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DEPARTMENT OF ENERGY
RESEARCH AND DEVELOPMENT RECORDS SCHEDULE
(Amendment to N1-434-96-9, substantive changes in bold)

1. INTRODUCTION

a. Scope. This schedule encompasses research and development (R&D)
records generated within the Department of Energy (DOE) complex,
which consists of all DOE offices and its contractor organizations, sugh as
the National Laboratories. It applies to all applicable records regargess of
media or format, including paper, audio and visual and electroxic
records. Excluded from this schedule are R&D records pertainpg to:

(1)  Nuclear weapons, which are covered by DOE Nuclegr Weapons
Schedule (NI-434-96-5 and N1-434-98-27), and

(2)  Work for Others, Cooperative Research and Dgfelopment
Agreements (CRADA), and cost sharing agr¢éments, which are

covered by DOE Schedule N1-434-95-5 N1-434-01-4.
NARA
Gp Ve va \ R&D records consist of information generated By scientific and technical
\OY activities and collaborations that result in new/or modified concepts,

h O'f vedu ved techniques, equipment, and materials. Scieptific and technical activities
qv l may include:
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(1)  Administering technical projegfs.
(2)  Establishing research priogties.

(3)  Developing theories and models.
(4)  Planning and desigding experiments.

(5)  Conducting expfriments.

(7)  Compiling,feviewing, and disseminating technical reports,
presentatigns, and published articles.

R&D records/accumulate at various organizational levels:
(1)  Dyfisions that establish program direction, |
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Research groups that generate projects, and

Facilities that conduct testing and experimentation.
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Through an evaluation of the record series, organizations can accurately,
assess the lasting scientific and research value of these records. The
records series may document:

(1)  Program direction, review, appraisal or analysis.

(2)  Theresearch activity's overall organization, functions,
and operations, and

(3)  The research activity's results and conclusions that
for future researchers.

Review Philosophy and Guidelines. This schedule pr
guidelines to complete successfully the review of R&D records and to

establish levels for disposition. The records in this gchedule shall be
reviewed at project closure or file cutoff to determyne the appropriate
disposition.

Review Process. The determination of the disposition level should be
made by records management staff in copsultation with project
scientists and engineers.

A R&D Checklist should be the starting’point for the evaluation (see
paragraph 1.e, Research & Developmgnt Evaluation Checklist, below).
Ideally, the evaluation process would begin with an assessment of records
written by the principal investigatof(s) during or shortly after the close of a
project. This provides a basis for/a subsequent evaluation of the project.

All R&D records must be evalfated and assigned one of the following
three levels, unless otherwis¢/indicated in the schedule. Records retired

.

Disposition Levels.

(1)  Level I: Profects that received national or international awards of

investigators; research, which resulted in a significant
improvemment in public health, safety, or other vital national

ressional, DOE or other Government agency investigation;
w the development of new and nationally or internationally
gnificant techniques which are critical for future scientific
endeavors or made a significant impact on the development of
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national or international scientific, political, economic, or social
priorities.

Disposition Instructions: Permanent. Cutoff after project/prggram
completion, cancellation or termination or in 5 year blocks./Retire
to a Federal Records Center (FRC) 2 years after terminatign of
project/program. Transfer to the National Archives and Records
Administration (NARA) 30 years after termination of
project/program. (N1-434-96-9)

(2)  Level II: Research that leads to the development of a "first-of-its-
kind" process or product, improved an existing pyocess, product or
application, or has implications for future reseaych.

N ARA ag pro Vq‘ Disposition Instructions: Cutoff files after pfoject/program

completion, cancellation or termination, or/n 5 year blocks. Retire

ho+ Ye 7‘/; ‘(Q‘J/ to the FRC 2 years after termination of prgject/program. Destroy
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25 years after termination of the project/program. (N1-434-96-9)

(3)  Level III: Research projects/progranys that do not fall into Level I

or II.

