose of requests.
e. Number of persons involved in administering the records.

f. Present and proposed physical locations of the records.

g. Why the proposed transfer i is in the best interests of the Government.

h. Justification for the transfer of records more than five years old.

C/‘then will request the concurrence of the gaining agency and the approval of NARS. When
approval is received. C/‘ will inform the component RMO where to ship the records. The records
control schedule must be amended following the instructions contained in paragraph 7b.

18. DISPOSITION OF GIFTS

a. ”addresses Agency policy and. procedures concerning the receipt and disposition of foreign
gifts. The Director of Personnel is responsible for all foreign gifts accepted by Agency employees and
will arrange for the appropriate disposition of such gifts.

b. Records storage space at the AARC may be used to hold foreign gifts when necessary and
appropriate.

-~
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CLASSIFICATION

RECORDS INVENTORY WORK SHEET
PREPARED BY €XTENSION SaTE -
(@) (2} (3
QFmICE, DIVISICN, BAANCH, SECTION CUSTOOtAN LOCATION OF X1 ES
(&) (3) (8)
TITLEOF FiILKS
(N
QESCRIPTION 3)
. Name of person conducting the survey.
2. Telephone extension of person conducting the survey.
3. Date the inventcorv is conducted.
L. Directorace, Uffice, Division, Branch, and Section maincaining :.e {iles,
5. Person responsibie for the files.
6. Room Number and Builiding where the Ziles are located.
7. Brief title of record series.
8. A clear descriprtion, including the function and value of the recsrds, is dasic to
the success of the invencory and the schedule.
Y. Arrangement of record series; i.a., alphabetic by subject, chromological,
numerical by case number, etc.
10. The years of the oldest and most recent documents in the series.
11. Yote the media of the records; i.e., paper, audio-visual, magnetic cards, atc.
12. How often are files referred to? This iaformacion is pertinenc :o establisning
disposicion instructions. ’
13. The office responsible for maintaining the official file for the agemey should be
noted for each record series.
14. Measuremencs snould be as simple as possible; figures may bde rounded to the
nearest half-foot.
15. Estimacte the annual rate of growth for each file series.
FILING ARRANGEMENT INCLUSIVE DATES
(9) (10)
MEDIA OF RECONDS FREQUENCY OF 33K
(1) (12)
OFMCE OF RECORD VQLWME (CUBIC FEET) RATE OF ACSLMULATION
(13) (1%) (15)
REMARKS

Ld-10 G83ELETL PREVIONS CLASSIFICATION
$+60 ({1 2R22 1)

Figure 1
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7. 3.
IYEM NO i ‘N inctusive Dates or Retention Penoas) SAMPLE OR

10.
108 NO ACTION TAKEN

1. OFFICE SUBJECT FILES
a. Policy Files (120/10)

Permanent. Cut off at end of each calendar
year, hold in currenc files area for 2 years,
then transfer to the Agency Archives.

b. Administrative Files (Non-record)

Temporary. Destroy 2 years after cutoff. Cut
off at end of each calendar year, hold inactive
records in current files area for 1 year,
transfer to the Agency Records Center for

1l year and destroy.

¢. Chronological Files
Temporary. Destzroy 2 years after cutoff. Cut

off at end of each calendar year, hold in
current files area for 2 years and destroy.
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APPENDIX B—GLOSSARY OF TERMS

(1) The act and procedures involved in a transfer of legal title and
the taking of records or papers into the physical custody of an
archival agency or a records center. In records center opera-
tions, transfer of legal title may not be involved.

(2) The materials involved in such a transfer of custody.

See CURRENT RECORDS.
See HOUSEKEEPING RECORDS.

The usefulness of records to the originating or successor agency in
the conduct of current business. See also RECORDS VALUE.

A temporary storage area for the Agency's permanent records
until they can be declassfied and transferred to the National
Archives.

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

The determination by appraisal that records are worthy of
permanent preservation by an archival agency. See also
HISTORICAL VALUE.

(1) The noncurrent records of an organization or institution
preserved because of their permanent value: also referred to as
archival materials or archival holdings.

(2) The agency responsible for selecting, preserving, and making
available archival materials; also referred to as an archival
agency.

(3) The building or a part of a building where such materials are
located; also referred to as an archival repository or depository.

Acting for the Administrator of General Services. the official who
is responsible for the appraisal and disposition approval of Federal
records based on their legal, historic, fiscal, administrative, or
other value.

A folder or other file unit containing material relating to a specific
action, event, person. place, project. or other subject. Sometimes

. referred to as a project file or a transaction file. Also a collection of

such folders or other file units,

Extra copies of records. personal papers, or publications main-
tained for ease of access and reference. Sometimes improperly
known as personal file.

A specific area within the Archives and Records Center Building
constructed under specifications required by law for the storage
and preservation of filmed records or records on other perishable
media requiring this environmental control.




HHE S

APPENDIX B

CURRENT RECORDS
CUT OFF
DEPOSITORY
DISPOSAL

DISPOSAL AUTHORITY
DISPOSAL LIST
DISPOSITION

DOCUMENT

EVALUATION
EVIDENTIAL VALUE

FILE

FILE BREAK
FILES

FISCAL VALUE

GENERAL RECORDS
SCHEDULE

HISTORICAL VALUE

HOLDING AREA

HOUSEKEEPING RECORDS
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Records that are necessary for conducting the current business of
an office and therefore must be maintained in office space and
equipment,

See FILE BREAK.

