INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-064-77-02

All items in this schedule are inactive. Items are either obsolete or have been
superseded by newer NARA approved records schedules.

Description:

In Fiscal Year 2013, the GRS Team began a five year project to update and revise the General
Records Schedules (GRS) under OMB/NARA M-12-18, Managing Government Records
Directive. The old GRS was completely superseded.

See https://www.archives.gov/records-mgmt/grs for the revised GRS, crosswalks, fags, tools,
and other resources.

Date Reported: 4/2/2019
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REQUEST FOR RECORDS DISPOSITION AUTHORITY
s (Sc:e Instructions on reverse)

.

LEAVE BLANK

TO GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

JOB NO

NC1l —64-T7-2

1 FROM (AGENCY OR ESTABLISHMENT)

General Services Administration

DATE RECEIVEDJAN 1 1 1977

NGTIFICATION TO AGENCY

2 MAJOR SUBDIVISION

_ National Archives and Records Service

In accordance with the provisions of 44 U S C 3303a the disposal re
quest, including amendments. I1s approved except for items that may

3 MINOR SUBDIVISION
Office of Federal Records Centers

be stamped “‘disposal not approved™ or “withdrawn™ in column 10

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT
22Y9Y-169%8
Ronald L. Heise 2346-8827-

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records,
that the records proposed for disposal in this Request of 12 __ page(s) are not now needed for the business of

this agency or will not be needed after the retention periods specified.
] A Request for immediate disposal.

B Request for disposal after a specified period of time or request for permanent

retention.

C DATE D SIGNATURE OF AGENCY REPRESENTATIVE E TITLE

'/// Z, Aﬁgz@ﬁ MM° o sion

7 8 DESCRIPTION OF ITEM
ITEM NO (With Inclusive Dates or Retention Periods)

9
SAMPLE OR

10
JOB NO ACTION TAKEN

GENERAL RECORDS SCHEDULE 20

Machine-Readable Records

NN-172-20.

The attached request revises GRS-20, Data Automation

Program Records, authorized for disposition under

50 tems

115-107

STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4



MACHINE-READABLE RECORDS AND RELATED DOCUMENTATION

GENERAL RECORDS SCHEDULE NO. 20

Introduction

This schedule covers machine-readable records and the related documentation
required to service them. Machine-readable records require processing and
decoding for conversion to human-readable information and are usually stored
on media which make them easy to modify and update. This contributes to

", the mistaken notion that such records are ephemeral or non-record material,

especially as opposed to their hard copy informational equivalents. Federal
statutes and regulations define Federal records as the products of govern-
ment business and specifically include all media on which they may be
recorded. When information exists in both machine-readable and hard copy
forms including computer output microform (COM), various factors bear on

the decision of which medium should be retained for archival purposes. Among
these are the relative cost of storage and preservation, the relative
convenience of reference, and the facility with which most hard copy fomrms
may be regenerated from machine-readable files (a process which*is costly

to reverse).

Data on media other than computer magnetic tape (such as punch cards,
paper tape, disc packs, or drums) may be scheduled by this schedule, but
in most cases must be converted to magnetic tape before transfer to NARS. "

Machine-readable records differ from records on other media in four
important ways:

1) The machine-readable media on which they are most often
recorded are erasable and reusable, thus creating a cost
effectiveness factor in their management which is not-
‘present with more permanent media;

2) The magnetic media on which most machine-readable records are
recorded are not designed to be permanent storage media for
records. Thus the fragility of most information in machine-:-
readable form makes it mandatory that such records be brought
under control as early as possible in their life cycle.

Ideally this control should be exercised at the time a system

is created, even before it has generated records.:' If this is
done, disposition standards can be written on the medium as an
integral part of the internal file label. Such timely scheduling
leads to identification of files of archival value and can
ensure that they are stored under optimum conditions as soon as
the agency no longer needs them;

3) Due to the ease with which machine-readable records may be
updated or revised and the media reused, their life cycle
is briefer and more complex than that of other records. While
the master file gtage -is -most often the form in which machine-



readable records should be subject to archival appraisal,

sometimes other versions should be retained because their

informational content is more complete than related master
files or especially relevant to agency policy, decisions,

or special reports;

4) Because machine-readable records must be subjected to both
mechanical and electronic processing and decoding to be con-
verted to human-readable information, the records revealing such
processes (documentation) must be scheduled with ‘the machine-
readable records.

The qualities which separate machine-readable records from those on other
media also make it difficult to produce a subject-oriented general schedule
for machine-readable records which is analogous to the previous nineteen
schedules. Thus this schedule categorizes records for disposition’
standards on the basis of the kinds of records or files that are common

to most ADP systems. They are divided into three classes:

Documentation (Part I) covers those records required for servicing
machine-readable records -- for converting them from human-readable
information to encoded data and vice versa. These are an organized
series of descriptive documents required to initiate, develop,
operate, and maintain specific applications of ADP systems. As
might be expected, the disposition of documentation is linked to the
disposition of the related machine-readable files.