Disposition Instructions: CutoffAiles after project/program
completion, cancellation or terpiination, or in 5 year blocks. Retire
to the FRC 2 years after termjhation of project/program. Destroy
10 years after termination of project/program. (N1-434-96-9)

Research & Development Evalugtion Checklist. The following list is for
guidance only. Individual sites/are encouraged to develop an evaluation
form for R&D records consisfing of these elements or appropriate
variations.

(1) Full name of offife or unit creating the records.

(2)  Official name gf the project, project number or sub-project
identifier, and summarized statement of work.

(3)  SummaryAf the project and its significance, including significant
milestongs (start, finish .. .)

4) Name(s) of principal scientist or engineer(s).
(3)
(6)

es(s) of records management staff.

ocation of principal scientists, engineers and records
management staff,
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(7)  Funding and/or oversight DOE program.

(8)  Research methodology, procedures, and techniques uniqug to
project.

(9)  If apatent application has been filed.

(10) Whether the records are subject of pending litigajfon. (Note: No
documents should be destroyed if they relate to/A complaint or a
NARA avxw\/a‘ claim that has been filed or is likely to be filef even if the retention
has been reached or exceeded. Approved digpositions may be
Y\O+ vequiv eﬂ\ v applield after resolution of the litigation and any subsequent
appeals.
becavre no ppeals.

charge in (1)
A J-eo;i'\’:o"- (12) Identify any access restrictions.

Types of records (e.g., reports, corregpondence, drawings).

¢ No Lle (13) Medium of records (e.g., papey, diskette, microfilm . . .)

| , 17 [ 0 7 (14)  Location of records.
(15) Evaluation of records fof future research and historical use.
(16)‘ Suggested retentiory(disposition level).

2. DISPOSITION OF PHOTO PHIC AND OTHER AUDIOVISUAL
RECORDS. When photogrgphs and other audiovisual records are
maintained in collections s¢parate from the research and development
records to which they reldte, such as in centralized audiovisual collections, .
photographic offices or/public affairs offices, the disposition of the records is
governed by Adminisgrative Records Schedule 21, Audiovisual Records.

3. PRE-ACCESSIONING OF ELECTRONIC RECORDS. The National
Archives and Refords Administration (NARA) may accept electronic records
associated with/permanent research and development records prior to the
expiration of the 30-year retention period specified in this schedule. Legal
custody (coptrol of access) would remain with DOE. As with all transfers of
electronic fecords to NARA, DOE and NARA will determine the medium
and fornfat of the records in accordance with NARA standards.

RESEARCH & DEVELOPMENT RECORDS SCHEDULES

Coverage. This schedule covers R&D records and reports for the U.S.
Department of Energy's (DOE) complex. Records covered by this
schedule are grouped into the following categories:
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(1)  Research & Development Project Records.
2 Research & Development Program Management Records.
3) Medical Research Records

R&D project records may be maintained as: (a) a project case fife or (b)

termination of project/program. Transfer to XARA 30 years after
termination of project/program.

Level II (see criteria in paragraph 1.d above) Disposition Instructions:
CutofT files after project/program completion, cancellation or termination,
orin 5 year blocks. Retire to the FRZ 2 years after termination of
project/program. Destroy 25 yearsAfter termination of project/program.

Level III (see criteria in paragragh 1.d above) Disposition Instructions:
Cutoff files after project/progrdm completion, cancellation or termination,
orin 5 year blocks. Retire tg/the FRC 2 years after termination of
project/program. Destroy J years after termination of project/program.

R&D Records Series.

(1)  Administratiye records that include correspondence relating to
project justjfication, staffing, initiation or execution; project
managemgnt plans, records management plans; and periodic status
reports. AN1-434-96-9, item B1)

LeveYI (see criteria in paragraph 1.d above) Permanent. Cut off
aftef project/program completion, cancellation, or termination, or
in/S year blocks. Retire to FRC 2 years after termination of

project/program.
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Level II (see criteria in paragraph 1.d above). Cut off after
project/program completion, cancellation, termination, or in 5 ygar
blocks. Retire to FRC 2 years after termination of
project/program. Destroy 25 years after termination of
project/program.