A place where archives and noncurrent records are kept. Some-
times referred to as a repository.

Physical destruction of records.

The legal authorization for the disposal of records obtained from
the Archivist of the United States and, for certain series, from the
Comptroller General.

A document providing one-time authorization for the legal
destruction of a specified nonrecurring record series.

The transfer or disposal of records.

Recorded information regardless of medium or characteristics,
Frequently used interchangeably with record. See also
RECORDS.

See APPRAISAL.

The value attached to records because of the evidence they

contain of an Agency’s organization and functions. See also
RECORDS VALUE.

(1) An accumulation of records maintained in a predetermined
physical arrangement. Used primarily in reference to current
records, the term in archival usage may refer to either a series
or a file unit, such as a folder or dossier.

(2) To place documents in a predetermined location according to
an overall plan of arrangement.

(3) Storage equipment, such as a filing cabinet. See also SERIES.

Termination of a file at regular periodic intervals to facilitate
continuous disposal or transfer of the file series.

A collective term usually applied to all records of an office or
agency.

The usefulness of records for information about the financial
transactions and obligations of agencies and organizations. See also
RECORDS VALUE.

A schedule, issued by NARS, governing the disposition of specified
recurring record series common to several or all agencies.

The usefulness of records for historical research concerning the

agency of origin or for information about persons, places, events,
or things. See also RECORDS VALUE.

Agency space assigned for the temporary storage of current or
semicurrent records and for records with relatively short retention
periods. Also known as staging area.

Records of an organization that relate to budget, fiscal, person-
nel, supply, and similar administrative or facilitative operations
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INACTIVE RECORDS

INFORMATION
MANAGEMENT

INFORMATIONAL YALUE

INVENTORY

LEGAL VALUE

NONCURRENT RECORDS

NONRECORD MATERIAL

OFFICE OF RECORD

PAPERWORK MANAGEMENT
PERMANENT RECORDS

PRESERVATION

PROGRAM RECORDS

PROJECT FILE
RECORD COPY
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normally common to most agencies, as distinguished from pro-
gram or substantive records that relate to an agency'’s primary
functions. See also PROGRAM RECORDS.

See NONCURRENT RECORDS.
See RECORDS MANAGEMENT. e

The value of records that derives from the information they
contain on matters with which public agencies deal, rather than
from the information that is in such records about the agencies
themselves. See also RECORDS VALUE.

A survey of records series prior to the development of schedules.
Generally includes data such as series titles. inclusive dates, use,
quantity, arrangement, duplication. and other pertinent infor-
mation.

The usefulness of records containing evidence of legally enforce-
able rights or obligations of governments and/or private persons.
See also RECORDS VALUE.

Records that are no longer required in the conduct of current
business and therefore can be accessioned by an archival reposi-
tory or destroved. See also CURRENT RECORDS, SEMI-
CURRENT RECORDS.

Material excluded from the definition of records, such as unoffi-
cial copies of documents that are kept only for convenience or
reference, stocks of publications and processed documents. and
library or museum material intended solely for reference or
exhibition. See also RECORDS.

Office responsible for maintaining the official record copy for the
Agency.

See RECORDS MANAGEMENT.

Records considered to be so valuable or unique in documenting
the history of an agency (or for other reasons) that they are to be
preserved for an infinite period of time.

(1) The basic responsibility to provide adequate facilities for the
protection, care, and maintenance of records.

(2) Specific measures, individual and collective, undertaken for
the repair, maintenance, restoration, or protection of
documents.

Records created or received and maintained by an agency in the
conduct of the substantive functions for which it is responsible.
The term is used in contrast with housekeeping or facilitative
records. See also HOUSEKEEPING RECORDS.

See CASE FILE.

The official or record copy so marked or recognized complete
with enclosures or related papers. Normally the record with the
longest retention time.
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RECORD GROUP

RECORD SERIES
RECORDS

RECORDS CENTER

RECORDS CONTROL
SCHEDULE

RECORDS CUSTODIANS

RECORDS DISPOSITION
RECORDS MANAGEMENT

RECORDS MANAGEMENT
OFFICERS

RECORDS VALUE

REPOSITORY
RESEARCH VALUE
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A body of organizationally related records established with regard
to the administrative history, the complexity, and the volume of
the records of the organization involved.

See SERIES.

All books, papers, maps, photographs. machine-readable materi-
als, 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 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 activities of the Government or because of the
informational value of data in them. See also NONRECORD
MATERIAL.

A facility, sometimes especially designed and constructed. for the
low-cost and efficient storage and furnishing of reference service
on semicurrent records pending their ultimate disposition.

A document listing the files of an office showing which records
are to be destroyed and those to be retained. An approved records
control schedule is the legal Agency authority for disposition of
records, including those to be retained permanently. It indicates
period of cutoff, how long the records are to be kept in offices.
when and if they are to be destroyed, and when they should be
transferred to the Agency Archives and Records Center. Records
control schedules must be approved by the Archivist of the United
States by submitting the schedules to NARS on Standard Form
115, Request for Records Disposition Authority.