Processing files (Part II) are those machine-readable files, aside
from master files, which comprise the life cycle of most comput-
erized records. Processing files -- from work files and raw data
input files to publication files and security backup files -- are
employed to create and use a master file. They are presented here
separately from master files for the sake of clarity and because
they generally do not qualify for long term retention. Those for
which disposal is not authorized are so treated because they may
contain more complete information than the related master file or be
especially relevant to agency policy, decisions, or special reports
adequate reasons for initiating archival appraisal. The proper
scheduling of processing files can increase the availability of
space on machine-readable media and reduce agency expenditures for
stocks of magnetic media.

Master files (Part III) constitute the definitive state of a data
file in a system at a given time. Such files are categorized
herein only partly on the basis of subject content. Other impor-
tant considerations regarding disposition are the format of the
data file and the manner in which it is updated. Such variables
influence the scope of the informational value of a file and the
frequency with which its machine-readable output should be subject
to archival appraisal.



"Data automation planning and operational records,& which were included
in a previous version of this general records schedule, are not included
here. They are textual records and relate to an agency's planning,
procurement, and operational processes. Thus they may be scheduled by
reference to other appropriate general records schedules.

It should be emphasized that machine-readable records which do not fit
categories listed in this schedule are not thus automatically authorized
for disposal. Disposition of such recqrds hould be authorized by
submission to the National Archlves‘?ff%"con?pf'{"cf 115, Request for
Aunthozity 0 Dispose oé Recordsﬂupa?rt: 49 Pothorrty 7

The decision table format, rather than the columnar format, is used
herein for two reasons: 1) it reduces requirements for explanatory foot-
notes, and 2) assists the user in conceptualizing the many categories
and. subcategories of records involved.



Part 1 -

- .

DOCUMENTATION

File function/
designation

Consisting of

Which are

Then

Data systems
specifications

‘|documents containing de-

finitions of the system
including functional

requirements, data require
ments, system/subsystem

for a disapproved pro-
posed system -

: B

‘faction.

di;paéé-of one
year after final

specifications,requests
for the system, and
authorizing directives

for an approved system
for which all related
magnetic data files are
authorized for disposal

dispose of one
year after dis-
continuance of
the-system.

for an approved system
for which any.related
magnetic data file is
not authorized for
disgosal i

retain with re-
lated data file.

a

4‘_;_’_’"1 c T )

-{ System test

documentation

descriptive material ip—_
cluding test plans and
test analysis reports

for an approved system

disposég_;of one
year after com-
pletion of
testing.

fordl-disapproved pro---
posed system

dispose of when
no longer needed

definitiors of the logical
and physical characteris-
tics’of each record, -
element or item of data

‘lin the file, including

for a system for which
all related magnetic
data files are author-_"
ized for disposal

reféin with re-
1ated da;a file.

names and tags or labels;
relative position, form,
format and size of data
elements (record layout);
specification of all codes
used; cross reference
code’'manual; security and
privacy restrictions;

and validity characteris-

Jtics; update and access

conditions; recording

"~ |medium and volume

for a system for which :
any related magnetic -
data file is not author-
ized for disposal. -

retaip with re-
lgted data file.



http:dis,pos.al

Part ﬁ-’ DOCUMENTATION

File function/
designation

8 User guides

9 Output specifi-

11

12

13

cations

Information
retrieval
routine

Consisting of

information which suffi-
ciently describes the
functions of the system
in non-ADP terminology so
that users can determine
its applicability and

when and how to use it, fo:
serves for the preparation

of input_data and the
interpretation of results

detailed descriptions of

products of the system

. »- . tabuldtion and an analysis
...lof the findings of a study
or durvey including a

that are to be used out-
iside the computer center

printed final reportscon-
taining the statistical

arrative description of

‘'imethodology employed

lseries of machine instru-
ctions designed to
retrive information

from specific data systems

Which are

handbooks, guides to
data availability, and
procedures for querying
files

listings of each type of
output by title and tag,
format specifications,
selection criteria,
volume and frequency,
media, graphic displays
and-symbols, security
and privacy conditions
and disposition of out-
put .

for systems which require
retention of related date

general purpose programs

Then

retain-with data
systems specifi-
cations.

retain with re--
lated-data.file.

.

retain one copy
With related
file specifica-
.tions.

