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(See Instructions on reverse) 
 JOB NO
". . ' .. ~ ' .... 

f' ) . •.. ! .·,\... 

TO: GENERAL SERVICES ADMINISTRATION, 
__N_A_n_oN_A_L_A_R_c_H1_vE_s_A_N_o_R_E_c_o_Ro_s_s_E_R_v1_cE_._w_A_s_H1_H_Gr_o_H_._oc__204_os___-t.oATe REcE1veo .• 

1. FROM (AGENCY OR ESTABLISHMENT) 	 2 OC 1980 ' . ' .. 
Defense Nuclear A ency 	 NOTIFICATION TO AGENCY 

2. 	MAJOR SUBDIVISION 

!n accordance with the provisions of 44 U.S.C 3303a the disposal re


_P_e_r_s_o_nn_e_l....;./_A_dmi__· n_i_·s_t_r_a_t_i_o_n_D_i_r_e_c_t_o_r_a_t_e___________.. 	 quest. including amendments. is approved except for items that may 
3. MINOR SUBDIVISION 	 te stamped "disposal not approved" or "withdrawn" in_ column IO. 

Admillistrative services Division 
4. NAME OF PERSON WITH WHOM TO CONFER 	 5. TEL. ~XT. 

Pauline E. Korpanty ···· 	 325-7058 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for. this agency in matters 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 business of 
this agency or will not be needed after the retention periods specified. ., . . . . . . ., " 

......·:... • .. ,~ ...,,-;. .... " ·~ ...• .~ .... ('!.. "., .D A Request for immediate disposal. .- :- ~ (. :-" ;. ;. :: ~ .·. :.i . . . f. • "' • 	 ..-.. _;.• • ~ ~,-··. 

~ 8 ·Request for disposal after a specified period of time or request for permanent 
retention. .· , 

C. 	DATE E. TITLE 
; ) ·- ,JSfP .,2: 


....... r. :.'. ··. Records Administrator 


7. 	 "'/ ·,, . - ..,~· ... :~ ~ - . . 9· 10. 
ITEM NO. 	 SAMPLE OR ACTION TAKEN · .. ·_.· ,,. ·... JOB NO. 

. 211:-: .' .· . DATA J?R09ESS!~G;j$YSTE~"·· .P'RoCEDU;iffis, Nill .P.fEM~,ION$. ,FILli:,S,. , -:_.. ;i .. ·.'' ..1,: • 

. . .(2_25):.-;.;. ,,(q.c~~µl~.t~4.i.p,L~·g~:;.:;,qe 9.~i··~ Compt;roller a'\:._., ._ : .: .. ~.: .• .:; :"'', .:.·· :. ' 


Headquarte:J:s a.z?-d..;J3~1;'~~at;~,-.c;:oµunands Q,f,:,J;:>WA~)~.,, .-.(l(~ ·: ,.,,; .:1:.:·•,: 
 :: riv '•. ··~ i- 1 · · 

' . 
1. These files relate •to the study',· selection,· use, and 

management ..control of automatlc qata processing ..·(~P) equi 

ment, operations, ·~d systems. ·Also descr;j.bed are -files 

relating to .machine room ..op~ratioris and to inforiilation and· 

data produced.through ADP operations. 


2. Due to .storage limitations, ADP faci:;I.ities ~ormaiiy ·ar 

responsibie·for stdring"or In.11-illtl:..'.init:ig data con~ci:~ed on 

analog and digital magnetic tapes; 'disk packs, data cells, 

drums, (c~1lectiveiy referred tq herein as niagnetic mea:!,,a) 

and punched cards only •.·. Rec.ord· and: reference copies of.. 

reports' . printouts ;··.'mic:roforms... ana: stinilar hard copy 

format containing.information produced by ADP~activities · 

should. be maint.;_in~d by the,·o.~gani;z:ational ele~en,t .for .· 

which iLis P:r;~auC:ea: ~. -. ·~· · · · · · · · .. . · ..· ·-. 


. ' 
: 3. 

t 

tions for // J 
·~ · • STANDARD FORM 115 
~r -Jo /14~. (A..'4~.•viu~ A~'. ii, ~975 . _ 

115-107 
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7. 
ITEM NO. 

