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File no. 8XX, Information Technology Project Management Files .
Case files established for each NARA IT project, documenting the management of each project through its
various stages. concept development, requirements gathering, procurement, implementation, system
testing, “go-live,” and hand-off to production. The file includes copies of the approved product plan and
approvals authorizing the project (originals are filed in the Information Resources Policy and Projects
Division), project plans and other planning documents, copies of procurement documents kept for
reference during the project (official copies are maintained by the Contracting Officer in the Acquisition
Services Division), communications with contractors, any written project deliverables as specified by the
project, change control records, contract management records and closeout records Records may be 1n
hard copy and/or electronic format

8XX-1 Records for projects requiring the filing of an OMB Form 300
Break file when a project is closed out.
Destroy 5 years after the project is closed out

8XX-2 All other projects
Break file when a project 1s closed out.
Destroy 3 years after the project 1s closed out.

NOTE: A project 1s closed out when 1) the system has been declared operational and turned over to NHT
for production; 2) a project 1s terminated for any reason



3. Electronic Mail and Word Processing System Copies

Electronic copies of records that are created on electronic mail and word
processing systems and used solely to generate a recordkeeping copy of the
records covered by the other items 1n this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are
maintained for updating, revision, or dissenination.

a. 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.

b. Copies used for dissemination, revision, or updating that are maintained 1n
addition to the recordkeeping copy.

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





