REOUEST FOR RECORD@ISPOSITION AUTHOHITY
(See Instructions on reverse)

TO: GENERAL SERVICES ADMINISTRATION, NC 3-7 4 "‘g{ 0

‘NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED
Y. FROM (AGENGCY OR ESTABLISHMENT) S S 2 007 1980
Defense Nuclear Agency : - N " _ i NOTIFICATION TO AGENCY

% MAJOR SUBONISION - ' : tn accordance with th 144 US.C 33032 the ¢
v ' accordance with the provisions o 2 the disposal re-
PersonnEI/ Administration DlreCtorate quest. mc!udwg amengdments, 1§ approved except for «tems that may

3. MINOR SUBDIVISION . . ..} ue stamged “disposal not approved™ or 'mthdrawn m columa 10.
Administrative Services Division ' '

4. NAME OF PERSON WITH WHOM TO CONFER . I's. TEL. BXxT. . R W% ,
) Pauline E. Korpanty - - - - 325~7058 Dair Archivist of the United Stufes
6. CERTIFICATE OF AGENCY REPRESENTATIVE: ) ) . . i

| hereby certify that | am authorized to act for.this agency in magers pertaining to the disposal of the agency’s records;

that the records proposed for disposal in this Request of page(s) are not now needed for the busmess of
this agency or will not be-needed after the retention periods specmed . A . L

D A Request for immediate dusposat L e

E} B Request for disposa! after a specmed period of tume or request for permanent

retention. : . , s
C. DATE D. SI%NATUR F AGENCY REP & ENT. E. TiTLE Lot
EP 2 ,198 AR - A Y E i LTUUCERTLa L, Lo T T L nt
A A 75 il Records Admlnlstrator
1. RN E P2 . -8, QgSCRﬂTfON OFJYEM e e E e éAMF?L.E OR 10.
ITEM NO. o o With Incluswe Dates or Retention Periods) - e e e JOB NO ACTION TAKEN

211 ° 'l DATA PROCESSING. SYSTEMS,. PROCEDURES, AND OPERATIONS FILES. | . . ., ... L .-
‘(2725);.,,,,... J(accumulated. mitb,e Office of the Comptroller at ; . :.: o 5. amafisen i

Headquarters and. subordlnate commands pf, DNAT; f&nwéhn
1. These flles relate “to the study, selectlon, use, and -
management control of automatic data processing (ADP) equlg-
ment, operatlons, and systems Also descr;bed are -files
relating to machine room operatlons and to 1nformat10n and
data produced through ADP operatlons. w0

2. Due to storage limitations, ADP facilities normally ‘ardq
responsible- for stdring or malnﬂ;anlng data contained on
analog and d1g1ta1 magnetlc tapes, -disk packs, data cells,
drums, (collectlvely referred to herein as magnetlc medla),
and punched cards only., ‘Record and. reference coples of

" reports, - printouts;. mlcroforms, and’ similar hard copy
format containing. 1nformat10n produced by ADP.activities -
should be malntalned by the. organlzatlonal element for .

¢

which it: 1s produced.,,; ; o T ‘A,\&

3. Informatlon and
fac111t1es (whether main
- cards, punched tapes,
will be filed and 4dj

-

3 and/or produced by ADP| . ‘-
n magnetic media, punched ‘ ’
Tt 'croforms,,or prlntoutsh

osed of in ac ce. w1th 1nstruc-'

ate functionald ilesde el'sewhere / )E V
§ ma bt ObA ! 5

O G TIRTALI A 1o o iR

) '.,

tions for apprg;
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Request for Records Disposition Authority— Continuation

JOB NO.

PAGE OF
2 of

7.
ITEM NO.

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
P 10,
S?OABLEOC?R ACTION TAKEN

(211 ~ continged)

in th®§ Instruction. Magnetic media, punched cards,
punched\tapes, .reports, microforms, and printouts con~ .
taining tifunctional data and information with varying
retention Neriods will be retained for the longest perigh
required for\any data or information recorded thereon en
it is not feafible to Qispose of separate portions thgfreof.

