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LEAVE BLANK (NARA u •• Only)~---------------'------------------'--------"'r~~~~~~~~~~~--~
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOBNNUMBER 0,

(See Instructions on reverse)	 1-434--9S-s 
TO N~ nONAL ARCHIVES and RECORDS ADMINISTRATION (NlR) OATE RECE~V~C is )

" WASHINGTON. DC 20408 7/.2-~ 95 
1. FROM (Agency or establiShment) NOT1FICATION TO AGENCY 

U•S. Department of Energy 
2. MAJOR SUBOIVI~ION	 In accorda"ce wlttl ttle proviliolll or 44 

U.S.C. 3303. the dilpolillon reqyutRecords ManagementTeam (Deparbnental) Includi" •• me"dmenta, il .pproved ftcepi
for iteena that mal.. be maruCi "diSPOSItion 
not appl'O¥ed" or wilhd~w,," in column 10.

3. MINOR SUBOIVISION 

•. NAME OF PERSON WITH WHOM TO CONFER 5. TEL.EPHONE DATE I~Vlsr~r:1~EO~ 

Mary Ann Wallace	 301-903-~353 ~-.24-9t.rI~W ceez. 
6. AGENCY CERTIFICATION	 I / ' 
I hereby certify that I am authorized to act for this agenq in matters pertaining t61he disposition of its records 
and that the records proposed for disposal on the'attached L7 page(s) are not now needed for the business
o( this agency or will not be needed after the retention periods srecified; and that written concurrence (rom 
the General Accounting Office, under the provisions of Title 8 0 the GAO Manual for Guidance o( Federal 
Agencies, ' 

~ is not required; 0 is attached; or 0 has beenrequested. 

0Z'T~ 71tATURE~AGENC~REPRESENTAT1VE T1TLE'7 =] /),' ()i-LIt.f AAAA ~ 11/)/ J_	 ' :t..r-F!S Mary 'Ann (f/allace - TOo'_~	 Departmental Records Officer 

7. 8. GRS OR 10. ACTION 
ITEM I. OESC~IPT10N OF ITEM ANO P~POSEO OISPOSIT10N SUPERSEO~O TAKEN (NAnA
NO. JOB CITAT10N USE ONLy) 

Deparbnentwide records schedules. 

See attached. 
1.	 Work for Others . 
2.	 COoperative Research and ~~~nt Agreements
 

(CRADAs).and Cost-Sharing Agreements
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STANDARD FO~M 11S (REV ,3-9,)"5-109 Pr_crobed by NARA 

36 CFR ,22EFEB27 1996-"# 
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1. WORK FOR OIHER$ 

Work for others performed by DOE contractor 
personnel for Federal, State, and local 
government ent ities, -ncn-sovernment/non-prcf t t 
entities, universities, and privately-held
corporations. This work is not directly funded 

,by DOE, but is authorized by and administered by
DOE. 

a. Agreement/Contract for Services 

Agreement ~xecuted by DOE, ~ontractor and 
the requesting Federal, State, local, 
domestic, or privat~ organization. 
Agreements stipulate contract length,
provisions, articles, clauses, and other 
related matters. Files include subcontract 
agreements signed between contractor and 
subcontractors to perform a specific work 
scope in\ support of the 1arqer cont ract ; 

(1)	 Official, signed agreement. 

(2)	 Other offices. 

b. Predecisional Case Files 

Predec is tonal 'case files which document 
activities prior to formal review. Files 
include capability statements; informal,
preliminary, or predecisional planning
documents; correspondence, etc. 

, , 

(1)	 Predecisional records approved by DOE 
for formal review. 

(2)	 Predecisional records not authorized 
for formal review, or terminated prior
to the formal review process. 

1 

, , 

Cut ,off annually.

Destroy 10 years after
 
termination of agreemen~.
 

Cut off annually.

Destroy 2 years after
 
cutoff or when no longer

needed, whichever is
 
earlier.
 

Cut off at approval.

Transfer case file to
 
formal review case files.'
 

Destroy 3 years after
 
date of termination or'
 
denial.
 

, l 
/ 
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c. Forma-l'Review Case Files 

-' / 

Formal, written reviews submitted after 
predecisional case is accepted by DOE. 

)	 Files include work statements, budget
estimates, resource requirements,
verification of compliance to applicable
requirements, requesting agency or entity
information-regarding use of DOE facilities 
and/or contractors, verification of 
adherence to,app1icab1e 1aws and 
regulations; and, statements verifying no 
direct competition with domestic or private
sec~or parties. 