Individuals responsible for the creation. transmission. utilization.
maintenance. and disposition management of records located

_within their areas of jurisdiction.

See DISPOSITION.

General management directed to achieving economy and effi-
ciency in the creation, maintenance and use, and disposition of
records. Includes fulfilling archival requirements and ensuring
effective documentation.

Individuals within directorates and independent offices re-
sponsible for administering the records management program
within their areas of jurisdiction.

The determination of usefulness of records. See also ADMINIS-
TRATIVE, EVIDENTIAL, FISCAL. HISTORICAL, INFORMA-
TIONAL, LEGAL, AND RESEARCH VALLUE.

See DEPOSITORY.

The usefulness of records for research by the Government.
business and other private organizations, and by scholars in the
humanities. social and physical sciences, administration. and other
disciplines. See also RECORDS VALUE.
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RETENTION PERIOD

SAMPLING

SEMICURRENT RECORDS

SERIES

TEMPORARY RECORDS

TRANSFER

UNSCHEDULED RECORDS

3 August 1982

APPENDIX B

The time period for particular records (normally a series) to be
kept in the office. transferred to a records center, destroyed. or
transferred to NARS.

Selection for retention of part of a body of similar records to serve
as a representation of the whole body. .

Records required so infrequently in the conduct of current
business that they should be moved to a holding area or directly to
a records center. See also CURRENT RECORDS, NONCUR-
RENT RECORDS.

File units or documents arranged in accordance with a filing
system or maintained as a unit because they relate to a particular
subject or function. result from the same activity, have a particu-
lar form, or because of some other relationship arising out of their
creation. receipt. or use. Sometimes known as a record series.

A generic term for those types of records that lose their value
within a prescribed period of time.

The movement of records from one place to another. usually out
of office space and equipment to a depository or to another office
or agency.

Series of records for which no decision on disposition has been

made and which are not included in an approved records control
schedule.
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TABLE 4 — PERMANENT RECORDS APPRAISAL
GUIDELINES

Tha genaric sanes descriptions listad below illustrate the
types of records normally appraised for permanent retennon
by NARS. Because of the wide variety of records created in
the Federal Government and the complex nature of the
appraisal procass. tus list cannot detul every type of series
that may be appraised for metengon. In addition. the list
applias oftly to current records whose lifa cycie has been
carefully conmrolled. Somewhat different standards apply to
records created in earlier periods of our history wnen the
mamtenance and dispomton of Federal records were not as
closely requiated Because many important 19th-century
records were inadvertendy deszoyed by fire, flood, and
general neglect, routine admimstraove and housekeeping
records are oftan preserved for this penod to show the
funcnons of the Federal Government.

1. General Subject Files Documenting
Sabstantive Agency Programs.

Correspondence with other Federal agencies. Membars
of Congress and congressional commiittees. the Executive
Cffice of the Premidant, the President, private organizaoons
and individuais, internal agency memorandums. narrative
and stdstical reports, budgat estimates and jusaficagons,
and a variety of other records concerning all substanave and
disanctive programs of the agency. Thess senes represant
the basic system of records documenting the evolution of
major policies and procedures and are frequenty designated
for permanen: retention when created at the following
laveis: secretary; under secretary; deputy secetary; asastant
secretary; administrators, chairpersons, commussioners. and
directors of admunistradons, bureaus, and services within a
depantment; and heads of independant Federal agencies
and their chief asmstants. When the agency's impormant
programs are not documaentsd in program correspondence
maintained at these higher levals, simular records created at
lower {avels must be designated for preservaton. The num-
baer of series selected from a given agency will depend on the
degree of duplicanon evidenced by comparisons among
files creared at the vanous administrative leveis. Whers sub-
stantal dupficarion does exist, the file created at the highest
level will be chosen. Where litle or no dupfication exists,
series at all levels wnil be taken and in some cases at lavels
lower than thosa indicated above.

2. Selacted Case Files.

Many Federal records are creatad in the form of case files.
These records may inciude correspandence. memcran-
dums, peniodic narragve reports. and simlar matanais which
reiate to a specific acdon, event person, place, sroject or
other subject and provide compizte documentancn of an
agency’s activites from initiadon o conclusmion. Althougn
most casq file senes are disposabie at some future date. a

compiete sat occasionally may de designatea for permanent
retenton, paracularty when the files have been caprured in
machmne-readable form. More frequently, howaver. only a
pornon of a casq file senes 15 seiecred for wransiar to the
Nanonai Archives. Those chosen normaily fall under one or
more of the follewing categorntes. The casa:

a. Established a precedent and therefore resuited in a
major policy or procedural change:

b. Was involved in extensive litigation:

c. Recewved widespread actention from the news mecia:

d. Was wideiy recogrized for us uniqueness by zstao-
lished authonties ourside the Govemment

«. Was reviewed at lenggh in the agency’s annual report to
the Congress; or

f. Was selected 0 document agency procedures rather
than o capture informanon refanng to the subjec: of the
individual fle.