4. Magnetic media and card decks often contain infgrmation

or data which is\Juplicated elsewhere--i.e., the orma-
tion or data was dgptured from record copies of ha .d copy

.documents and/or't g duplicate information or dath is con-

tained in record copes of reports or printouts groduced by
ADP facilities. Wher§ this is done, magnetic gfdia and
punched cards are of tgmporary value. Temporgky magnetic
media of this type is oXten referred to as sgkatch tapes,
test tapes, data input t\pes, working tapes/ print tapes,
and reformed data tapes. S

5. Magnetic media, punched\cards, and gfmilar media, how-
ever, may be designated as r¥cord copyfnaterial in lieu of
reports, printouts, and simil\r hard Jopy materials.
Before designating magnetic media oyfpunched cards as
record material, con31deratlon oyfid be given to the .
following: RN o :
a. Storage space required/for\information on magnetic
media is minimal when comparefl with\the space required to
store the same information gfid data §n hard copy materials.

b. Expensivé temperaffure-and humiXity controlled facil
ities are necessary for groper storage Af magnetic media
and punched cards. :

¢c. ‘Magnetic medfa of 1ong>term.0i perNanent value must|

be examined pericdjCally and the data transkgrred to new
media as older meflia deteriorates., )

d. Due‘toffhe mass of data contained on a\single unit
of magnetic mgdia, voluminous ‘information may bd lost upon
accidental g structlon, 1oss,'or blanking of a s\ngle unit
of magnetigfmedia. -

e. rogram and/or systems documents or tapes mogt be

maintajfled for .all retired record copy magnetlc media\pr
punched ‘cards. . v c S .

-

/

L4

115-203

Four copies, inciuding original, to be submitied to the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescribed by Genarat Soervices
Adminisllation
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Request for Records Disposition Authority — Continuation JoB NG P;Gf)fog
7. 8. DESCRIPTION OF ITEM SAMPLE OR 10.
ITEM NO. {With Inciusive Dates or Reten:i} Penods) JOB NO. ACTION TAKEN

(211 - cgntinued)

f. Reference s vice by
sists of returning ma
loan basis. Thus, reti
or arrange for the u
the retired recor

cords centers normally con-

211 .01 [PLANNING AND PROGRAMING FILES. Documents relating to the
(225-01) |development of plans, policies, and procedures for agency
and command automatic data processing systems (ADPS) ‘and
programs,, conversion to ADPS; and supervision thereof:
_{Included are master plans, feasibility studies, coordinating
[ocuments, approvals, dlsapprovals, charts, diagrams, and
|similar documents.

ja. Approvals and : Cut off on shpersession or termi-
related documents: - nation of system or program.
: : Destroy 5 years after cutoff.

i ]

b. Disapprovals and = Destroy when 2 years old.
related documents:

311 .02 ADPE ACQUISITION CASE FILES.  Documents relateéd to planning
(225-02) jand preparing for initial acquisition (including selection,
valuation, procurement, and installation) of ADP equipment

ultiple equipment- ‘when part of a system, auxlllary equip-
nt, and attachments for existing equlpment;‘ Included are

feasibility and application studies, system specification
and reports of their review, manufacturerk proposals and

Evaluatlons thereof, documents relating to installation of

equipment or systems, reports of readiness reviews and per-

formance evaluations, benchmark computatlon information out-
puts, benchmark accountlng information outpyts, and related

. [papers. o o ,
a. Office performing. Destroy 5 years after perform-

* DNA-wide staff responjﬂ ance evaluatlon or 5 years after
sibility for the funcJ”A determlnatlon that such an evalu-
tional area of ADPS ) atlon will not be made or that
application and equip~-, . the system will not be installed.

ent selection: . : vet However, benchmark, computation

: information outputs from winning

" - vendors and vendors declared nont
‘ responsive due to benchmark per- ;
formance, will be.destroyed 1
year after completion of ‘the pert
) : formance evaluatlon. Benchmark
s . . computatlon information outputs

: ; - S from losing wendors will be , :
destro%ed year after accept-

115203 Four coples, lm:h.uﬂru_;dt‘)l giftal, 10 be subm to the National Archives STANDARD FORM 115-A

Revised July 1974
Proscribod by General Services
Adminis{ration
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Requesi for Records Disposition Authority — Continuation

JOB NO.

