REQUEST FOR RECORDS DISPOSITION AUTHORITY _LEAVE BLANK (NARA use only)

JOB NUMBER

(See Instructions on reverse) N /_ 2 SYJO q__ / ; /

TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)| [PATE RECEIVED

WASHINGTON, DC 20408 q/ 25 / 09 /

1 FROM (Agency or establishment) NOTIFICATION TO AGENcy/

United States Department of Agriculture
2 MAJOR SUBDIVISION
[Risk Management Agency (RMA)

3 MINOR SUBDIVISION

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE IARCHIVIZT OF THE UNITED STATES
iDebbie Lackey or Erin Tecce 816-926-7915 \—'—H,D LAW N
6 AGENCY CERTIFICATION
I hereby certify that I am authorized to act for this agency 1n the matters pertaining to the disposifon of 1ts records and that the
records proposed for disposal on the attached 3 page(s) are not needed for the business of this ggency or will not be needed after the
retention periods specified, and that written concurrence from the General Accounting Officg/ under the provisions of Title 8 of the
GAO Manuel for Guidance of Federal Agencies,
X1 1s not required, [[] s attached, or [] hasbee
DATE SIGEATURE OF AGENCY REPRESENTATIVE TITLE /
Agency Reg6rds Coordmator
oa)os O LUy Eeney
U /
7 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRSOR 10 ACTION
ITEM SUPERSEDED TAKEN
NO JOB CITATION ( NARA USE
ONLY)
Web site
The Web site 1s a resource providing imnformatiorabout the Agency or
Department, providing services to the public ofinternal employees and
contractors, and supporting the mission of Agency programs The Web site 1s
also used to distribute software programs, shodels, and textual, video, sound
or image files
Tlus schedule covers records such ag’software used to maintain the site
(Site Publisher, Dream Weaver et¢/), the content on the site, site management
documentation, and backend sysfems that are not covered by other schedules
It applies to the Internet, intranét, extranet and portals
Web content records are cgered by the applicable records schedules for the
functions they support Ifthe Web content records are unique and not covered
by existing schedules, they must be scheduled separately
See attached
115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV 3-91)
PREVIOUS EDITION NOT USABLE Prescribed by NARA

36 CFR 1228



USDA

RISK MANAGEMENT AGENCY
Title: Web Sites

Program: All Programs
Applicability: Agency-wide

NARA Disposal Authority:

This schedule authorizes the disposition of the record copy 1n any media (medigneutral), excluding any
records already in electronic form Records designated for permanent retentioh must be transferred to the
National Archives in accordance with NARA standards at the tume of trangfer

Description:
The Web site 1s a resource providing mnformation about the Agency or Department, providing services to
the public or internal employees and contractors, and supportipg the mission of Agency programs The
Web site 1s also used to distribute software programs, mode}§, and textual, video, sound or i1mage files
This schedule covers records such as software used to pfaintain the site (Site Publisher, Dream Weaver
etc ), the content on the site, site management documgntation, and backend systems that are not covered

by other schedules It applies to the Internet, intranét, extranet and portals

Web content records are covered by the applt
Web content records are unique and not co

ble records schedules for the functions they support If the
red by existing schedules, they must be scheduled separately

Disposition Instructions:
Item a: System software and docupientation
Includes software used for creaing and maintaining the site

Destroy when no longer needed to ensure access to and use of
the records throughout the authonized retention period

Item b: Site managepient and operations
Includes, reports/statistics, procedures and approvals
Close nactive records at end of year

Destroy 1 years after file closure




Item c: Log files

Includes, unprocessed log files, application logs, and simular files

Destroy when 3 months old 1n accordance with Depagtment
Directive XXXX

Item d: Web content - not unique

Includes markup language, code, textual and audiovisual files, contextual hyperligKs, and content from
backend systems used to generate or feed static or dynamic content on the site(s) such as databases,
briefings , published articles as well as screen captures and site snapshots, whén the record copy * 1s
captured elsewhere

Destroy when superseded, obsolete, or no longer needed to
conduct Agency business, #hichever 1s later, but not longer than
the retention of the recopd copy

Item e: Web Content - unique

Includes markup language, code, textual and audiovisydl files, contextual hyperlinks, and content from
backend systems used to generate static or dynamic £ontent on the site(s), as well as screen captures and
site snapshots, when the record copy* 1s not captyrfed elsewhere

*Record Copy —Official copy of an original yécord, or a copy which 1s not a convenience, duplicate, or

working copy
Varies

Follow the disposition instructions for the applicable records
schedule for existing schedules If not covered by existing
schedules, contact the Agency Record Management Officer
(RMO) or Record Manager/Liaison to develop a new one by
1ssuing a SF115

Item f: Conter{ Management System
Site Applications

Retain 3 versions back to msure the ability to maintain system
ntegrity



Guidance:

Web content records documenting USDA operations, decisions, and actions that are needed to pfotect the
legal historical and financial rights of the government and the public must be captured 1n a rg€ordkeeping
system and retained 1n accordance with the applicable records schedules If the Web conterit records are
unique and not covered by existing schedules, offices must contact the Agency Records’Management
Officer (RMO) to prepare a custom records schedule Additional guidance on managrhig Web records 1s
available at (URL to be added)

Organizations need to pay particular attention to Web content with potential rggulatory, enforcement or
other legal impact, as well as events of historical significance or importance/(e g , World Trade Center,
Hurricane Katrina) For example, 1f an organization 1s offering guidance tg the regulated community, 1t
needs to retain a complete record 1n 1ts recordkeeping system of what thdt guidance was, how long 1t was
posted and URLs referenced by hyperlinks

Changes to the Web content records, such as major additions or dgletions that might affect decisions or
actions by the public or regulated community are covered under/dtem d or ¢ Documentation on minor
editonial or non-substantive changes (e g, correcting typograpHical errors) may not need to be kept,
depending upon a risk analysis More information on assessing records management risks associated with
Web sites can be found 1n NARA's guidance at http // archives gov/records-mgmt/policy/managing-
web-records html

This schedule also covers podcasts, streaming medig{ and other popular forms of transmission