(1)	 Formal review case files approved by 
DOE for project review. 

(2),	 Formal requests terminated or denied 
prior to project review. ' 

d.	 Projec~ Review and Approval Records 

Work	 and funding acceptance records,
)including cost rate structure, written 

reimbursement agreement, and other related 
funding and acceptance documentation. 

(1)	 Review and approval records of 
proposals approved by DOE for project 
performance. ' 

-
(2)	 Review and approval records of 

proposal~ terminated prior to the 
completion of the review and approval
process. 

e.	 Project Performance Records 

Performance_records that include such 
deliverables as correspondence, monthly
financial status' and billing reports, 
monthly and quarterly status ,reports,
written notification,of cost ,overruns and 
requests for supplemental funding,' and other 
related documentation. 

I - , 
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Cut off at approval.

Transfer case file ,to
 
project review case
 

. fil es. 

Destroy 3 years after
 
date of t ermi nat ion or
 
denial.
 

Cut off at approval.
Transfer case file to 
project performance case 
fi 1e. 

De~troy-i years after' 
date	 of termination. 
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(1), Records of+comp leted projects,
including subcontractor records, as 
stipulated in the agreement. 

(2)	 Records of projects terminated prior to 
completion. 

f. Project deliverables records 

All tnformat ion created during the life of 
the project. 

(I)	 All information and/or technical data 
arising from work performed for another 
government agency, unless provided
otherwise by DOE. 

(2)	 All information and/or technical data 
arising from work performed, under 
contract, fQr State agencies, local 
agencies, .or domestic/private.
corporations. 

g.' Property, equi pment, or system records 

Property, bun ding construction, and 
_ associated equipment records; or, equipment 

acquired as part of the project will be 
,accounted for and maintained during the term 
of the agreement. At project completion, 

'disposition of all buildings and equipment 
will be as previously agreed to, or as 
instructed by the Federal, State, or local 
agency, or domestic/private organization for 
whom the work,was performed. Including
equipment or systems procured by
subcontractors. 

.. 

Cut off at completion:
Transfer case file to 
project deliverable 
records. 

Destroy 5 years after 
project termination. 

Transfer 1 record set of 
the ca~e file to the 

,agency for whom, the work 
was conducted. Retain 1 
record set of the case 
file; for legal and 
financial purposes, for 
la/years, following
approval by DOE and the
respective government
agency, then destroy. 

Transfer 1 record set of 
the case file to the 
agency for whom the work 
was conducted. Retain 1 
record set of the case 
file, for legal and 
financial purposes, for 
10 years, then destroy. 

Transfer title of the 
property, equipment, or 
systems as stated under 
contractual agreement. 

3
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2.	 COOPERATIVE REsEARCH AND DEVELOEMENT AGREEMENTS (CRADAs) 
AND CCET-SHARING AGREEMENTS 

Many methods are available for the transfer of 
technology from Government-owned laboratories to 

,industry. The methods, or agreements, differ in 
regard to issues such as assigning intellectual 

( property rights (ownership of patents and
 
copyrights) and sharing resources.
 
,CRADAs are joi nt partnership opportunities and
 
agreements established between Government-owned,

contractor-operated laboratories and industrial
 
partners to perform cooperative research on
 
topics of mutual interest.
 

, 

CRADAs provide private industry access to 
.'commercially valuable technology in a variety of 
disciplines. Intellectual property rights to 
inventions developed as a result,of CRADA 
research may be shared with the industry
partner. Such sharing of rights protects the 
competitive edge gained as a result of the 
cooperative research. . 

In CRADAs, an industrial partner can provide any 
combination of funds; personne l , equipment, and 
services. M&O contractors can provide any 
combination of personnel, equipment, and 
services; but are specifically barred from' 
providing funds directly to an industrial,
partner. I~ thi~ method of cooperation, 
technology is transferred to industry by 
matching the capabilities and resources of 
Federal laboratories and privat~ industry 
partners .: 

\ 

In CRADAs, the sharing of intellectual property
rights be negotiated prior to'beginning the 
cooperative research. A benefit derived by the 
industry partner is that either the Federal 
researcher or the partner may specify sensit;'ve 
information resulting ,from the cooperative 
research as "protected CRADA information." This 
information may be protected from disclosure 
through the Freedom of Information Act (FOIA)
for Up\to five years. This allows proprietary
information tOPbe protected from disclosure to 
the industry partner's competitors. Congress
has mandated that DOE's CRADA revie~ process be 
completed within a specified time. 