Level III (see criteria in paragraph 1.d above). Cut off affer

project/program completion, cancellation or terminatioryor in 5
year blocks. Retire to FRC 2 years after termination g
project/program. Destroy 10 years after termination pf
project/program.

Financial documents including budgets, cost rung, work
breakdown structure and travel expenditures. (}N1-434-96-9, item
B2)

Cut off files annually. Destroy 10 years a

Contractual and procurement documentywhich include: funded
proposals, sponsor contracts, subcontrgtts, contract specifications,
statements of work, letters of instructjon, related service
agreements and accompanying instrictions and technical
procedures and study protocols; procurement specifications and
purchase orders and any subsequgnt revisions.

Cut off files annually. Destro 10 years after cutoff (N1-434-96-
9, item B3)

Quality assurance (QA) dgcuments include, but are not limited to
quality assurance plans, gnd related reports of QA audits, project
assessments, nonconforfnance and corrective action reports,
deficiency reports, and certificates of conformance. (N1-434-96-9,
item B4)

Level I (see criterfa in paragraph 1.d above). Permanent. Cut off
after project/program completion, cancellation, or termination, or
in 5 year blockg. Retire to Federal Records Center (FRC) 2 years
after terminatfon of project/ program. Transfer to National
Archives Records Administration (NARA) 30 years after
terminatioff of project/ program.

Level Il/(see criteria in paragraph 1.d above). Cut off after
projecy/program completion, cancellation or termination, or in 5
year plocks. Retire to FRC 2 years after termination of
project/program. Destroy 25 years after termination of
project/program.
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project/program.

Reports of inventions, disclosures/patents and co

Refer to DOE Administrative Records Scheduje 7. (N1-434-96-9,
item B5)

Design documentation including experimeatal set up, schematics,
flowcharts and logs, test controls and insjfuctions, test records and
certifications, measuring and test equipphent control listings, and
calibration records. (N1-434-96-9, iteyh B6)

Level I (see criteria in paragraph 1.¢' above). Permanent. Cut off
after project/program completion, £ancellation, or termination, or
in 5 year blocks. Retire to Federgl Records Center (FRC) 2 years
after termination of project/ program. Transfer to National
Archives and Records Adminigtration (NARA) 30 years after
termination of project/ progrgm.

Level II (see criteria in pagagraph 1.d above). Cut off after
project/program completyon, cancellation or termination, or in 5
year blocks. Retire to ERC 2 years after termination of
project/program. Desyfoy 25 years after termination of
project/program.

Level III (see critefia in paragraph 1.d above). Cut off after
project/program gompletion, cancellation or termination, orin 5 -
year blocks. Rélire to FRC 2 years after termination of
project/prografn. Destroy 10 years after termination of

desighated as such, apply Level III criteria and disposition
inspructions. (N1-434-96-9, item B7)

omputer code documentation and software/hardware
/requirements, including benchmark test/data results. File
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specifications, record layouts relating to a master file oy database
authorized for disposal.

Destroy when superseded or obsolete or upon authgrized deletion
of the related master file or database, or upon the destruction of the
output of the system, if the output is not needed 0 protect legal
rights. (N1-434-96-9, item B8)

Technical documents which include: technigal papers, significant
technical correspondence, engineering plang and drawings, final
reports, photographs and negatives related/to the project; test
schedules, specifications, final approved ftandards, final research
data, statistical analyses, tables, charts, graphs, computer printouts
or analyses of scientific or engineering/data, and other accumulated
records documenting the progress and completion of R&D
projects. NOTE: Scientific researchers should provide a copy
of each final technical report to yhe laboratory review office.
(N1-434-96-9, item B9)

Level I (see criteria in paragraph 1.d above). Permanent. Cut off
after project/program complefion, cancellation, or termination, or
in 5 year blocks. Retire to FRC 2 years after termination of
project/program. Transferfo NARA 30 years after
project/program terminatjon.

aragraph 1.d above). Cut off after
project/program completion, cancellation or termination, or in 5
year blocks. Retire o FRC 2 years after termination of
project/program. DJestroy 25 years after project/program
termination.
Level III (see cfiteria in paragraph 1.d above). Cut off after
project/progrgin completion, cancellation or termination, or in 5
year blocks. /Retire to FRC 2 years after termination of
project/program. Destroy 10 years after project/program
terminati

Supporfing technical information that includes preliminary reports,
working papers, computer printouts, draft copies of papers used by
ical writers and any other preliminary or draft copies.