- e

.«

dispose of when
no longer needec

special purpose programs'

for data files -for which
disposal is authorized

special purpose programs
for data files for which
disposal is not author-
ized

retain with re-
lated data file,

retain with re-
lated data file
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Part II PROCESSING FILES

File function/

Pt

designation Consisting of Which @are Then
Work temporary machine-readable new media, or media not available for
media used by console included in a library immediate use
operators or tape handlers control system, or files -or reuse..
to facilitate general com- whose retention dates
puter runs such as sorts have expired
and merges
2 Test data- machine-readable media routine or benchmark dispose of wh
- used indtesting a system data sets constructed or no longer nee
used for the-purpose of-
testing P
3 1Initial data machine-readable media used for updating and dispose of af
containing data abstracted required to support third update
from source documents or reconstruction of master cycle. 1
other media and entered - file
into the system for the
4 first time per update not required to support dispose of af
cycle reconstruction of master - raw ‘data is
file and/or used as satisfactoril
e L input for a one-time . processed int
study, survey or experi- &inal or red
ment ad data.

5 officially designated to dispose of i1
replace or serve as the accordance wi
basic source data in .--. instructions
lieu of the hard copy or "applicable t¢
other input source ) the hard cop)
document or other fil

- - documenting
same process
transaction,
case. -

6 not used as input to a Submit SF 11

master file or processed #&e Natronal
into analyzed or reduced #rchives for
* data and not required to appreicels
.t reconstruct a- master" Razuf)t* §or

file . I 'feun".A“S
T Tl L potkney



Part 11

.
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PROCESSING FILES

File function/

~

Consisting of

Which are

Then

10

12

designation

| punched cards that contain|

"] film or written inserts

machine-readable media
files created by another
agency

not a record of the
receiving agency 2

dispose of as
reference mate:
ial.

punched cards or paper
tape created after
January -1, 1970, contain-
ing data abstracted from
source documents and used
for conversion to magnetic
media- or processing on
electric accounting
machine equipment

electric accounting

machine output

dispose of in
accordance witt
instructions
applicable to 1
hard copy or
other files
documenting th¢
same process,
transaction, o:
‘case.

retained by ADP opera-
tional elements as back-

up to magnetic media

dispose of whe
no longer need

converted to magnetic

media

dispose of aft

“verification o

data on relate:
magnetic media

original entry data with

source documents

-dispose of in

~accordance witl

-instructions
.applicable to

-the hard copy

or other files

~documenting th

same process,
transaction, o
case.

Intermediate
data input/
output .

machine-readable media
containing output within
or from one run to a
subsequent run that
manipulates, sorts, and/
or moves data through the
system;. includes check-
poent, edit, correction,
reject list, unmatched |,
data Sllmlnatlng error,:f

rerun flles, .etcé ,;:x%u“,l

used in an uﬁdated

system

RET SRS S
SR : A

dlspose of aft

-subsequent dat

flles .that con
tain the accep

_ted detail dat

-have been
created and _

. 1__proved satis-

-factory.

e- -

c—_—l - . - -




Part 11

File function/

designation

13

14 Valid trans-
action

16

- -

17... Informatlon
retrieval .

~ . _gystem master‘

-

reference

18

19

PN

PROCESSING FILES

Consisting of

machine-readable media
kcontaining items used with
an input master file for
creation of an output

- master.file

machine-readable media
. containing data created
by the merging of prior
master file with valid

Which are Then

used in a one-time study dispose of after

or survey master- data file
has 'been proven
satisfactory.

updates of items liqui-  dispose of after
dated from current status third-update
files cycle.

dispose of after
third update
cycle.

fvalid transaction after
cumulative final master
file is prepared and
determined to be success-
ful, and there is no

‘ necessity for statistical

analysis.

msed in additional anal-. SpbmltdSF 115,&9@
ysis - s0° Nasienad /
’ T Axchiaes £n;r_-
appzaical erw/j
- a,’._g;fnn
- P vthert),

a cumulative index to  dispose of after™
scientific and technical ‘third update
publications, and bibli- cycle. 1

ographic and other

transaction data to create non-record material .

a new master file

an index to record
material such as corres-
pondence legal hearings,
patents and trademarks,
and record copy of
publications

dispose of as /
provided for
related master

.~ data file.

an "audit trail" of a
file not disposable
under this schedule
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Part II

PROCESSING FILES

File function/
designation

Consisting of

Which are

Then

20

21

22

123

Publication

.-

machine-readable media
containing source output
data extracted from the
system (without destroy-
ing the source file)

reproduced and dissemi
nated as a publication
or used for producing a
printed publication

ffer to Nationa
Archives for
possible reten-
tion when active

agency ie
ceases i f the
offer .is not
accepted, the
records may be
destroyed immed-
iately. :

used for producing re-
quired printouts of
tabulations, ledgers,
tables registers, and
Treports

W-j)\ffer to Nations

Archives for
possible reten-
tion when active

agency use
ceases ﬁf the
offer is
accepte%e
records may be
destroyed

immediately.

