
•	 LEAVE BLANK (NARA use only)•t. REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER 

(See Instructions on reverse)	 AI 1- Lf 3~"t)O-..3 
TO: NATIONAL ARCHIVESand RECORDSADMINISTRATION (NIR) DATE RECEIVED 

WASHINGTON, DC 20408	 1/7/01
1. FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

l\T",,.-i,,n,,,1 R<>n<>TJ.<1h1A~ FnA1"'Ctv T ..<1h"1"'>=Ij-n1"'V 
2. MAJOR SUBDIVISION	 In accordance with the provistons of 44 . '>J 

U.S.C. 3303a the disposition request, 
r.nnm111nir>=lj-inn~ .<Inc'! Puh l f r- Aff.<lir~ including amendments, is approved except

for items that may be marked "disposition3. MINOR SUBDIVISION not approved" or "withdrawn" in column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE ARCHIVIST OF THE UNITED STATES 

b-/~O' W1lliDRAWWLaura Michael	 303-275-4160 

6. AGENCY CERTIFICATION 

Ihereby certify that Iam authorized to act for this agen0' in matters pertaining to the disposition of its records
 
and that the records proposed for disposal on the attached ~ page(s) are not now needed for the business
 
of this agency or will not be needed after the retentionreriods syecified; and that written concurrence from
 
the General Accounting Office, under the provisions 0 Title 8 0 the GAO Manual for Guidance of Federal
 
Agencies,
 

[:i) is not required; 0 is attached; or o has been requested. 
DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE 

12/13/19% ~%~Ml	 Records Program ~dministrator 

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 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA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

Web Management Records 

1. Re rd Series: Guidance Documents 

Descrip 'on: Editorial guidelines and recommended
 
practices r NREL-developed Web sites which are
 
not included the official set of NREL policies
 
and procedures. hese.include, but are not limite<
 
to, records that d cribe style, content, posting

processes, design pri iples, acceptable use of the
 
NREL name and logo, teen 'c 1 standards, access
 
control, quality assurance, ecords management
 
control.
 

rill(]
Instructions: Destroy when ~~perse ~ or obsolete 

2. Record Series: Web Administration Files 

Description: Correspondence, reports, meeting
 
minutes, and studies relating to the overall
 
development, construction, and management of NREL
 
Web sites, or those used to explain, illustrate, 0
 

govern how the sites (or any of their components)
 
are administered. These include, but are not limi ed
 
to, strategic plans, annual reports, funding lette s,

and budget reports.
 

Instructions: Destroy when 10 years old. 

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

36 CFR 1228 
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.JOB NUMBER P~GE 

REQUEST FOR RECORDS DISPOSITION AUTHORliY - CONTINUATION
•• I I o~ 

) ~. GRS OR '0. ~CiION 
8. OESCRIPTION OF ITEM ANO PROPOSEO OISPOSITlON SUPERSEDEO TAKEN (NA;::;A 

.JOB CITAi10N USE ONLY)I 
Web Site Technical Operations Records 

3. ecord Series fl. System Software 

Software used to create and maintain 
support specific applications. 

a. are applications used to place the site
 
online ( erver software") and. server environment
 
configurat on specifications.
 

b. Software onfiguration files used to operate the
 
site and estab 'sh its "look and feel" including

scripts and appl ts.
 

c. Documentation r lating to software applications,

including system spe fications, files specification ,

data"dictionaries, rec rd layouts, user .guides, and
 
output specifications. .
 

d. Analysis of off-the-sh prqducts

and description'of any
 

Instructions: 

a. Destroy when superseded by rou ine software
 
updates or when system is removed f service,

whichever is sooner.
 

b. Destroy when superseded by routine
 
updates or when system is removed from
 
whichever is sooner.
 

c. Destroy or delete when superseded or obso ..- . . ........,.
 .~ d. Destroy 5 years after completion of analysis. 

Web Site Production and Project Management Reoords 
, 
4. Record Series: Web Site Management and Design Files 

Description: Records that relate to the management
 
of a Web site", including significant correspondence

(email and hard copy), notes from page design meeting,
 
draft versions of the site, reports, site change:

documentation, purchase orders, cost reports and all
 
other aspects of Web site management not covered
 
elsewhere in this schedule.
 

Instructions: Cut off annually. Destroy or delete
 
3 years after cutoff or 1 year following removal of
 
site, whichever is earlier.
 