Categones a through ¢ estaclish the exceptional nature of
a parncuiar case file while category { relates to routine files
chosan becausa they exempiify the policies and procedures
of the creating agency. The types of case files saiected for
permanent retendon under the citena established above
include, but are not limited to, research grants awarded for
studies: research and development projecs: invesdgative,
enforcement, and litigaton case fles; social service and
welfare case files: labor relations case files: case files related
to the development of namural resources and the presarva-
ton of histone studies: public works case files: and Federal
court case files.

3. Anaiytical Reports.

Anaiytical research stucies and periodic reports prepared
by the agency or by a prnivate organuzation or individual
under conact to the agency or in receipt of a grant from the
agency. Studies and reports seiected for permanent reten-
tion may be stadstcal, narrative, machine-readable or au-
diovisual in nature. Regionai reports prepared by fieid offices
and forwarded to the agency's headquarters are {requendy
selected becausa they contain information relanng to ethnic,
social. economic, or other aspects of speafic geographical
locations, Excluded from selection are studies and reports
which are published and thereiore widely avadabls in public
libraries, as well as recuming pencdic reports which are
summanzad on an annual basis, (See item 13 for publica~
tions permanently rerained.) In some instances. oniy
selected studies and reports are mawmntaned for future re-
search.

4. Formai Minutes of Boards and Commissions.

Minutes of meenngs of boards and commussions of Fed-
ezl agencizs docurnenang substanove policy and pro-
cedural decisions. Frequentdy, the execunve direczon of a
Federal agency is provided by a boara or commussion rather
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than by a single appointed individual. Typically, these agen-
cies are regulatory bodies such as the Federal Trade Com-
mission, but also include organizations such as the Pension
Benefit Guaranty Corporation and the Commission of Fine
Arts. Minutes may be literal transcriptions or edited sum-
maries. Sound recordings of these meetings should also be
preserved.

5. Records of Ifternal Agency, Interagency, and
Non-Federal Committees.

Minutes, agenda, proposals submitted for review, and
final recommendations of meetings of ad hoc committees
as well as more formally established councils, conferences
(e.g., White House Conferences), and task forces attended
by senior agency officers. These meetings may be limited to
internal agency personnel or may include representatives
from other Federal agencies or even non-Federal groups.
Records selected for permanent retention to document in-
teragency meetings will be limited to the agency designated
as the group’s secretariat. The minutes selected may be
summary in nature, verbatim transcripts, or audio or video
recordings.

6. Legal Opini and C

Memorandums prepared by an agency's legal counsel or
program officers concerning interpretations of existing laws
and regulations or the effects of proposed laws and regu-
lations which govern the agency or which have a directeffect
on its operations. Records selected under this item concemn
the agency's primary missions and normally exclude general
opinions and comments relating to other Federal agencies.
Included are formal comments on pending legislation pre-
pared at the request of the Congress or the Office of Man-
agement and Budget. Most of these records are permanent
when created in the offices of general counsels of depart-
ments and independent agencies. Excluded are copies of
bills, hearings, and statutes held for convenient reference.
Similar records maintained below the departmental level
may not be archival depending on their content and rela-
tionship with records of the departmental counsel.

1its on Legislation.

7. Evaluations of Internal Operations.

Studies conducted to determine the effectiveness of the
procedures adopted to achieve established policy goals.
These may include evaluations of both program and admin-
istrative operations and may be made by the agency itself
(inspectors general) or by outside oversight agencies {Gen-
eral Accounting Office). Only those studies which recom-
mend significant changes in policy or procedural violations
are preserved. In addition, a complete record set of studies
prepared by oversight agencies are designated for preserva-
tion in the creating agency. All other copies are disposable.

8. Formal Directives, Procedural Issuances, and
Operating Manuals.

Formal directives distributed as orders, circulars, or in
loose-leaf manual form announging major changes in the
agency's policies and procedures. Normaily these are issued
with the authority of the head of the agency. Extensive
procedures are frequently detailed in lengthy operating
manuals.

9. Records on Functional Organization.

a. Organizational charts and reorganization
studies. Graphic illustrations which provide a detailed de-
scription of the arrangement and administrative structure of
the functional units of an agency. Reorganization studies are
conducted to design an efficient organizational framework
most suited to carrying out the agency's programs and in-
clude materials such as final recommendations, proposals,
and staff evaluations. These files also contain administrative
maps that show regional boundaries and headquarters of
decentralized agencies or that show the geographic extent or
limits of an agency's programs and projects.

b. Functional statements. Formally prepared de-
scriptions of the responsibilities assigned to the senior execu-
tive officers of an agency at the division level and above. [f
the functional statements are printed in the Code of Federal
Regulations, they are not designated for preservation as a
separate series.

