
•	 LEAVE BLANK (NARA use only)( REQUEST FOR RECORDS DISPOSITION AUTHORITY.~	 • 
(See Instructions on reverse)	 JOB NUMBER N/-3bCj- 05-k{' 

TO:	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED 5- / / --
WASHINGTON. DC 20408 ./ 1/ /05 

1. FROM	 (AQency or establishment) NQTIFICATION TO AGENCY 
Small Business Administration In accordance with the provisions of 44 

2. MAJOR SUBDIVISION U.S.C. 3303a the disposition request, 
Office of Administrative Services including amendments, is approved except for 

3. MINOR SUBDIVISION items that may be marked "disposition not 
approved" or "withdrawn" in column 10.Administrative Information	 Branch 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE A.RCI-IIVIST OF THE UNITED STATES 

J,."A 1-/411" ~~~f...:..
Helga Taylor	 (202) 205 - 7053 

6. AGENCY CERTIFICATION 

Ihereby certify that Iam 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 J- 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 
AgeIW.iYrS, . d D' h d D h b d'. ~ IS not require ; IS attac e ; or	 as een requeste " 

DATE	 TITLE 

10-19-2004 

7.	 9. GRSOR 10. ACTION 
ITEM 8. ~SCRIP~ON OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA 
NO. JOB CITATION USE ONLY) 

The attached electronic records disposition schedule (ReQuest
 
System) is a new electronic application to be added to SBA's
 

present records manaaernent proqram,
 

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91) 
PREVIOUS EDITION NOT USABLE Prescribed by NARA .a 36 CFR 1228 

Th:S form was electronically produced by Elite Federal Forms. ~ 10/';;' <f /0 S" C0(fl".Jo ~- k A~ (N ~ 

http:C0(fl".Jo


Draft 12/02/04 
System Name: Request System ·-	 • 
Program: Office of the Chief Information Officer 

Legal Authority: 

Applicability: Office of the Chief Information Officer 

Restrictions: 

Purpose: The purpose of this system is to assist with the workflow associated with migrating 
system changes. It tracks the request and approvals and sends notification to the necessary 
staff. 

Item Description of Records 
~o. 
1. Input. Data entry of migration requests from 

OCIO project managers by OCIO employees. 
The source document may be an e-mail 
message. 

2.	 Master File. The master file is a SQL Server 
database. Information includes requests and 
approvals of web-based system migrations 
from development to test, and from test to 
production. . 

3.	 Output. Automatically generated e-mail 
messages to OCIO staff. 

4.	 Documentation. 

5.	 Backups. 

Contact	 Information: 
Name: Jonathan Jones 
Telephone No: 202-205-7365 
Program: Office of the Chief Information Officer 

Disposition 

Temporary. pelete e-mail 
message when verified in the 
system. 

Temporary. Cut off at end of 
fiscal year in which status is 
complete. Delete three years after 
cutoff. 

No disposition. 

Temporary. Destroy or delete at 
each major version change. 

Temporary. Delete after the 
primary records have been deleted, 
or when replaced by a subsequent 
backup file. 

I 




