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REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on rever§e)

) /.; . LEAVE BLANK (NARA use only)

To NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
WASHINGTON, DC 20408

JOB NUMBER /(//- 259 9 /
DATE RECEIVED
/IR -95

1 FROM (Agency or establishment)
EXECUTIVE OFFICE OF THE PRESIDENT

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION
OFFICE OF ADMINISTRATION

In accordance with the provisions of 44
U S C 3303a the disposition request,
including amendments, 1s approved except

3 MINOR SUBDIVISION
RECORDS MANAGEMENT OFFICE

for 1items that may be marked "disposition
not approved” or "withdrawn" i1n column 10

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE
Nell Doering (202) 395-6471

6 AGENCY CERTIFICATION

DATE ARAQHIVIST OF THE NITED ST;ATES
12~/3~7¢ M@) el
(4

I hereby certify that I am authorized to act for this agency 1n matters pertaining to the disposition of 1ts records

and that the records proposed on the attached

page(s) are not now needed for the business of this agency or

will not be needed after the retention periods specified, and that written concurrence from the General Accounting
Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies,

1s not required, :I 1s attached, or

l:' has been requested

DATE SIGNATURE OF AGENCY REPRESENBATIVE TITLE
12/18/95 74 : :S EOP RECORDS MANAGEMENT OFFICER
O'M.&.r, 7
Y
7 A) 9 GRS OR 10. ACTION
ITEM 8 DESCRIPTION OF ITEM AND PROPOSED D@ ITION SUPERSEDED TAKEN (NARA
NO R JOB CITATION USE ONLY)

and Technology Policy, Compaq System PRO/XL
and subsequent sytems, records schedule attached.

7 V
Executive Office of the President, Office of Scienco‘é\

115-109 \ NSN 7540-00-634-4064
PREVIOUS EDITIONS NOT USABLE
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STANDARD FORM 115 (REV 3-91)
Prescribed by NARA
36 CFR 1228
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EXECUTIVE OFFICE OF THE PRESIDENT

OFFICE OF SCIENCE AND TECHNOLOGY POLICY

This schedule applies to the Compaq System PRO/XL and subsequent
systems in the Office of Science and Technology Policy (OSTP),
Executive Office of the President.

CC:MAIL APPLICATIONS

The following applies to the records created or received on
OSTP’s electronic communication system after July 14, 1994.

1. E~-Mail Records. E-mail messages created or received on ‘the
electronic communications system that have been determined
to be Federal records. E-mail records include transmission
data (identities of sender and recipient(s) and the date of
transmittal) and recei data (when necessary). The records
consist of the message any attachments. Messages
designated as nonrecord rial will be deleted after
monitoring. Federal reco ill be transferred to an
electronic recordkeeping sy ‘sy\for preservation.

A. Master Data File of all EXMdj] Records Data. (Not
authorized for disposal by thé.General Records
Schedules - see Information Né;é item 1, on page 4 of
this schedule). <i>

Inclusive Dates: July 15, 1994 and thereafter.

Arrangement S8tatement: E-mail messages are arranged
chronologically.

Statement of Restrictions: Some of the records may be
restricted under the Freedom of Information Act.

Current Volume: 10 1/4 inch tapes (100MB of mail
each); 130 4mm DAT tapes (100MB of mail each); 14 GB of
Internet messages.

Estimate of Annual Accumulation: 12GB of electronic
CC:mail and 18GB of Internet mail to be saved to
CD-ROM.

DISPOSITION: PERMANENT
Transfer data file to NARA at the end of each

Presidential Administration on CD-ROM in accordance
with NARA procedures and with 36 CFR 1228.



B. E-Mail Records Documentation. The documentation for
each data file will include any additional information
about the format of the data file and/or the context in
which the data file was created.

Inclusive Dates: July 15, 1994 and thereafter.
current Volume: Less than one cubic foot.
DISPOSITION: PERMANENT

Transfer a copy of the electronic mail records
documentation to NARA with the records described in
1.A. above. Transfer any updates to the documentation

with subsequent transfers of records.

NOTE: All transfers of documentation will conform ‘with
requirements of 36 CFR 1228 and NARA procedures.

Distribution Lists. Majling lists on the cc:Mail System
created by users for ing e-mail messages to groups of
recipients. All recipi of e-mail messages are
identified in full on th &ygssage itself.

DISPOSITION: TEMPORARY (:;%

Delete when no longer needed f administrative, legal,
audit, or other operational pur

A. System Indices. Lists maintained on the system of the
contents of e-mail messages.

Indices.

Inclusive Dates: July 15, 1994 and thereafter.
current Volume: 5GB of System Indices.
DISPOSITION: PERMANENT

Transfer data with Item 1.A. above.

B. System Indices Documentation. (Part of E-Mail Records
Documentation, 1.B. above).
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(o] User Indices. Lists maintained by the users of the
contents of personal electronic folders. This is a
dynamically changing list.