10. Briefing Materials.

Statistical and narrative reports and other summary mate-
rials prepared for briefings of recendy appointed heads of
agendies and.their senior advisors to inform them of the
current status of the agency. In addition, briefing books are
occasionally prepared to inform an agency head of the cur-
rent status of a major issue confronting the agency or in
preparation for hearings, press conferences, or major ad-
dresses. *

11. Public Relations Records.

a. Speech addr and comments. Remarks
made at formal ceremonies and during interviews by heads
of agencies or their senjor assistants conceming the pro-
grams of their agencies. The speeches and addresses may be
presented to executives from other Federal agencies, repre-
sentatives of State and local govemments, or private groups,
such as college and university students, business associ-
ations, and cultural organizations. Interviews may be
granted to radio, television, or printed news media commen-
tators. The format selected may be paper, audio or video
tape, machine-readable tape or discs, or motion picture film.

b. News releases. One copy of each prepared statement
or announcement issued for distribution to the news media.
News releases announce events such as the adoption of new
agency programs, termination of old programs, major shifts
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in policy, and changes in senior agency personnel and may
be a textual record such as a formal press release or nontex-
tual record, such as film and video or sound recordings.

12. Agency Histories and Selected Background
Materials.

Narrative agency histories including oral history projects
prepared by agency historians or public affairs officers or by
private histgrians under contract to the agency. Some back-
ground materials (such as interviews with past and present
personnel) generated during the research stage may also be

selected for permanent retention. Excluded are electrostatic

copies of agency documents made by the researcher for
convenient reference.

13. Publications.

Formally prepared publications printed by the Govem-
ment Printing Office, the National Technical Information
Service, or the agency itself. Examples of such publications
include annual reports to the Congress; studies conducted
by the agency or under contract for the agency; procedural
brochures, pamphlets, and handbooks distributed for guid-
ance to other Federal agencies, State and local govern-
ments, and private organizations and citizens; instructional
and educational materials on audiovisual formats (audio or
video recordings, motion picture, filmstrips and slide-tape
productions); maps; and film productions and television and
radio programs prepared to furnish information on agency
policies or promote agency programs and operations. The
availability of reference copies of audiovisual items in non-
Government depositories does not exclude retaining the
original production elements required to ensure the preser-
vation of the audiovisual items. ‘

14. Visual, Audio, and Graphic Materials.

Agency-originated motion picture film, still photography,
sound and video recordings, cartographic materials, or ar-
chitectural drawings created to record substantive events or
information that cannot be or normally are not recorded in
written form. Examples of these materials are instantaneous
recordings or photographic coverage of significant scientific
or technological phenomena and significant nenrecurring
events, such as combat operations, Junar explorations, and
extemporaneous occurrences, discussions, and interviews;
maps recording topographic information for specific geo-
graphic areas; and architectural/engineering drawings rec-
ording the building program of individual Federal agencies.

15. Scientific and Technical Data.

Data resulting from observations of natural events or
phenomena or from controlled laboratory or field experi-
ments. These data generally are created at project or operat-
ing levels rather than at administrative levels. The data may
be recorded in either human-readable or machine-readable

format and be found in laboratory notebooks, completed
forms, tabulations and computations, graphs. microforms,
or machine-readable files. Scientific and technical data are
selected for permanent preservation if they are unique,
usable, and important. If these data are accurate, com-
prehensive, and complete, if they can and are likely to be
applied to wide variety of research problems, then they can
also be considered to have passed the test of usability. Data
which can be recreated because they docuraent repeatable
activities may also be considered both unique and usable if
they constitute a definitive, critical. or standard reference
data set. The cost of data collection is one, but not the only,
measure of its importance. In assessing the importance of
any set of data, consideration should be given to its historical
as well as its scientific significance.

16. Socioeconomic Micro-Level Data.

Micro-level data collected for input into pericdic and
one-time studies and statistical reports including information
filed to comply with Government regulations. The informa-
tion may cover such subjects as economic and tax informa-
tion, health care, demographic trends, education, discrimni-
nation, and other comparable social science areas. Although
agency reports and studies, briefing materials, and official
releases frequently summarize these data, the micro-level
information. usually in machine-readable form, is of perma-
nent value. Obviously, the data must be usable in their raw
state if they have not been converted to 2 machine-readable
form.
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1. INTRODUCT:ON

1.1 GENERAL

00P's tape library uses the Agency Archives and Records Center (AARC), an
offsite storage facility for magnetic tapes. Data custodians, i.e., employees
responsible for applications that require magnetic media, must be familiar with
these offsite storage procedures.

1.2 RESPONSIBILITY

Data custodians are responsible for ensuring that data stored on magnetic megia
(such as magnetic computer tapes or disk packs) are not lost through physical
destruction (such as dis«< head crash or taoe breakage), accidental erasure, or
Toss caused by writing over data. Therefore, data custodians must *ake advan-
tage of the offsite storage facility for protaction against data loss.

NOTE: It is recommended that redundancy (=.q,, microfilm, microfiche, hard

copy, or multiple-respository locations) be considared as an additional measure

to protect data.

1.3 STORAGE TYPES

Tapes stored at AARC are categorized as:
Long-Term - contain data (vital to the data custodian) that must be stored
for up to 10 years with an automatic S5-year review and do not require peri-
odic updating (reference section 2, "Long-Term Data Storage").
Rotational - contain data that must be periodically accessed for use or
upgating; usar must allow at least 24-hours for tape retrieval and environ-
mental conditioning (reference section 3, “"Rotational Data Storage," and
section 5, “Recalling Tapes").

Inactive - contain data that have not been used for a 6-month period.

