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REQUEST FOR RECORDS DISPOSmON AUTHORiTY 

Federal Emerggncy·Management A 
2. MAJOR SUBDIVISION	 In accordance with the provisions of 44 

U .s.C. 3303a the disposition request,o	 eratinos Su ort Directora e including amendments, is approved except
for items that max be marked "disposition3. MINOR SUBDIVISION not approved" or withdrawn" in corwnn 10. 

Records Management Branch 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE 

Tammy Schartel	 202-646-2641 lo-ri--D I 
6. AGENCY CERTIFICATION . 
I hereby.certify that I am' authorized to act for this agency in matters pertaining to t disposition of its records 
and that the records proposed for disposal on the attached _4_ page(s) are not now needed for the business 
of this agency or will not be needed after the retentionreriods srecified; and that written concurrence from 
the General Accounting Office, under the provisions 0 Title 8 0 the GAO Manual for Guidance of Federal 
Agencies, 

[]!i is not required: is attached; or has been requested. 
DATE . TITLE 

Muriel B.' Anderson, Rec0ids Officer 
Chief, Records Mana ement Branch 

7. 9. GRSOR 10. ACTION 
ITEM 
NO. 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

'. 

SUPERSEDED 
JOB CITATION 

TAKEN (NARA
USE ONLy) 

Change the FEMA dispOSition manual to include the 
attached comprehensive categories for e-mail and 
word processing versions of program,records (FEMA-speci
categories). 

ic 

cba.nges to this proposed schedule ha.ve been a.pproved 31': 

.........ABA"""-/"'·ap;r~:~:161 

NOV 0 6 200~·
 
115-109 15 (REV. 3-91)

ribed by NARA 
36 CFR 1228 
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The following categories would be added to each schedule of the FEMA disposition plan as the last 
item for each schedule indicated. Previously approved program specific schedules for e-mail and 
word processing records would be superseded by these schedules. The FEMA Records Management 
Files Maintenance and Disposition Plan would only list these categories for e-mail and word 
processing records. For record series that include both GRS and FEMA-specific categories, the listed 
authority would be both this schedule and the GRS. 

AccXX	 EleetrsRieMail aRd Wsrd PrseessiRg SysteHl cSflies 

EleetrsRie eSflies sfreesrds Y:iatare ereated SR eleetrsRiemail aRd wsrd flrseessiRg 
systeHls ereated sslely ts flrsdl:lee reesrdkeefliRg eSflies fer all it@HlSlisted l:lRder 
Y:ieAcc seh@dl:ll@RSt es,.'@r@dey the GeReral Reesrds Sehedl:ll@. .\dss iRell:ldes 
eleetrsRie eSflies sfreesrds ereated SR eleetrsfHe Hlail aRd '<'lsrd flrseessiRg 
systeHls Y:iatare HlaiRtaiRed fer I:l}3dating, revisisR, sr disseHliRatisR. 

1.	 cSflies Y:iathave RS further adHliRistrativ:e vall:le after Y:iereesrdkeefliRg eSflY is 
Hlade. mell:ldes eSflies maiRtaiRed ey iRdividl:lals iR flefSsRal files, flerssRal 
eleetrsRiemail direetsries, sr sther flefSsRal direetsries SR hard dislc sr 
Retwsrk: drives, aRd eSflies SR shared Ret'.'lsrlc drives Y:iatare I:lsed sRly ta 
flrsdl:lee Y:i@r@esrdkeefliRg eSflY. 

Destrsy/delete withiR 18Q da·ys after Y:iereesrdkeefliRg eSflY has eeeR 
flrsdl:leed. 

2.	 cSflies I:lsed fer disseHliRatisR, revisisR, sr I:l}3datiRgthat are HlaiRtaiRed in. 
additisR ts Y:iereesrdlceefliRg eSflY. 

DsstFs~~/El616tsWft8H ElisssmiBatisB, rS'/isisB, SF YpElatingis esmplstsEl. 

ADM-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the ADM schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 
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AUD-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the AUD schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

NOTE:	 ADD-XX (1) and (2) cover all non-GRS items in the ADD 
chapter of the FEMA manual and supersede the email and 
word processing items ofNI-311-99-6. 