st

Secutity:d
backup-

- -

O

machine-readable media
that is identical in
format to master file

.and retained as security

in case master file is
damaged or inadvertently
erased

updated

dispose of afte
third Jpdate
-cycle. -1

a one-time study or
survey

dispose ‘of as
provided for
related master
data file.



http:offer.is

Part III MASTER F

ILES

File function/

-either from analog mag-~.-

netic d1g1tal ‘media for- _

L2 - | scidntific measurements - -

g
R —— pyrr—

entersJ— T

P i

- We, Jo#sE.

designation Consisting of Which are Then
1 |Housekeeping machine-readable media not required for GAO ‘dispose of in
) system master - containing data for such | site audit - accordance with
rfile "housekeeping systems' as instructions
fiscal accountability, applicable to
supply management, and the hard copy
payroll administration or other files
documenting the
same process,
- transaction, or
) case
2
i required for GAO site dispose.of in
audit accordance with
functional
quidelines pro-
. . vigsd_by GAO.

3 |Federal loan machine-readable media cumulative data of fundg dispose of after
and grant containing data created made available through | third update
program master | by the merging of prior - .| federally .supported cycle. 1
file master file with valid loan and grant programs | :

" _ transaction data to : L "
4 . create a new master file.| noncumulative periodic | Submit SF 115-%e
- (initial data includes . files of status of ] Satéenel—&e i
. . | excerpts from forms :- federal loan and grant ¢ = ,”
- Tl laced in case.files activity. -Aeypest 32

- : Z P - ) g e lfec rd$ ﬁjﬁ”a

| “ | Avthwity. &

5 |Statistical ~ | machine-readable media observations such as SubmitdSF 115 ®e

- |master file . | containing data created data used to generate dNabiormret—frehs
’ by the merging of prior economic indicators,d” i :

‘| master file with valid social indicators, and- ﬂc']uf’f ‘Sov
i transaction data to data on characteristics [f¢¢a;u{, )
create a new master file | use, and ownership of ﬂ,,pojlt'll"

' natural Tesources Auﬂorlv p

6 used to prepare reports| Submit SF 115 <€

covering a limited . | debionad=inenine
period of time; recur--.|-fes—eppeeisaix—
Ting periodic surveys r‘-‘ﬁkg,ynt S0 .
E and censuses | Hecovds ﬂ.s“ﬂt
r : : ’ - S thomily )

7 |Scientific. - .| machine-readable media - . held in natlonal data ‘- _Spbmlt SF 115 &4

master file . .-| containing data created - -l Mﬂ;mﬁ:ﬂ::ﬁ:‘::

R

ﬂcoo rols Jﬁafﬂ

-

i AethorTx 4



Part III

MASTER FILES

File function/
designation

* Consisting of

Which are

Then '

10

11

12

|13

14

not duplicated in

national data centers

‘Submit SF 115 e

Wogsest. Sor fpco

duplicated in national

data centers

ispose”o er
determination is
made that data
is not required
outside. the data
centers.

not calibrated or valid-

ated

dispose of dafter
subsequent mag-
netic -media
containing the
accepted, data
have been create
and proved satis
factory.

Summary file

.Jor master data files

machine-readable media .
containing aggregates of
individual observations
from valid transaction

substantially unpub-
lished, or contain
data in greater detail

Submit SF 115 =

than published versions.|feguesc fovry

reds |, .
eﬁ;hg;bjﬁﬂ?n
Athorsty

Re-formatted
file =~ - :

machine-readable media
containing essentially
duplicate data from the
master data file but which
is created for use with

created for the specific|dispose.of as

purpose of ‘information .

interchange

provided for
related master-
data“f}le;

other computer hardware

of specific dapplication
for agency computer

hardware systems

dispose of when
ldetermination
is made that
such format is
unnecessary.

Samples,
subsamples,
and special
studies

machine-readable
media containing data
selected from a larger
census or survey file

disclosure free or use-
ful in statistical =
analysis or policy for-
mulation models and
simulation studies

Submit SF 115 &

" | datonat—fnelreare

iﬁnfagp!uﬁsskr—

e Juest  for

”G c ov s S
“D15p03rT10
“IAvtherity
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NOTES:

1. '"Dispose of after third update cycle'" indicates that first generation
data may be disposed of after the fourth successful update.

2. Records received from another agency become the records of the
receiving agency under either of two conditions:

a) when the data is merged or reduced by the receiving agency,
and no comparable copy exists in the originating agency; and

b) when the data is provided by the originating agency in a form
designed to meet the needs of the receiving agency, and no
comparable copy exists in the originating agency.

In such cases the resulting data file should be scheduled according
to the appropriate category listed in this schedule, where applicable.