STANCARC FORM ,'S-A (REV.3·STwo copi •• , Includin~ orl~lnal, to be aubmlned" 5-20~ Prescribed OV NA~ to t"'. National Arc"'i" .. and Record. Adt'T'lin.atratlon. 
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..IOB NUMBER PAGE.• REOUEST	 FOR RECORDS D!SPOSmON AUTHORliY - CONTINUATION I	 I
I	 0'" 

~. GRS OR 10. ACTION 
) 7.ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITlON SUPERSEDED TJ..KEN(NJ..RA. 

NO.	 .JOB eli J..nON USE ONLY)I 
5.	 Record Series: Web Records Inventory Forml
 

Historical Log
 

Description:	 This form is used to document aspect
the Web site pertinent to the records managemen
 

fu ction and serves as a historical log for the
 
site It documents the following information:
 

1. Con act information 
2. Web .te name and full URL 
3. Date s'te was posted on the Web. 
4. Date si	 was removed from the Web. 
5. Design an graphic information. 
6. File forma 
7. Programming ripting languages 
8. Interfaces to atabases
 
9.•.Site contents
 
10..- Archival storage locatiop.
 
11. Access restrictio 
12. Site description 
13. Originality of info 
14. Review confirmation 

J	 instructions: Permanent. annually. Offer 
to NARA after 25 years. 

~ 
6.	 Record Series: Graphics 

Descriptioq: ..' 

a. Graphic design drafts. 

b. Stock graphic images. 
. ... ....\Instructions:	 .~. . .~ 

a. Destroy or delete when no longer needed. 

b. Destroy or delete when no longer needed. 

7.	 Record Series: Legal Reviews and Approvals 

Description: Sign-offs, legal clearances and
 
copyright releases specific to a Web site.
 

Instructions: Permanent. Cut off annually. Offer
 
to NARA after 25 years.
 

) 

STANOARO	 FORM ,'5-A (REV. 3·5,,5-20:5 Two copi ••• Includinc orleln-I, to be aubmlned Prescribed Dv N":';::to ft"',. National Arcniv_ IU"IdFleeorda AdminIstration. 
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.JOB NUMBER PJO.GE 
REQUEST	 FOR RECORDS D!SPOSITION AUTHORliY - CONTINUATION I	 I

I	 
o~ 

iii. GRS OR 'O.JO.ClI0N
) 7. e. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUF>ERSEDED T"'KEN(N"';:;'"
ITEM 
NO. JOB CIT"'i10N use ONLY)I 
8.	 Record Series: Access/User Statistics
 

scription: This information may be used to track
 
orner interest	 and monitor site traffic. 

including "hits" and number 0 

b. User i formation collected from user feedback
 
forms, incl ing, but not limited to: name,

organization, email addresses, and areas of interes •
 

Instructions: 

il. Retain	 for following removal of the sit • 

b s Destroy or longer needed for
 
reference.
 

9.	 Record Series:
 

Instructions:
 

J. 10. Record Series: User 

Description: 

a. Routine requests for information a d of (RS ~4-1 
replies which require no administrative ction, no 
policy decision, and no special compilati n 
research for reply, excluding inquiries co unde 
item c. 

.." ...b. Requests for information and copies of repI'es	 ->,' • , -...which require research or compilation of informa ,~to formulate an appropriate response. 

c. Frequently asked questions (FAQs) and responses.
 

Instructions:
 

a. Destroy when 3 months old
 

bl Destroy when 2 years old.
 

c. Retain one reference copy of question and respon
 
until no longer needed.
 

) 

STANOARO	 FORM "S-A ('REV. :>-:Two copi•• , Ineludinc	 original. to be .u~lneod" 5-20~	 Prescribed 0" N;:.i= to tt"l- Nation.' Arct"li,,_ and Record. Administration. 
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REQUEST FOR RECORDS DISPOSITION AUTHORliY - CONTINUATION 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSIT10N 

I.JOB NUMBER 

~. GRS OR 
SUPERSEDED 
JOB CITATION 

IPAGE 

0'" 

1 

'O.ACiION TAKEN(N~;::;~
USE ONLY) 

11. User Feedback 

of connnendation, complaint, criticism, 
or other feedback, and copies of replies 

o investigation or action was taken. 

a. 

b. connnendation, complaint, criticism, 
suggestion, or ther feedback, and copies of replies 
on which investi tions were made and/or action was 
taken. 

