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JOB NUMBER
REQUEST FOR RECORDS DISPOSITION AUTHORITY N1-GRS-07-4
TOo: NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received /
8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 b / /07
1. FROM (Agency or establishment) -
NATIONAL. ARCHIVES AND RECORDS ADMINISTRATION NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION
Life Cycle Management Division

3. MINOR SUBDIVISION

In accordance with the provisions of 44 U.S.C. 33033, the
disposition request, including amendments, is approved
except for items that may be marked “disposition not
approved” or “withdrawn” in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER | 5.  TELEPHONE NUMBER

James G. Cassedy 301-837-1584

DATE ARCHIVIST OF THE UNITED STATES

olriloz |l (Oos g

6. AGENCY CERTIFICATION

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the
records proposed for disposal on the attached 4# page(s) are not needed now for the business for 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,

D is not required [ is attached; or ] has been requested.
DATE SIGNATJRE OF AGENCY REPRESENTATIVE TITLE
6/°05 /2007 %a,,m‘, ~. R Director | NWHL,
7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPQI(E;FI{%EIS_?EIE JOB }ﬁx‘;ﬂ%’;gﬂﬁ")‘

CHANGES/ADDITIONS TO GRS 20, Items 2, 3,
and 11, TO IMPLEMENT MEDIA
NEUTRALITY AND ASSIST AGENCIES IN
IMPLEMENTING ELECTRONIC
RECORDKEEPING (See attached).

INACTIVE - ALL ITEIiS SUPERSEDED

115-109 PREVIOUS EDITION NOT USABLE

STANDARD FORM 115 (REV. 3-91)

Prescribed by NARA 36 CFR 1228



INACTIVE - ALL ITEMS SUPERSEDED

CHANGES/ADDITIONS TO GRS 20, Items 2, 3, and 11, TO IMPLEMENT
MEDIA NEUTRALITY AND ASSIST AGENCIES IN IMPLEMENTING
ELECTRONIC RECORDKEEPING

/
2. Input/Source Records Sce 2 H‘-C//\, Cf

(a) Hard copy (non-electronic) documents used to create, update, or modify electronic
records when the electronic records are retained to meet recordkeeping requiréments and
are covered by a NARA-approved schedule. Included are such records as Hard copy
forms used for data input as well as hard copy documents that are scanned into an

records that must be transferred to NARA in hard copy férmat, even if records
have been copied/converted to an electronic format.

Permanent. Transfer to NARA in accordance
schedule.

previously approved

(2) Hard copy records previously approved/as permanent that are converted to
electronic records where the electronic reCords do not meet NARA’s transfer
standards for permanent electronic recetds in effect at the time of conversion.

Permanent. Transfer to NARA in dccordance with previously approved schedule.

(3) Hard copy documents contain information that is not or cannot be
captured in the electronic vgfsion of the records (e.g., certain handwritten
annotations) /

Apply previously appfoved schedule
(4) Hard copy dgcuments other than those covered by Items 2(a) (1) — (3)

Destroy after'the information has been converted to an electronic medium and
verified, when no longer needed for legal or audit purposes or to support the
iction of, or serve as a backup to, the electronic records, or 60 days after
has been provided the notification required by 36 CFR
1228.31(b)(1)(i), whichever is later.

Note tg' Item 2(a):

term hard copy records or non-electronic records as used in this schedule includes, in
ddition to traditional textual files: still picture negatives, prints, slides, and
transparencies; aerial photography, maps, charts, and drawings; motion picture film and
analog videotape; and analog sound recordings.

INACTIVE - ALL ITEMS SUPERSEDED
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/

/

3. Electronic Records That Replace Temporary Hard Copy Records /

Electronic records that replace temporary hard copy records covered by pre¥iously
approved schedules that do not explicitly exclude electronic records. (If 4 previously
approved schedule explicitly excludes electronic records, an SF 115 myst be submitted to
NARA. None of the authorities provided below may be applied.)

(a) Scanned images See 2 [%L‘{\—ed

Delete after the expiration of the retention period authdrized for the hard copy
records.

(b) Electronic formats other than scanned imag

(1) Records covered by temporary it¢ms in the GRS other than GRS 1,
Item 21 (Employee Medical Foldefs); GRS 1, Item 22 (Statistical
Summaries); GRS 1, Item 25f (Bqual Employment Opportunity Statistics
Files); GRS 12, Item 3 (Telecdmmunications Operational Files); and GRS
18, Item 5 (Top Secret Accelinting and Control Files)

or by temporary items in gh agency-specific schedule that pertain to
administrative/housekegping activities

Delete after the expifation of the retention period authorized for the hard
copy records.

(2) Records
GRS 1, It
Emplo

vered by GRS 1, Item 21 (Employee Medical Folders);

22 (Statistical Summaries); GRS 1, Item 25f (Equal

nt Opportunity Statistics Files); GRS 12, Item 3

(Tele‘? unications Operational Files); and GRS 18, Item 5 (Top Secret
A? nting and Control Files)

Gbmit SF 115 to NARA.

