
JOB NUMBER 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

To	 NATIONAL ARCHIVES & RECORDS ADMINISTRATION
 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001
 
1	 FROM (Agency or establishment) 

Department of Health and Human Services 

2 MAJOR SUBDIVISION In accordance with the pro~1 ns of 44 USC 3303a, the 

Adrrumstration for Children and Fanuhes disposition request, Includ, g amendments, IS approved 

I-=---=-=c:=~;-;-;:;c~=;;:-:-;---------------------i except for Items that m y be marked "disposition not 
3 MINOR SUBDIVISION approved" or "withdraw ,In column 10 

" NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE NUMBER DATE
 

Douglas Johnson, ACF Records 202-690-1205
 

Officer
 

6	 AGENCY CERTIFICATION 
I hereby certify that I am authonzed to act for this agency In matters pertain I g/to the disposition of ItS records and that the 
records proposed for disposal on the attached ~ page(s) are not needed I W for the business for this agency or Will not be 
needed after the retention penods specified. and that wntten concurrenc "from the General Accounting Office. under the 
provrsions of Title 8 of the GAO Manual for GUidance of Federal Agencie '/ 

[gJ ISnot required	 D ISattached, or D has been requested 

DATE	 TITLESIGNATURE OF AGENCY REPRESENTATIVE.,/ f~ , 
09/22/2009 

HHS Records Officer
S /I Yvonne K Wilson ' cJ 

9 GRSOR 10 ACTION TAKEN7 ITEM NO 8 DESCRIPTION OF ITEM AN	 SUPERSEDED JOB (NARA USE ONLY) CITATION 

ACF Websites 

See attached 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescnbed by NARA 36 CFR 1228 

115-109 



ACF Electronic Records Schedules 

Item No. Web Content 
1 Public Website - Administration for Children and Families (ACF) Int 

(www acfhhs gov) 
The agency website, www acfhhs gov, provides information to the p lie and 
ACF grantees about ACF and ItS services, mcludmg specific grant- lated 
announcements, memos and grant instructions 
The website mcludes web versions of/hnks to the followmg 
•	 Information about ACF, mcludmg mISSIOnstatements, 0 aruzational 

structure, program offices and their missions, pohcy, d plannmg 
•	 Press releases and information about special events 
•	 ACF grant opportumties and other minauves 
•	 ACF pohcies and guidance 
•	 Statistics and research conducted by the age 
•	 Employment opportumties 
• Search boxes for findmg an ACF progr website and questions 
The website also mcludes 
•	 ACF services, I e adoption and fos r care, child care, child support, 

emergency preparedness and resp nse, and human traffickmg 
•	 Health and Human Services an other federal agency websites 

Disposition· TEMPORARY. estroy/delete when superseded or obsolete 

A Public Website - rly Childhood Knowledge and Learning Center 
(ECKLC) Website - (w w ecklc ohs acfhhs oov) 

The ECKLC 0 ers relevant, timely information, knowledge and learmng 
to Head Sta rograms and the early childhood commumty man easy-to-

he website's sections ofmterest mclude 

•
 
•
 
•
 

esearch 
Transportation 
News and Events 

•	 Head Start Directones 
•	 Regulations and Pohcies 
• Changmg Screen featunng website highlights 
The website also mcludes hnks to 

•	 Head Start Locator 
•	 Upcommg Conferences 

•	 Webcasts 

Disposition TEMPORARY Destroy/delete when superseded or 
obsolete 



2 Intranet Website - Administration for Children and Families (ACF) ntranet 
(http.l/mtranet hhs acf gOY) 

The website mcludes web versions of mformation for agency staff 
Intranet provides documentation of adrrumstratron and program office b mess processes, 
procedures and information memorandum that ISused to mform and Ide staff 
Information contamed within the ACF Intranet mcludes 

• News and events 
• Information and lmks to staff resources and servic 
• Pohcy and guidance 
• Admuustrative office services, I e. the Faciht s Request System (FRS) 
• Organizational charts 
• Staff directones 
• Information about agency projects 
• Strategic planning 
• Lmks to admuustration request f s and form processmg 

Disposition TEMPORARY D troy/delete when superseded or obsolete 

3.	 Web content snapshot 
Snapshot of agency public ebsite and Intranet websrte taken before significant 
changes are Implemented I e change of adrmrustration, website redesign) 

RY Cut off penodically Destroy when one year old or 
when no longer ne ed, whichever IS later 

Web Manage ent and Operations Records 
4.	 Web policie and procedures 

Records re ectmg the policies and procedures estabhshed to ensure oversight of 
the agenc web content (Internet and Intranet) ThIS mcludes policies outlmmg 
the pro ss by WhIChmatenals are added, changed, and lor deleted from the 
webs es. 
Dis osition TEMPORARY. Cut off at the end of the calendar year when 
s erseded or obsolete Destroy/delete one year after cutoff 

5.	 Website design records 
Records produced m the process of developmg and updatmg design and 
implementation of pages on the agency websites (Internet and Intranet), mcluding 
design records and templates. 

Disposition' TEMPORARY. Cut off at the end of the calendar year when 
superseded or obsolete Destroy/delete one year after cutoff 

Software records 



Records about the products used in the creation and mamtenance of the agency 
websites (Internet and Intranet) These records mclude identificanon of product 
versions and hcenses 

Disposition. TEMPORARY. Cut off at the end of the calendar year when 
product ISreplaced Destroy/delete two years after cutoff 

7.	 Records relating to system usage 
Electronic files and hard copy pnntouts created to momtor system us e, 
mcludmg, but not hrmted to, log m files, password files. Audit tra files, system 
usage files and cost back files used to assess charges for syste use 

Disposition TEMPORARY Delete/destroy when no 10 ger needed (Proposed 
five years) (GRS 20, Item l c) 

8.	 Records relating to system performance testi 
Electroruc files or records created solely to te system performance, as well as 
hard copy pnntouts and related documenta on for the electronic files/records 

Disposition: TEMPORARY Delete estroy when the agency determmes they 
are no longer needed (Proposed fiv years) (GRS 20, Item l a) 

9.	 Backup tapes 
Backup tapes mamtamed fOFpotential system restoration m the event of a system 
failure or other unIntentIolalloss of data 

/
Disposition: TEM~ORARY. 
(1) Delete/destroy/incremental	 backup tapes when superseded by a full backup, or 

when no longer needed for system restoration, whichever IS later. 
(2) Delete/d	 stroy full backup tapes when second subsequent backup ISvenfied 

as sue ssful or when no longer needed for system restoration, whichever IS 
later (GRS 24, Item 4a) 

/
 