C;~~\L\-~ 

Instructions:" ~~ 

a. Destroy when 3 

b. Retain until removal of 
following a major redesign, 
whichever is earlier. 

years old, 

J 
12. Record Series: Superseded 

Description: 

a. Following minor changes such 
maintenance and calendar or news 

Site 

b. Following major changes
architecture. 

a. Destroy upon completion of changes. 

b. Follow disposition instructions for "Site 

Instructions: :.!.~ 

Content " 

~.,. 
.~ 

..- . 

)
 

STANCAAC FOAM "S-A (MEV. a-sT-o copi•• , Includin\; original, to ~ .u~!ned"5-20~ Prescribed bv N,c..::to tn- NlJ'lion.' Arcniv_ at"Id ~eeord. Adrnlnl.tr~lon. 
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• • I.JOB NUMBER Ip.c..G:r=REQUEST FOR RECORDS D!SPOSITION AUTHORliY - CONTINUATION 

) ~r.=1r======================::==================================~::==;~.:G~R;S~O;R~::==~I~,~o;.~.c..~C;j;I;O;N== 
8, DESCRIPTION OF ITEM AND PROPOSED DISPOSI"ON SUPERSEDED T.c..KEN(N"';:::;A. 

.JOBCIT"'1I0N USE ONLY') 

1~ Web Site Content Records 

a. of all NREL Web sites, by serve • 

b. Sites deemed to have long term value. Include,

but limited 'to: Laboratory or DOE umbrella
 
sites (e.g., EREN, NREL, and The Source); DOEIEE
 
initiative s; NREL/DOE program sites; Laborator
 
R&D -line conference proceedings.
 

c. life which
 
only exist in an
 

a. .Sites deemed value. Include
 
but are not limited to c endar s , conference-based
 
sites, features, and news.
 , 
e. Interactive applications chat and
 
bulletin boards.
 

f. Site user aids. 

Instructions: 

a. Permanent •.·Offer to NARA when old. 

b. Archive with historical log documentati n
 
removal, redesign, or changes in information
 
architecture. Destroy after 25 years.
 

. .... ....,.c. Archive upon removal with historical log , -... 
documentation. Destroy after 10 years. ,~ 

d. Destroy upon removal. 

e. Destroy or delete when 3 months old. 

f. Destroy when superseded or upon termination of
 
the site, whichever is sooner.
 

)
 

" s.-20~ Two copi•• , Includinc original, to ~ aubmlned STANCARC FORM 115-A (REV, s-s 
to tn. Nation., Arcniv .. and Recorda Adminl.,ra"tlon. Prescribed Dv N':';: 
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, t	 I,JOB NUMBER PAGE 
REOUEST FOR RECORDS DISPOSITION AUTHORliY - CONTINUATION I 0'" 

)	 ~. GRS OR '0, ACilON 
8. DESCRIPTION	 OF ITEM AND PROPOSED DISPOSIi10N SUPERSEDED TAKEN (N"'RA.

.JOB CITA.i'lON USE ONLY)I 
14.	 Series: Electronic Mail and Word Processing
 

Copies
 

cription: Electronic copies of records that are
 
cre ted on electronic mail and word processing syste s
 
and, ed solely to generate a recordkeeping copy of he
 
record covered by other itmes in this schedule.
 
Also inc des electronic copies of records created
 
on electro ic mail and word processing systems that
 
are d for updating, revision, or disseminat on.
 

a.	 ave no further administrative value 
eping copy is made. Includes
 

copies maintained individuals in personal files,
 
personal electronic i1 directories, or other
 
personal directories 0 hard disk or network drives,

and copies on shared ork drives that are used
 
on1Y.to produce the
 

b. Copies used for
 
updating that are maintained
 
recordkeeping copy.
 

) Instructions: 

a. Destroy/delete within 180 days afte
 
recordkeeping copy has been prOduced.
 

b. Destroy/delet~ when dissemination,

updating is completed.
 

... -.~;', 
.~ 

)
 

STANOARO FORM ,'S-A (REV. S-!;T\NO copi •• , Includinc original, to be .u~lne<:l" 5-20!5	 Prescrit>e<::: N':';:t:lVto tn8 NlI'tion..1Arcni" .. and Record. Administration. 