(3) Digital versions of temporary still pictures, sound recordings, motion
picture film, and video-recordings.

Delete after the expiration of the retention period authorized for the hard
copy records.

(4) Program records approved for destruction in a previously approved

schedule that is media neutral and does not explicitly exclude electronic
records. :

INACTIVE - ALL ITEMS SUPERSEDED
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Delete after the expiration of the retention period specified in the
previously approved schedule

/

/

(5) Program records maintained in an electronic format that are no/tf o
covered by Items 3(a), 3(b) (1), 3(b) (3), or 3(b) (4). /

Submit SF 115 to NARA
Notes to Item 3:

1. Items 3(b) (1) and 3(b) (3) may be applied to electronic records consisting of
information drawn from multiple previously scheduled hard copy series of administrative
housekeeping records. In such instances, the electronic records must be retained for the
longest retention period specified in the previously approved schedules.

2. Disposition authorities included in Item 3 may be applied to copies of records
maintained on agency web sites only in the case of administrative housekeeping records.
These items may not be applied to web site copies of program records, which must be
scheduled separately. 7

3.1 Electronic Records That Replace Permaneﬁt Hard Copy Records ce
p ! Py 4 W o Q/

Electronic records that replace hard copy records approved as permanent in a previously
approved schedule.

Permanent. Submit notification to NARA in accordance with 36 CFR 1228.31(b)(1)(i).
Notes to Item 3.1: 7
7
,
1. Electronic versions of permanent records that are retained as recordkeeping copies
must meet the standards contained in NARA guidance concerning the creation,
maintenance, and tra?ei‘rof permanent electronic records.

2. Item 3.1 may be applied if the electronic records consist of information drawn from
multiple previousl§ scheduled permanent series. In cases where the electronic records
include information drawn from both temporary and permanent hard copy series, an
agency may apply Item 3.1 or submit an SF 115 that proposes disposal of the records if
the agency believes the electronic records do not warrant permanent retention.

3. Thigsitem does not cover copies of permanent records maintained on agency web sites,
whick'must be scheduled separately.

INACTIVE - ALL ITEMS SUPERSEDED



‘TIVE -ALL ITEMS SUPERSEw,. _ .

3.2 Hard copy printouts created to meet ad hoc business needs Sce

Printouts derived from electronic records created on an ad hoc basis for reference
purposes or to meet day-to-day business needs.

Destroy when the agency determines that they are no longer needed for administrative,
legal, audit, or other operational purposes, provided the printouts do not contai
substantive information, such as substantive annotations, that is not included jn the

electronic records. (Printouts that contain substantive information should be disposed of
in accordance with the NARA-approved schedule that covers the series iry'which they are

filed.)
11. Documentation
(a) Data systems specifications, file specifications, c(c}debooks, record layouts,

user guides, output specifications, and final reports (regardless of medium)
relating to a master file, database or other electronig records

(1) Documentation relating to electronic records that are scheduled for
destruction in the GRS or in a NARA-approved agency schedule.
/
Destroy or delete upon authorized deletion of the related electronic records or
upon the destruction of the output of the system if the output is needed to
protect legal rights, whichever is later.

(2) Documentation relating to electronic records that are scheduled for
permanent retention in thg,GRS or in a NARA-approved agency schedule.

Permanent. Transfer to/ the National Archives with the permanent electronic

/;

records to which t/h/e documentation relates.

/

J

/
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Changes / Additions to General Records Schedule 20
Electronic Records
2 Input/Source Records
a-1 Hard-copy - Previously scheduled; must be transferred in hard-copy
Rescinded 09/01/2014
a 2 Hard-copy - Previously scheduled; e-recs don't meet transfer standards
Rescinded 09/01/2014
a 3Hard-copy - Contain info not captured in electronic version
Rescinded 09/01/2014
a 4 Hard-copye Records not covered by 2al-3

Superseded by: DAA-GRS-2017-0003-0002
07/01/2017 '

3 Electronic versions of records that replace temporary hard copy records
a Scanned image
Rescinded 09/01/2014

b Other than scanned images - Administrative records

INACTIVE - ALL ITEMS SUPERSEDED
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b 1 Administrative records

Rescinded 09/01/2014

b 2 Records covered by GRS 1, Item 21; GRS 1, Item 22; GRS 1, Item 25f; GRS 12, Item 3;
and GRS 18, Item 5.

Rescinded 09/01/2014
b 3 Digital still pictures, sound or video
Rescinded 09/01/2014
b4 Media neutral program records
Rescinded 09/01/2014
b 5 Program records maintained in an electronic format that are not covered by Items 3(a),
3(b)1, 3(b)
Rescinded 09/01/2014
3.1 Electronic Records that Replace Permanent Hard Copy Records
Rescinded 09/01/2014
3.2 (item 16) Hard Copy Printouts Created to Meet Ad Hoc Business Needs

Superseded by: DAA-GRS-2017-0003-0002
07/01/2017

INACTIVE - ALL ITEMS SUPERSEDED
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