DISPOSITION: TEMPORARY

Delete when the agency determines that they are no
longer needed for administrative, legal, audit, or
other operational purposes.

CALENDARS

4. Electronic Calendars and Task Tracking of Designated High-
Level officials.

Electronic calendars and task tracking created by the OSTP
designated high-level officials.

A. Electronic Versiqﬂb
DISPOSITION: TEM 4

Delete after printing g;% filing.

B. Paper Version. (Z):
DISPOSITION: PERMANENT <§3

Print calendars monthly and intér-file in designated
official recordkeeping system and transfer to NARA
according to the approved schedule controlling those
records.
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INFORMATION NOTE: The following items are authorized for
disposition under the NARA General Records Schedules.

CC:MAIL APPLICATIONS

1.

E-Mail Records in the Recordkeeping S8ystem. E-mail records
in the recordkeeping system that are scheduled for disposal
under one or more items in GRS 1-16, 18, 22, or 23;
EXCLUDING those that replace or duplicate the following GRS
items: GRS 1, items 21, 22, 25f; GRS 12, item 3; and GRS
18, item 5.

DISPOSITION: TEMPORARY

Delete after the expiration of the retention period
authorized by the GRS or when ne longer needed, whichever is
later (GRS 20, Item 3.a.).

Bulletin Board. The bulletin board is used to notify
cc:Mail users of remi s regarding computers such as
computer security requi nts and updates on viruses.

DISPOSITION: TEMPORARY (f»

whichever is later (GRS 23, It .c. and GRS 20, Item

Delete when three months old \¢gr ywhen no longer needed,
3.3.). %

Electronic Versions of Records onwﬁiézﬂLive" System
Authorized for Disposal or Copied to—the Master Data File.

DISPOSITION: TEMPORARY

Delete from the e-mail system after copying to the
recordkeeping system (GRS 20, Item 14).

system Distribution Lists. Mailing lists created by the
system manager to facilitate system messages to users. This
is a dynamically changing list of current system users.

DISPOSITION: TEMPORARY
Delete when the agency determines that they are no longer

needed for administrative, legal, audit, or other
operational purposes (GRS 20, Item 7).
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User Directory. The user directory is an electronic feature that provides users with a short-
cut to entering the name of the intended recipient of a message. This is a dynamically
changing list of system users. It is a list of users only; it is not an index or finding aid to
messages. See Item 3.A. of the OSTP Schedule for the System Indices.

L

DISPOSITION: TEMPORARY

Delete when the agency determines that they are no longer needed for administrative,
legal, audit, or other operational purposes (GRS 20, Item 3.a.).

User Set-up Consists of user passwords, locations, and log in/log out data.
DISPOSITION: TEMPORARY

Delete/destroy when the agency determines they are no longer needed for administrative,
legal, audit, or other operational purposes (GRS 20, Item 1.c.).

CALENDARS

7.

WORD PROCESSING DOCUMENTS

8.

Federal Records Calendars and"/l%\ﬂ'racking Lists of Staff (Other than Designated
High-Level Officials). &

DISPOSITION: TEMPORARY C?X\

Destroy or delete when two years old (GRS %\ 5.a. and GRS 20, Item 3.a.).

<

Word Processing Documents. Word processing documents using WordPerfect such as
letters. messages, memoranda, reports. directives, and related drafts recorded on the Compaq
System PRO/XL and the Compaq Prolineas or diskettes. Word processing documents,
including appropriate drafts, are printed out and placed in the official files. Official Federal
records are controlled by the existing OSTP Records Schedule.

DISPOSITION: TEMPORARY

Delete from the word processing system when no longer needed for updating or revision
(GRS 20, Item 13).

ELECTRONIC SPREADSHEET DOCUMENTS

9.

Electronic Spreadsheet Documents. Electronic Spreadsheet documents created on Quattro
Pro and Windows for internal use to support administrative functions of OSTP. Spreadsheets
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are printed out, annotated with underlying computations on how the spreadsheet was
formulated, and placed in the official files. Official Federal records are controlled by the
existing OSTP Records Schedule.

DISPOSITION: TEMPORARY

Delete when no longer needed to update or produce hard copy (GRS 20, Item 15.a.).

BACKUP TAPES

10.

Backup Tapes. Backup tapes created after July 15, 1994, of the Compaq System Pro/XL
which includes the Novell Netware LAN 3.11 software, Federal applications, consisting of
e-mail messages, copies of temporary records authorized for destruction, nonrecord materials,
distribution lists, indices, calendars, and records that are duplicated elsewhere for preservation
and disposition. )

DISPOSITION: TEMPORARY

Daily Backup Tapes. Delete whgtf}et of weekly backup tapes has been created without
error.

Weekly Backup Tapes. Delete when &S%ms old.

File identical to records scheduled for transfe the National Archives.” Delete when the
identical records have been captured in a subs t backup:file or when the identical
records have.been transferred'to the National Areligds.and successfully copied (GRS 20,

O

Item 8.a.).





