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Malcolm Baldrig' ~ational Quality Award. .
 
-(Confidential R~ Jrds containing proprietoL~_ information subje~t to
 
both FOIA and Privacy Act.)
 

Award Applications. written applications submitted by companies
 
applying for the Baldrige Award.
 
(These records are filed by coding numerically.)
 

A.	 original. Break files annually: destroy records 6 months after 
feedback report is sent to applicant. 

B.	 Copies. Break files annually: destroy when records are no 
longer needed. 

Applicant Files. Files include name and address and correspondence
from applicants. Break files annually: destroy records when no 
longer needed. 

Feedback Reports. Reports include written evaluation of applicant's
strengths and areas for improvement. 

A.	 Final Printed version. Break files annually; destroy records when 
10 years old. 

B.	 Draft Copy (with comments). Break files annually; destroy records
 
6 months after report is prepared.
 

Score Books (for applications). Score books are from each examiner
 
at each evaluation stage, including site visit reports.
 

A.	 original. Break files annually; destroy records when 3 years old. 

B.	 Copies. Break files annually: destroy when records are no longer
needed. 

Examiner Files. Examiner files include the original application,

Conflict of Interest Statement, expense reports including travel and
 
per diem, and correspondence. Brea){ fi~ aftfteally; des~r~reeeras
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Senior Examiner Reports. Consenus reports of Senior Examiner Panel.
 
Break files annually; destroy records 6 months after feedback report

is sent to applicant.
 

Electronic Data Storage. Not Authorized.
 

Annual Report to Overseers. The Official Record Copy of report

prepared on year's activities, statistical data, and plans.

Transfer to NARA in cubic feet blocks when records are 20 years old.
 
Permanent.
 

Reports to Congress. The Official Record Copy of Report includes
 
both interim and final reports. Transfer to NARA in cubic feet
 
blocks when records are 20 years old. Permanent.
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