Dg¢stroy when 5 years old unless specifically designated as
liverables in contractual or procurement documents. If
esignated, apply Level III criteria and disposition instructions.
(N1-434-96-9, item B10)



@,
NARA a”mva( ‘ . ' '

not %, MJ (11)  Preliminary sketches, drawings, specifications, and photographs

be caure ro ¢ ;‘0'9 Destroy when 5 years old unless s
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(12) Raw data used to collect and assemble data of a preliminary or
intermediate character generated from such processes as
experiments or observations used for reference in arriving at

N l_ L[. '3 H_0 ‘7_ ’ determinations in the conduct of research projects or determined to
7/ have probable value for secondary evaluations or future

1 +& m 1 experiments.
Destroy when 10 years old (or earlier if authorized by appropriate
site review) unless the records are specifically designated as
deliverables in contractual or procurement documents. If
designated, apply Level III criteria and disposition instructions.
(N1-434-96-9, item B12)

(13) Evaluated or summarized data resulting from study of raw data
including memoranda, graphs, tabulations, reports, log books, and
related papers. (N1-434-96-9, item B13)

Level I (see criteria in paragraph 1.d above). Permanent, C
after project/program completion, cancellation, or termingtion, or
in 5 year blocks. Retire to FRC 2 years after terminatjefi of

project/program. Transfer to NARA 30 years after t€rmination of
project/program.

Level II (see criteria in paragraph 1.d aboy€). Cut off after
N, i3 RA o roval project/program completion, cancellatjeh or termination, or in $
f 6) year blocks. Retire to FRC 2 years#iter termination of
Not re_g M‘Y'fdl, project/program. Destroy 25 yeafs after termination of

project/program.
becawse ro
Lex N Level III (see criteria in'paragraph 1.d above). Cut off after
charge 'k project/program coufpletion, cancellation or termination, or in 5

0[,‘_[ it sition. year blocks. Rette to FRC 2 years after termination of

project/pro . Destroy 10 years after termination of
—Q. Nob le project/ppegram.
' l 7/0'7 (14) Copfrolled notebooks issued to researchers specifically to

dcument research results. These notebooks contain technical and
scientific data accumulated from the conduct of research and
development and are not often duplicated in technical reports or
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project case files. These notebooks frequently contain data
essential in establishing patent or invention rights. (N1-434-96-9,
item B14)

after project/program completion, cancellation, or terjhination, or
in 5 year blocks. Retire to FRC 2 years after termindtion of

project/program. Destroy 25 years after t¢grmination of
project/program.

Level III (see criteria in paragraph 1.4 above). Cutoff after
project/program completion, cancel}ation or termination or in 5
year blocks. Retire to FRC 2 yearg after termination of
project/program. Destroy 10 yeafs after termination of
project/program.

Technical progress reports sybmitted by laboratories or other
project offices to show the fhitiation and degree of completion of
projects, and consolidated/reports prepared from them. (N1-434-
96-9, item B15)

Level I (see criteria iff paragraph 1.d above). Permanent. Cut off
after project/prograpgh completion, cancellation, or termination, or
in 5 year blocks. Ketire to FRC 2 years after termination of
project/ program/ Transfer to NARA 30 years after termination of
project/prograry.

Level II (sec/criteria in paragraph 1.d above). Cutoff after
project/program completion, cancellation or termination orin §
year blocks. Retire to FRC 2 years after termination of -
project/grogram. Destroy 25 years after termination of
projecy/program.

LevZl III (see criteria in paragraph 1.d above). Cutoff after
prgject/program completion, cancellation or termination or in 5
ar blocks. Retire to FRC 2 years after termination of
roject/program. Destroy 10 years after termination of
project/program.

Program Management Records.