BUD-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the BUD schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal. 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

CCA-XX Electronic Mail and Word Processing System Copies 
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Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the CCA schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

CMC-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the CMC schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

COG-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the COG schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 
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1.	 Copies that have no further administrative value after the recordkeeping copy is 

made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

CVD-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the CVD schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

DAP-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the DAP schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 
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EEO X,X 

EOM-XX 

Destroy/delete within 180 days after the recordkeeping copy has been
 
produced.
 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

Elestrsais Mail aHa Wsra Pi"ssessiag Systeffl CSj3ies 

Elestrsais sSj3ies sf ressras that are sreatea sa elestrsais fflail aHa wsra j3f9sessiag 
systeffls sreatea sslely ts j3rsffitse ressrak:eej3iag sSj3ies fer all iteffls listea 1:lflaer 
the EEO ssheaule ast ssverea by the Geaeral Ressras Ssheffitle. Alss iasluaes 
elestrsais sspies sfressras sreatea sa elestrsais fflail aHa wsra j3rssessing 
systeffls that are fflaiHtaiaea fer uj3aatiHg, revisisa, sr aisseffliaatisa. 

1.	 CSj3ies that Raye as further aaffliaistrative '/alue after the ressrGk:eej3iHgsSj3Yis 
fflaae. msluaes sSj3ies fflaiHtaiaea by inaiviauals ia j3erssaal files, j3erssaal 
elestrsais fflail airestsries, sr sther j3erssaal airestsries sa hara aisle sr 
aetwsrk: GriYes,aaa sSj3ies sa sharea aetwsrk: Griyes that are usee saly ts 
j3rsause the ressrGleeej3iag sSj3y. 

Destrsy/aelete \'lithia 18g aa·ys after the ressrak:eej3iHg sSj3Yhas beeH
 
j3rsffitsea.
 

2.	 CSj3ies usee fer aisseffliaatisH, revisisH, sr Hj3aatiHgthat are fflaiHtaiHea in 
aaaitisa ts the ressrGleeej3iHgsSj3y. 

Destrsy/aelete wil,eHaisseffliHatisH, revisisa, sr Hj3aatiHgis sSfflj31etea. 

Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the EOM schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been
 
produced.
 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 
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NOTE:	 EOM-XX (1) and (2) cover all non-GRS items in the EOM 

chapter of the FEMA manual and supersede the email and 
word processing items ofNI-311-99-1. 

FIA-XX	 Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the FIA schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

INF-XX	 Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the INF schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

IPS-XX	 Electronic Mail and Word Processing System Copies 
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Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the IPS schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

LEG-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the LEG schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

LIA-XX	 Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 

_ the LIA schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 
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1.	 Copies that have no further administrative value after the recordkeeping copy is 

made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

NOTE:	 LIA-XX (1) and (2) cover all non-GRS items in the LIA 
chapter of the FEMA manual and supersede the email and 
word processing items ofNI-311-99-4. 

NTH-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the NTH schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

NOTE:	 NTH-XX (1) and (2) cover all of the items in the NTH chapter 
of the FEMA manual and supersede the email and word 
processing items in NI-311-99-2. 

OPM-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the OPM schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 
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1.	 Copies that have no further administrative value after the recordkeeping copy is 

made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

PER-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the PER schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within i80 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

PRC-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the PRC schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 
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Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

PRM-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the PRM schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed: 

PRP-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the PRP schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

11 
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RAD-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the RAD schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

REM-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the REM schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

SEC-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the SEC schedule not covered by the General Records Schedule. Also includes 
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electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

SHL-XX Electronic Mail. and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the SHL schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

TEL-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the TEL schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
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network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

THP-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the THP schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

lNG-XX	 Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the 1NG schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 
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2.	 Copies used for dissemination, revision, or updating that are maintained in 

addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

TRV-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the TRV schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within iso days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 

WNG-XX Electronic Mail and Word Processing System Copies 

Electronic copies of records that are created on electronic mail and word processing 
systems created solely to produce recordkeeping copies for all items listed under 
the WNG schedule not covered by the General Records Schedule. Also includes 
electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

1.	 Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within ISO days after the recordkeeping copy has been 
produced. 

2.	 Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 
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