UNCLASSIFIED Page 1 of 11
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1.4 TAPE-MANAGEMENT SCFTWARE (TMS)

Offsite storage tapes are managed by NNP‘s Tape-4anagement Software (TMS), a
system used to monitor and control imagnetic tapes (refasrence Tape Management
Software (TMS) User's Guige, March 1678). TMS ha+ been modified *o identify
three types of storage tapes, long-term, rotational, and imactive. TMS reports
can be generated to 1ist any or all types. For each tape processed under ™S,
the tape management catalog (TMC) is updated wi%h information concerning each
tape used. The 00P tape librarian maintains a schedule for rotational tapes,
which consists of 31 volume-serial {VOL3E®) pumber, PRISM project number ang
name, and the week or nonth tapes are rotated.

1.5 TAPE CONTRCL AND ACCESS

The following proceduras facilitate bhoth the control of magnatic tape data
stored offsite and usar 3ccess to tnose tapes:

o Data on tapes authorized for nffsite stcrage are duplicated on new WT-
or W-tapes and are lapeled either stan~ara label {SL) or non-label (NL)
per data custodian's request. The expiration date in TMC is 99365 for
long-term storage and 94365 for rotational storage.

¢ Data on inactive ODP tapes authorized for offsita storiage are not
duplicated on new WT- or W-tape. (Inactive ODP tapes are tapes residing
in 0DP 1libraries that have not been used during the past 6 months.)
Inactive 0DP tapes bear an external WT or W label. The intarnal label
(for tapes created with standard labels) contains the ODP VOLSER numoer
and dataset name present when tapes were created. The expiration date
in TMC is 99365. Tapes returning from AARC to 00DP must be pracassed via
the bypass-iabel-processing (BLP) feature.

o The dataset names muyst comply with 0ODP datasat-naming conventions, or
they will be purged from the system.

Page 2 of 11 UNCLASSIFIED
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2. LONG-TERM DATA STORAGE

2.1 GENERAL

Long-term data storage refers to the offsite storage of magnetic-tape data for
up to 10 years, with an automatic S-year review with the data custodian to con-
firm need for, continued storage.

2.2 DATA CHARACTERISTICS

Characteristics of magnetic-tape data that qualify for long-term storage are as
follows:

¢ Data of historical value (i.e., data must be stored on magnetic tape for
up to 10 vears). If storage requirement exceeds 10 years, reference
subsection 2.7, “WT- or W-Tape 10-Tear Maturity."

e Data vital to the Agency's mission, but. data access not required for at
least 1 year.

e Data in QDP's tape library not used for 6 months (reguires concurrence
of data custodian). Note that user may elect to erase (scratch--refer-
ence section 4, *"Scratching Tapes") the tape, or duplicate the data on a
WT- or W-tape for long-term storage.

2.3 JUSTIFICATION/AUTHORIZATION

Justification for long-term data storage on magnetic tape must be documentad in
memorandum format by the component ADP Control Officer, routed through the Rec-
ords Management Officer (RMO), and submitted for approval to the Chief,
Memorandum should address the nature of the application ang
provide information to assist the Chief, in justifying the
validity of the request. Memorandum also should cite the RMO item number autho-
rizing this storage, and either the records-control or the vital-records sched-
ule number (all from Form&"Records Control Schedule,” and available through
component's RMO).
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2.4 DATA PREPARATION AND RESPONSIBILITIES

o

Prior to shipping the WT- or W-tape for offsite storage, the data custodian must
ensure redundancy and accuracy of data to be stored. Following are 'JDP's nroce-
dures for long-term data sts.dge:

2. Data custodian comoletes Form ‘ "Magnetic Tape Storage" (reference
Attachment A}, ana submits it to an ODP tape librarian in g Kead-
quarters, :

b. Tape librarian assians the WT. or U-tape VOLSER number for eacn dataset
name (DSN) indicated oy data custodian. The VOLSER number is init1al-
ized intarndily on the SL or NL tape. Tape librarian also ucgasas TMC
with a combination of the WT- or W-tape number and DSN, specifies a 20-
day expiration Jare, and returns Copy 4 of Form . to data custcdian,

c. Data custodian has 30 days to duplicate the data on a new WT- or W-
tape(s). Note that the custcdian must specify a 99365 exniration date,
which automatically updates TMC ang recsets tne 30-day expiration date.

d. Data custodian verifies the duplicated data by comparing both taces {(or
disk pack and tape) via the [ESCOMPR utility and, if satisfactory,
erases (scratches) the original 5DP tape from which the duplicate was
prepared.

e. OCP sends the new WT- or W-tape %o the offsite-storage facility 30 days
after TMC has been updated. If the data have not been duplicated an
the new WT- or W-tape, the tape expires (is scratched). However, if
offsite storage remains a requirement, the entire procedure is reini-
tiated by the data custoaian (reference item a, above).

f. 0OOP tape librarian compiles a monthly list of inactive tapes ftapes not
used during the cast 6 months) an:d submits list to gata -ustodian.

g. Tape librarian assigns a3 WT- or W-tape VOLSER number to each tape on
the inactiye list and updates TMC with the WT- or W-tape number, liss-
ing the information associated with the OOP tape numper.

h. Tape librarian verifies that TMC is ubuated correctly, using the 4T- or
W-tape number; if TMC verification 3% satisfactory, taoe iisrarian
returns the 0DP tape number tc a “scratch-tace 1is=" for “ut.ra uce

vai S
"

(reference section &, “"Scratching Tapes").

i. If WT- or W-tape is to be erased (scratched) prior to the 1N-year matu-
rity period or reviewed orior to automatic S-year review, the cusitodian
must so specify on Form' “Tape Peauest Sheet"{referance Attachment
8.