The	 CRADA is .usually the agreement of choice 
when: 

4 
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•	 the partner is an active participant in the 
research effort, 

.'	 there is a requirement to designate
information as CRADA-protected f nformat ion , 
or 

•	 there is sharing of intellectual property
rights. 

Cost-Sharing Agreements allow industry partners 
to contribute financially to research programs
in Federal laboratories. tlnlike CRADAs, there 
is no protection of such projects from Freedom 
of Information Act (FOrA) requests in a cost-
sharing agreement. However, release of 
information to a third party requestor may be 
delaYed pending patent protection of the ,
invention in question. Additionally, there is 
no time limit on ,the cost-sharing review 
process. 

The cost-sharing agreement may be appropriate 
when the partner's contribution is limited to 
financial support. 

a.	 CRADA Licensing and Collaborative ' 
Agreemepts/Contracts 

Agreement(s) executed by M&O- contractor and
 
industry partner, following approval by the

local DOE operations office. Files include
 
contract agreement stipulations such as
 
allotments of personnel, equipment, and
 
financial resources; intellectual property

rights; the retention, and protection of
 
sensitive information generated as a result
 
o~ the research; and, other contractual
 
components such as contract length

provisions, articles, clauses, and other
 
related records.
 

(1)	 Official, signed agreement. Permanent. Offer to NARA 
25 years after 
termination of agreement. 

5
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(2) Other offi ces. 

b. CRADA Project Files 

Records, with the exception of those covered 
by "a" above, documenting CRADA projects
from	 initiation to completion, or 
termination. Records include, but are not 
limited to, proposals; project planning and 
justification records; start-up reports and 
correspondence; budgetary documentation;
monthly, quarterly, and'yearly status 
reports; technical data and studies;
partnership meeting minutes; implementing
policies and procedures; non-disclosure 
agreements, presentation materials, and all 
other related records. 

c.	 Marketing Research Records 

Marketing records including writt~n 
questionnaires, phone survey reports, 
financial and product trend analysis, and 
other related records. 

d.	 Product, Services Marketing, and Promotional 
Records 

Promot ion records including news1 etters , 
brochures, catalogs, pamphlets, conference 
contact lists, posters, articles'and photos
published in national trade journals and 
magazines, customer/consumer referrals. 

e.	 Client, media, or public mailing li~ts. 

f.	 Cost-Sharing Agreements 

(1)	 Agreement(s) executed, by a M&O 
contractor and an industry partner,
following approval by the local DOE 
Operations Office. Contract agreement
stipulates financial resources 
alJocated by industry partner for the 
furtherance of. specific research 
programs on behalf of the .tndustry 
partner. Files include intellectual 
property rights; the retention and 
protection of sensitive information 

6 '
 

Cut ~ff a~nua1ly.
Destroy when no longer
needed for reference. 

Transfer 1 record set to, 
corporation partner
following project
completion and/or
termination, as set forth 
in initial CRADA 
agreement. 

Retain 1 record set for 
10 years after project
completion or 
termination, then 
destroy. 

Cut off annually.
Destroy, 3 years after 
cutoff. -

Cut off annual~y.
Destroy 5 years after 
cutoff. 

Cut off annually.
Destroy when superseded
or obsolete. 
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resulting from the research; other 
contractual components such as contract 
length provisions, articles, and 
clauses; and other rel~ted records. 

(a) Official, signed agreement. 

(b) Other offices. 

Permanent. Offer to NARA,
25 years after 
termination of agreement. 

Destroy when no longer
needed for reference. 

(2) Cost-Sharing Project Files 

Records documenting Cost-Sharing 
Projects from initiation to completion,
or termination. Records include, but 
are not strictly )imited to, proposals, 
project planning and justification
records; startup reports and 
correspondence; budgetary
documentation; monthly, quarterly, and 
yearly reports; technical data and 
studies; partnership meeting minutes, \ 
implementing policies arid procedures; 
non-disclosure agreements; presentation
materials, and all other related 
records. 

' 
Transfer 1 record set to 
corporation partner
following project
completion and/or
termination, as set forth 
in initial Cost-Sharing
Agreement. 

Retain 1 record set for 
10 years after project
completion or 
termination, then 

'destroy. 

1 t 
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