PAGE OF

40f 5

7.
ITEM NO.

8. DESCRIPTION QOF ITEM
{With Inclusive Dates or Retention Periods)

9,
SAMPLE QR
JOB NO.

10.
ACTION TAKEN

(211,02

211,03

continued)

b. Office responsible
for evaluating. the
equipment and system ,
and achuiring offices:

-Destroy when 2 years old ween
asromrtinsanee.

ADPS SPECIFIC STUDY FILES. Documents relating to studying

{225-04)

211,04

| ADP TEST FILES.

specific functional areas to determine advantages that
would result from the use of ADP systems already available.
Included are spudies, source data, solutions, advanfages,
requirements, benefits, cost data, and related documents.

Destroy when 10 years old or when
superseded, -obsolete, or no longer

needed for guidance,w hichever s

Documehts relat;ng to the testing of ADPE

(225-05)

211.05

1a.

equipment and/or data processing methods and procedures and
to the trial appllcatlon of existing or proposed data pro~
cessing systems. Included are requests for tests,
approvals or dlsapprovals, test reports and communlcatlons
relating to the tests. /

Destroy & yeery after dieemwtinu-

reat bl
o when ne lonoer needed
Des;;oy Winappnee ety ==t
AENCORGARNARGE .

App:ovals{ : §.w

b. Disapprovals{

ADP MANAGEMENT REPORTING FILES. Documents containing man-

(225~06)

211,06

agement data on costs, equipment, staffing, workload capa-
cities, and overall effectiveness of ADP operations and
documents used to evaluate rental, purchase, operation, .and
maintenance costs. Included are reports, briefs, and
related documents. i o )

£ Destroy. 5 years after completion
k of report. .. '

3

ADPS CENTRAL REFERENCE. FILES." Documents reflecting the

(225-07)

acquisition of ADPS for nonbusiness; type of applications
which are maintained .as a source of reference. Included
are copies of. feasibility and applications studles, system
spec1f1cat10ns, procurement proposals, procurement docu-
ments, and related ddcuments.

. -
K [

; ‘ Destroy on,superses510n, obsoles~
e cence, or when no longer needed
for reference. e

s
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Pei.~
s 2

20,
t f)

yJd5

115~203

Four coples, Including original, to be submitted lo the National Archives

STANDARD

FORM 115-A

Revised July 1974

Prascribed by General Services
Administration
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Request for Recards Disposition Authority — Continuation 108 NO. PQGZEFS
9.
TEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION. TAKEN
211,97 {ADPE INVENTORY FILES. Documents reflecting an inventory of
(225-08 |ADP equipment available in DNA and that which may become
available in the event of mobilization or emergency -
conditions.
ot ) Destroy on supersession, obsoles+t+
’ cence, or when no longer needed
for reference.
211,08 |ADP SYSTEM AND -PROGRAM DESIGN AND SPECIFICATION FILES.
(225-09) {Documents, cards, or magnetic media designated as "master Gﬂs QO R
files," "library files," or “"record copy files" which —
include complete necessary documentation and instructions Paf"+ ‘1,
for operation of ADP systems, programs; and jobs. Included JC ﬁ$£J§7
are user requests; analytical reports; de51gn requirements; :Ii m
system instructions; user guldes "and manuals: anput, output
and report spec:Lf:Lcat:Lons and SOPs; block diagrams; flow
charts; coding instructions; test plans; reference to or
copies of applicable software and reference materlals, job
instructions; ahd related flles. :
q Destroy 1 year after all magnet:u:
media and other data produced
T under the system, program, or
ta job has been blanked or
SO destroyed. b.If permanent ‘mag-
: ' netic-data-has been retired, the
related system,program or job
operatlng:flles will be retired
 as“permanent files.
-
3 . :“ £
r. . <
115-203 Four caples, including o-","' to be aubmitied 1o the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services
Adminisiration