2.5 DATA INTEGRITY
Data loss can occur on recorded magnetic comnuter tapes when tapes are storad

unused for long periods. This loss, caused hy the “plastic flow' tenaenciss nf
tape, distorts data in the physicai structure of woung tapes,
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<o protect stored gata's integrity, a tape that has been inactive for 1 year is e
“rafresneq" by mounting it on a tape device (Jocatet at AATC), spinning the taoe
to the end-of-tape (EJT) mark, and then rewinding it to the beginning-of-taps
’807) ) :
{80T).

2.6 Wi- OR W-TAPE 5-YEAR REVIEW

The S-year review procadure was established to remind the data custodian of the
rape's existance at the orffsita location ana to determine if storage remains a
requirement. '

~“he QOP tape librarian prepares and forwarcs a list of all tapes that have besn
stored offsite for 5 years to the data custodiam, througn the respective AGF
2ontrol Officer, for coordination with the Records Management (fficer, Data
custodian has 10 workdays to respond te the reminder; if data custodian fails <o
respond, the ADP Control Officer will be notified.

a. [f offsite storage is no longer required, tape must be erased
(scratched), using established ODP procedures (reference secticn 4,
“Scratching Tapes"). In addition, the list of stored tapes, indicatirg
tapes that were scratched, must be returned to the 0DP tape librarian
within 10 worxdays.

b. If offsite storage remains a requirement, the list of stored tapes,

indicating tapes that stil’ reguire offsite storage, must 32 returned
to the 0ODP tapa librarian within 10 workoays.

2.7 WT- OR W-TAPE 10-YZAR MATURITY

fanual spinning of 4T- or W-tape (referencs subsection 3.5, "Data Integrity™)
may be repeated for .9 years, the maximum lcng-Term storage period. The 0TP
+ape librarian then recalls the WT- or W-tape to “eadquarters and prepares and
forwards a 1ist of the wT- or W-tape numbers to tne data custodian, th-ougn the
responsible ADP Contrnl Office~ for coorgination ‘with the Records Management
Qfficer. This list alerts data custodians that they have 30 days to respond
with one of the following actinns:

a. £crase the WT- or Y-tape, using established ODP proceduras (reference
section 4, "Scratching Tapes”).

5. Microfilm or microfiche the data on 47- or W-tape (contact the Uy
m Office of Logistics) and then erase the Wi-
or W-tape (reference suosection 2,5}. ‘Note that data must first he
recopied ta an JDP SlL-tape to use the microfilming facilities.
¢c. Repeat orocadures itemized in subsactior 2.4, "Data Preparation and
Responsibilities,"” and erase (scratch) the WT- or W-tape being re-
placed, if data must be storad for a longer perind,
NOTE: If data custodian fails to raspond by the end of the 30-day period, the
AUP Ceontrol Officar is notified.
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3. ROTATICMAL DATA STORAGE

3.1 GENERAL

Rotational data storage is offsite storage of data on maagnetic tapne for a shor+,
user-scheduled perioa of time. NOTE: Reauests for rontational data ssorage qust
be accompanied by a schedule indicating when tapes should be recalled fr-m
annually, quarterly, monthly, biweekly, or daily (reference item 9, Attachment
A}, The data may be required to restore an application or online system to a
useful state with minimum maintenance and, therefore, must be as current as
possible to achieve restoration.

In most cases, two tape versions are required for freguently updated cata--the
current version is stored offsite, and the oider version is at Heacdquarters for
the date custodian to update. However, sore applications require morz than two
tape versions.

3.2 DATA CHARACTERISTICS

Characteristics of data to be stored on a rotational bhasis are specified by data
custodian on Form WM, “Magnetic Tape Storage," as follows:
¢ Data must be critical to the operation of an application or to an online
system,

e Data requirez scheduled updating within a reasonable time {predetermined
by the data custodian), to ensure that data are current and would ra-
quire minimum moaification to update the dataset tc the most current,
usable state.

3.3 JUSTIFICATION/AUTHORIZATION

Justification for rotational data storage must Ye determined by the data custo-
dian.  The required authorization is the completed Form JUF "Magneric Taoe

Storage."
Page § of 11 UNCLASSIF 18D
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3.4 DATA PREPARATION AND RESPOMSIBILITIES

Prior to shipping the WT- or W-tape to offsite storage, data custodian is re-
spansible for ensuring redundancy and accuracy of data to be stored. ODP's
procedures for rotational-data storage are:

a. Data custodian completes form & “"Magretic Tape Storage," ana sub-
mits it to an ODP tape librarian.