(211 - c 

I. DESCRIPTION OF ITEM 

(With Inclusive Oates or Retention Periods) 


Magnetic media, punched cards, 
apes, .reports, microforms, and printouts con-. 

tifunctional data and information with v~:ryin 
riods will be retained for the ·1ongest peri 

required fo any data or information recorded thereon 
it is not fea ible to dispose of separate portions th. 
4. Magnetic me ·a and card decks often contain inf 
or data which is uplicated eisewhere--i.e., the · 
tion or qata was ptured from record copies of h 
-documents 	and/or·t duplicate information or da is con­
tained in record co ·es of reports or printouts roduced by 
ADP facilities. Whe this is done, magnetic dia and 
punched cards are of porary value.· Tempor 
media of this type is o ten refefred to as tapes, 
test tapes, data input t es, working tapes tapes, 
and reformed data tape~. 

5. Magnetic media, punched cards, ·1ar media; how­
ever, may be designated a~ r cord copy terial in lieu.of 
reports, printouts, and simil hard PY mat~rials. 
Before designating magnetic me punched cards as 
record material, consideration d.be given to the 
following: · ·. 

a. Storage space 
media is·minimal when compar 
store the same information 

b. Expensive temper 'ty controlled facil 
ities are necessary for magnetic media 
and punched cards. 

a of long term or value must 
be examined period· al.ly and the data to new 
media as olde~ ia 4eteriorates., . 

... 
d. Due ''t9 e mass of data contained ingle ,unit 

of magnetic ·. a.ia, voluminous "information may b lost upon 
accidental structionj" loss;· or blanking of a s gle unit 
of magneti media. 

!· '.. •.:.,;. 
rogram and/or systeins doc~nts or tapes !fl 

mainta' d for.all retired record copy magnetic media 
punched ·cards. v 

.'~..-· 

9. 
SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

115-203 Four coplea, Including orlgln•I. to be submitted to the Natlonal Archive• STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 



JOB NO.Request for Records Disposition Authority-Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Oates or Retentio Periods) 

(211 - c ntinued) 
f. Reference s centers normally.con­

sists of returning punched cards on a 
loan basis. Thus, are required ts> retain· 
or arrange for the equipment to reference 
the retired recor 

211.01 Documents relating to the 
(225-01) development of plans, policies, and procedures for agency 

and command automatic data processing systems (ADPS) 'and 
rograms,. conversion to ADPS; and supervision thereof·~ 

Included are master plans, feasibility studies, coordinatin 
. 	 ocuments, approvals, disapprovals, charts, diagrams, and 
similar documents. 

Approvals and Cut off on supersession or termi 
elated documents: nation of system or program. 

Destroy 5 years after cutoff. 

Dis~pprovals and .,... Destroy when 2 years old. 
elated documents: 

!~ll.02 	 FILES. Document~ related to planning
1----~~......~--~~~~~~~--

(225-02) d preparing for initial acquisition {including selection, 
valuation, procurement, and installation) of ADP equipment 
u1tiple equipment :·w.ben part C?f a system, auxiliary equip­
ent, and attachments for existing equipment.:.: Included are 

feasibility and application stud~es, system specification 
d reports of their review, manufacturer!; proposals and 

evaluations thereof, documents relating to installation of 
quipment or SY,stems, reports of readihess reviews and per­

formance evaluations, benchmark computation information out 
uts, benchmark accounting info~tion outputs, and related 

a. Office performing . : 	 Destroy 5 years after perform­
NA-wide staff respon~; .. ance eva;tu.ation or 5 years after 

sibility for J:he func.:: determination that.such ari evalu 
tional area of ADPS. atio~ will.not be made or that 
application and.equip- the'~ system will not be instal;led. 

I ... 	 • - • 

ment selection: · ·· 	 However, benchmark, computation 
information outputs from.winning 
vendors and vendors declared non 

·' 	 responsive due to bencrupark per­
formance, will be.destroyed 1 
year afte;-,comple~;on ctf.the per 
formance ~val~ati6n. Benchmark 
cornputati6:n info~tion o~tputs 
fr~m losing .vendors will be 
dest;.ro ed 1 year after accept­

115-203 	 Four copies, Including 

PAGE OF,! 

3 of.:; 
9. 