10
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R&D Program Management records document the basis for research
development program management decisions, direction, policies and

records identified in this section may also include technical ¢ ittee and
board records.

(1) R&D Program Planning Records. Records of bogfds and

projects, the scheduling and phasing of projegts or programs, and
the control and coordination of various R&}) project phases or
programs. Records consist of agendas, diyectives, minutes of
meetings, papers relating to the establishfment, revision, or
termination of projects, and other papeys reflecting the boards or
committees' actions, recommendations and accomplishments.

Manager.

. (a) Records maintained by DOE Headquarters Program
net vequived,

be carse vo clwa‘gq, Permanent. Cut off fi

s every 5 years and retire to FRC.
Transfer to NARA 30 years after cutoff. (N1-434-96-9,

in d(}{dff'ﬁor‘ . item 2A1)
- K No b' (b) Records maintajhed by each Laboratory Director or
. <€ equivalent.
I / ‘7 / I 7 Permanent/ Cut off files every 5 years and retire to FRC.
Transfer 0 NARA 30 years after cutoff. (N1-434-96-9,

(c) Recgfds maintained by other DOE sites and contractor
orgAnizations.

ut off files every 5 years and retire to FRC. Destroy 20
years after cutoff. (N1-434-96-9, item 2A3)

11
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e. Medical Research Records.

Records of ongoing clinical research programs and clinically-based

human subjects conducted in accordance with 10 CFR Part 745 -
Protection of Human Subjects.

(1)  Patient Case Files. Records of patients treated by physici
part of ongoing clinical- research programs and clinically-based
experimental treatment programs. Each medical case ffle includes
the complete medical history and record of treatmeny/for individual
patients.

The medical documentation component of the iddividual case files

may include, but is not limited to, the followigg types of records:

referral correspondence, initial clinical data/correspondence with
N RRA a P v [ collaborating medical institutions, treatmezit plans and data, patient
F treatment notes and procedure notes docdmenting the course of the

hot re {U; rgoL diagnostic and treatment procedures.

L ecavre ng Administrative documentation in thé case file may include, but is
not limited to, the following typey/of records: patient data sheets
C th L fmd insurance records, release cgpies for any rfle(.hcal record
information requests, consent forms and permission to treat, and

- s billing documentation.
a uyorrh on. 8

The imaging records in ti{e file may include, but are not limited to,

"K . M)L ,e the following types of pécords: diagnostic (pre-treatment) and
follow-up (post-treatpient) images and may include x-rays,
, / l 7 / 07 magnetic resonance/imaging, computed tomography, and position

emission tomograpghy studies.

Cut off files atAermination of medical research program. Retire to
FRC when agpropriate. Destroy 75 years after cutoff. (N1-434-96-
9, item 3A

(2) MedicgfResearch Case Files. These records document the history
of resgarch projects on human subjects from initiation to
completion, and include records relating to the prospective

evaluation of the safety and efficiency of proposed diagnostic,

erapeutic, or preventative treatments as well as research,
development, design and test results. The records may include but
are not limited to the following: project proposal, review
memoranda and comments, project authorizations and directives,
approved protocols, documentation of assurance, unpublished
manuscripts, journal articles and conference papers, progress

12
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reports, correspondence, lists of publications resulting from the

h o“' reg M‘Yd project, test treatment data, daily calibration data, equlpment
/ operation logs, operation and safety procedures, and In onal
b e cavre Wo Review Board records.
C‘*arge [l Permanent. Cut off after etion or termination of program, or
Ao rHon. in 5 year blocks ¢ to FRC 2 years after cutoff. Transfer to

€ars after termination of project/program. (N1-434-96-
~@.Neble (17lo7 ~item 3B)

(3)  Medical Equipment Data Records. Records include, but are not
limited to, equipment and instrument calibration; experimental set-
up of equipment; daily calibration data; equipment operation logs;

u§. 0\7 ' equipment service, maintenance and repair records; operations and
Nl 3 safety procedures, that are not appropriate for inclusion in the

medical project case file.
T Ten 7

Cut off files annually. Destroy 75 years after cutoff. (N1-434-96-
9, item 3C)

13