b. Tape librarian assigns the WT- or W-tape VOLSER number for each ODSN
requestad by data custodian. (The YOLSER number is initizlized inter-
nally on the SL or NL tape.) Tape librarian also updates the TMC with
a combination of WT- or W-tape numoer and DNSN, specifies a 30-day
expiragtion date, and returns Copy 4 of Form‘. to data custoaian,

¢. Data custodian has 30 days to duplicate data to the new WT- or W-
tape. Note that data custodian must specify 94365 as the expiration
date, which automatically updates TMC and resets the 30-day expiration
date.

d. Data custodian verifies the duplicated data by comparing both tapes (or
disk pack and tape) via the IEBCOMPR uytility and, if duplicata is
satisfactory, erasas (scratches) the origiral ODP tape from which the
duplicate was prepared.

e. 0DP sends the new WT- or W-tape to the offsite storage facility 30 days
after TMC has been updated. I[f the data have not been duplicated on
the new WT- or W-tape, the tape expires (is scratched). However, if
offsite storage remains a requirement, the entire procadure is reiniti-
ated by the data custodian (reference item a, ibove).

f. If the WT- or W-tape is to be erased {scratched) at any specified time
that would interrupt the schedule specified on Form , usa the pro-
cedures in section 4, “Scratching Tapes.” If a tape must remain in the
Ruffing Computer Center (RCC) or the Special Computer Center (SCC)
longer than 30 days (e.qg., for system problems or changes in the ara-
gram), data custodian coordinates with the QDP tape librarian. Yow-
ever, if no arrangement has been made with the tape librarian and data
custodian fails to copy the tape within 30 days, the'AD® Zontrol 0ffi-
cer will be notified.

3.5 DATA INTEGRITY

Tapes stored for long perionds (in excess of 1 year) *ena %0 become physically
distorted, which also could affect the data. Tapas rotated one or more =imes
within a vear should not be affected by the possibility of this distortion.
However, for rotational tapes not scheduled for annual rotation, refsrencz sub-
section 2.5, “"Data Integrity.”
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4, SCRATCHING TAPES

Tapes no longer required for processing shoula be placed in the tape pool for
~euse, using a procedure called scratching (demagnetizing).

To return "permapent-" or “temporary-save" tapes to scratch status, tape Cwner
submits Form & “Tape Request Sheet," (reference Attachment 8) to the 00P
tape librarian, indicating job number, job name, programmer's Mhame, tape
reel number, ana OSN. Farm may be obtained from the tape library.

NOTE: If tape number and DSN on Form #fJJfik do not agree with the TMC, tapes are
not scratched--and data custodian is alerted.
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5. RECALLING TAPES

Procedures to recall tapes from offsite storage are the same for both long-term
and rotational storage. These procedures should not be confused with procedures
for the specified periodic tape rotation described in section 3, "Rotational
Data Storage.”

Approximately 24 hours are needed for a2 tape to physically arrive at Headquar-
ters and to be reconditioned to RCC or SCC's environment. Tape recall proce-
dures are as follows:

a. Submit Form ¢y “Speed Letter," to an OOP tape librarian. Specify
the WT- or W-tape numbers, associated PRISM project number, and author-
ized data custodian's name (as specified on Form ’, item 11).

b. When tapes arrive in the ODP tape library, the tape librarian notifies
data custodian by phone.

c. Data custodian must access the tapes within 20 days. If the tapes are

not designated for scratch, they are returned automatically to the
of fsite-storage facility after 30 days.
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ATTACHMENT A

ChdSNUICA TION

MAGNETIC TAPE STORAGE
{Instructions an raverss side of this form) FORM____of ___

1. ARISs Pryiont Number . PRISM Prrect Name 1. Rewmessser 1 Nomes Exromsran | 4 Deve

t

.
5 Reavester s Olfice t & Roam & Buiidmg 7. Claesirirontons
& Sremge Lesnnion 9 Trow of Smewge
3 Readquarcters (zemoca from Q7P Computer Centurs) O Rocational Saciup

Nocte: Atrach frequency schedule.

O offsite (remote from Headquartars)

! [ Leog=tern (non-rocacienal)

10. Hots: the tape librarian {ssues the wT teel numbers ,Autonatic five-year raview and
and chen updaces the TS [JNL sL jfen~year recall.
w7 Rowi No ofnGiTY osnang

!
'
i
1
i
'

ll. Signacure of requester

12. Auchorizad usar accass (ame(s) and Jffice affiliacion)

13. Tape librarian’'s use enly

Stermee Job Numane Vete Tr0e L beerian Sicreprven

CeoenCavw

ORV [ A4
— R

P ———
ol e TrrEEeTeE
d 13911

Crt.3LP ~ame { goanpy

Form ' “Magnetic Tape Storage”
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ATTACHMENT B8

ERQGRAMMERS . Siqnecwres s 0ATE
'

TAPE -

[EcTeNsTon TFROJECT NUMBER

REQUEST . ,

SHEET TR i iieteTe] !ouz

CIRCLE ONE OF THE FOLLOWING-
SEND TQ wTC

EXPIRATION DATE (EXTENO' OSNAME {CHANGE) SCRATCH PEAMANENT STORAGE

v

“OL  SER. O : CSNAME X EXPIRATION

- —d

en

Form ‘, “Tape Request Sheet"

UNCLASSIFIED
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