10.SAMPLE OR 
ACTION TAKEN JOB NO. 

· .. 

(.. 

. 

i -:· 

.' ­
}..­.. 


.' 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 

http:dest;.ro
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9.
7. 	 I. DESCRIPTION OF ITEM SAMPLE OR 10. 

JTEM NO. (With Inclusive Oates or Retention Periods) 	 JOB NO. ACTION TAKEN 

(211.02 continued) 
b. Office·responsible Destroy when 2 years old.oz Sil 


for evaluating the diSCUtt LLtlzHl!lee. 

equipment and system , 

and-a~t;ruiring offices: 


. . 
211.03 ADPS SPECIFIC STUDY FILES. Documents relating to studying 

(225-04) 	 specific functional areas to determine advantages that 
would restllt from the use of ADP systems already av~ilable. 
Included are studies, source data, solutions, advantages, 
requirements, benefits,· cost data, and related documents. 

Destroy when 10 years old or when 
superseded, obsolete, or no longe% 
needed ~or guidance,w'11(4t"(r is /e,-fr.r. 

211.04 ADP TEST FILES. Documents relating to the testing of ADPE 
(225-05) 	 equipment.and/or data processing methods and procedures ana 

to the trial application of existing or prop<;>sed data pro­
1 .• 	 . •

cessing systems. Inc~uded are requests for tests, 
approvals or disapprovals, test reports,and communications 
relating to the tests.· 

I 
a. 	 Approvals: 

s, sttema Sae on annual!}'. 

w"~ ,.,. (6>1~ '1u.cl.~. 
b. Disapprovals: Destroy when ~ i ears o!l:d oz 0t1 

eiisl:a:a•j nnanoo. 

211.05 ADP MANAGEMENT REPORTING.FILES. Documents containing man­
(225-06) 	 agement data on costs, equipment, starfing, workload capa­

ci~ies, and overall effectivenefos of ADP operations and 
documents used to evaluate rental, purchase, operation, anc 
maintenance costs. included are reports, briefs, and 
related documents. 

Destroy. 5i years after completion 
of report. · 

211.06 ADPS CENTRAL ':REFERENCE FILES:' Documents reflecting the 
(225-07) 	 acquisition of ADPS for nonbusiness~titpe of applications 

which are maintained as a source of reference. Included 
are copies o~.feasibil:~ty ~d applications s!-u~ies, system 
specifications, procurement proposals, procurement docu­
ments·, !=ind related documents. 

Destroy ori:superse5sion, obsoles­
cence, or when no ~onger needed 
for ref~rence. · · ..... 

115-203 Four copies, Including orlglnol, to be aubmltted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
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9.
1. 8. DESCRIPTION OF ITEM 	 10.SAMPLE OR 

ITEM NO. (With Inclusive Oates or Retention Periods) 	 ACTION TAKEN JOB NO. 

211.07 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. 

, I Destroy on supersession, obsoles 
cence, or when no longer needed 
for reference. 

211.oa ADP SYSTEM AND ·PROGRAM DESIGN AND SPECIFICATION FILES. 
(225-09) 	 Documentq, cards, or·magnetic media designated as "master Gf.S }J.O,

files," "library files," or "record copy files" which 
include complet~ necessary documentation and instructions Parf ~ 
for operation of ADP systems, programs; and jobs. Included 
are user requests; analytical ref>orts; ·design requirements; :::r-1e111~: '~v 
system instructions; user guides_;;' and manuals; .:input, output 
and report specifications and SOPs; block diagrams; flow 
charts; coding.instructions; test plans; reference to or 
copies of applicable software and reference materials; job 
instructions; ahd rela.ted files. · 

~. Destroy 1 year after all magneti1 ~ 
media and other data produced 
under the system, program, or 

'! ....... 
 job has been'blanked or • 
; .··..: de.strayed. b.If perinanent ·-mag­

' " netic:::-data ·has been retired~· the 
related system,program or job 
operating files will be retired 
as '·permanei:it files • 

.....! 

. , 
'•\ .. 

. ·~· ' 

:~· 
,. "'. 

f:.' 

' ·. .( 

.·. 
.. i ..'· -'::·.j, 

·~ 

115-203 Four copies, lncludlng original, lo be •ubmllled lo the Nallonal Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administrallon 




