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LEAVE BLANK (NARA use only) 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

t---------------------t--JO_B_NU_M_B_ER__,_ ____ -_, !_8, - 1 o- I· 
To NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD, COLLEGE PARK, MD 20740-6001 

1 FROM (Agency or establishment) 

U S Department of Justice 

Date Received 1J-/7/or-
NOTIFICATION TO AGENCY 

2 MAJOR SUB DIVISION In accordance with the provIsIons of 44 U SC 3303a, the 
d1spos1t1on request. 1nclud1ng amendments Is approved 

Executive Office for U S Attorneys except for ,terns that may be marked "d1spos1t1on not 
i---3-M-IN_O_R_S_U_B_D_I_V_IS-IO-N----------------------1 approved" or "withdrawn" in column 10 

4 NAME OF PERSON WITH WHOM TO CONFER 

Gail C Ratl1ffe, National Records Manager 

5 TELEPHONE 

202 616 6876 

NITED STATES 

6 

DATE 

AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in matters pertaming to the d1spos1t1on of its records and that the 

records proposed for disposal on the attached_page(s) are not needed now for the business ofth1s agency or will not be 

needed after the retention periods specified, and that written concurrence from the General Accounting Office, under the 

prov1s10ns of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

Is not required Is attached, or 

SIGNATURE OF AGENCY REPRESENTATIVE 

8 ESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

Employee Not1ficat1on System (ENS) 

Executive Office for U S Attorneys (EOUSA) and 

United States Attorneys' offices (USAOs) 

See Attached 

115-109 PREVIOUS EDITION NOT USABLE 

has been requested 

9 GRS OR 
SUPERSEDED JOB 

CITATION 

10 ACTION TAKEN 
(NARA USE ONLY) 

STANDARD FORM 115 (REV 3-91) 
PRESCRIBED BY NARA 36 CFR 1228 



EMPLOYEE NOTIFICATION SYSTEM 

Executive Office for U. S. Attorneys and Umted States Attorneys' offices 

I. . Organizational Context 

The position of Umted States Attorney was established by the Judiciary Act of 1789 (1 
Stat. 73, § 35), and the mission of the United States Attorneys' Offices (USA Os) is to prosecute 
cnmmal offenses and litigate civil matters on behalf of the United States m all 94 Federal 
Judicial d1stncts nationwide. 28 U.S.C. § 547. By Attorney General Order No. 8-53 (Apnl 6, 
1953), the Executive Office for Umted States Attorneys (EOUSA) was created to "[p ]rov1de 
general executive assistance and superv1s10n to the offices of the Umted States Attorneys." 28 
C.F.R. §0 22 

2. System Description: 

The Executive Office for U.S. Attorney's (EOUSA) created a comprehensive enterprise­
wide Employee Notification System (ENS) to notify United States Attorneys' offices and 
EOUSA employees and contractors of emergency and contmgency situations. 
Notificat1ons include alerts as well as management responses and expectations during affected 
penods. The system provides notifications via multiple means to the Umted States Attorneys' 
commumty. 

The system supports alert initiat10n via the public telephone network and the Internet. 
The system can also transmit alert messages via conventional and mobile telephone, pagers, 
electromc mail, and Short Message Service (SMS) text. The system confirms notification 
dehvery to personnel, and successively attempt delivery usmg all available methods until 
notification 1s confirmed. 

The ENS system ut1hzes a commercial notification system to provide notificat10ns. 

3. System Inputs 

All mputs to the ENS system come from EOUSA's Consolidated D1stnct Information 
System (CDIS). Each mght, scripts pull data from the CDIS system mto files. There 1s a file for 
each district, one for EOUSA, one for the Office of Legal Education (OLE), and one "all data" 
file. These files are securely transferred via SFTP protocol to the vendor's site. After all files 
are received, each file is processed, overwntmg the current data set for each distnct. Ind1v1duals 
are told not to update data directly on the ENS system as updates are only kept until the next 
dally update 1s complete. 

DISPOSITION: Temporary. Nightly updates delete outdated employee mformat1on. 

4. Master File: 
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EMPLOYEE NOTIFICATION SYSTEM 

Executive Office for U. S. Attorneys and United States Attorneys' offices 

Each d1stnct has an mput file. There ENS mput files contains the followmg information 
for each record m the CDIS system: 

Each mput file contains: 

F1rst Name 

Last Name 

District 

Home Phone Number 

Private Cell Number 

Government Cell Number 

Government E-Mail 

Private E-Mail 

Branch 

District 

T1tle(s) 

Employee Type 

DISPOSITION: Temporary. Delete superseded data once successfully updated. Delete 
employee data when employee or contractor is no longer employed or occupymg EOUSA 
facilities. 

5. Sy 

Reports: Act1 n Detail (by name or time), Activation Summary, Exception, 
Quahficatlon, Qualification an ception, Response Status, Scenario Personnel Status, and 
Group Report. 

All contact data can be reported, 
prmted, and exported (via csv file). 

DISPOSITION: Temporary. Destroy when busmess need en 
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EMPLOYEE NOTIFICATION SYSTEM 

Executive Office for U. S. Attorneys and Umted States Attorneys' offices 

6. 

S comes m two fonns. The first 1s from inside the system 
using the help screens. The second set 1s·-, .... .J,n, .... from the first, but tailored specifically to the 

specific organization's use of the system. 

DISPOSITION: Temporary. Destroy when obsolete or replace 
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