
JOB NUMBER REQUEST FOR RECORDS DISPOSITION AUTHORITY N 1-L{ti3 -Dq--( 
To. NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received
 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001
 
1 FROM (Agency or establishment)
 

Department of Health and Human Services 

2 MAJOR SUBDIVISION In accordance with the pr rsions of 44 USC 3303a. the 

National Institutes of Health (NIH) drsposmon request. m ~,"g amendments. IS approved 

J-::---:-=-:-:::-:=-:=-:-:===-==:-:-----------------------j except for Items th may be marked "disposttron not 
3 MINOR SUBDIVISION approved" or "with wn" m column 10 

OD/OM/OMA/DMS 

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

NYJa DeFrank 301-496-2463 WIrr+DeAwN 
6 AGENCY CERTIFICATION 

I hereby cernfy that I am authonzed to act for this agency In matte~s rtammg to the disposmon of ItS records and that the 
records proposed for disposal on the attached 7 page(s) are not eded now for the business for this agency or will not be 
needed after the retenuon periods specified, and that wrltte'~1~ rrence from the General Accounting Office, under the 
provisrons of TItle 8 of the GAO Manual for GUIdance of Feder/ __encres, 

[gIIS not requrred 0 ISattache ~ or IZIhas been requested 

DATE SIGNATURE OF AGENCY REPRESENT IVJ. TITLE 

09/23/2009 
HHS Records Officer

Yvonne K Wilson ~ 

7 ITEM NO 8 DESCRIPTION OF ITEM 
9 GRS OR 

SUPERSEDED JOB 
CITATION 

10 ACTION TAKEN 
(NARA USE ONLY) 

Approval IS needed for the allowmg listed electronic 
systems under NIH Man al Chapter 1743 - Keeping 
and Destroying Record (NIH Records Control 
Schedule), Section 1 150 Stanon Management, 1100-
N General Adrmm ,ratIOn Electronic Systems 

None 
(New Schedule) 
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1l00N	 General AdmInIstratIon ElectrOnIc Systems 

1100-N-l	 Nlli OD ExecutIve Secretanal System for Enterpnse 
Records and Correspondence Handhng (SERCH) 
The purpose of the system IS to provide electroruc f' 

records management and document management for //7 
the Nlli DIrector's and Nlli Deputy DIrector's official #4-" 
correspondence and files, to track and distnbute all A' 
correspondence addressed or directed to the Nlli A"i" 
DIrector and the Nlli Deputy DIrector and documents I" 
minated by them, to assure timely and appropnate if 
response, to classify and mamtam these mcommg ana-.t, 
response documents, bnefing matenals, and meetmg 
folders as part of the Nlli DIrector's official files until 
they are either purged and shredded or accessioned to 
the National Archives and Records AdmmistratIOn 
accordmg to the NIH Records Control Sfhedule 

f 
/~ 

a Inputs /' NI-443-89-1 
System mputs mclude emaIl an,dTelectromc (Nlli 1100-B-
documents Imported mto the system, as vlell as la)

I' 

ongmal hardcopy records t9,a.tare scanned and 
entered mto the system, ~J6ng wIth the rephes or final 
reports created as a result of the ongmatmg 
documents Each re~ord has approxImately 20 
metadata fields that"are filled m by staff to ensure 
accurate retnevaU~nd categonzatlOn The system 
generates addItIonal data as a result of processmg. 
Some records;'ongmate m the Office of the Secretary 
of HHS and are transmItted VIa S'NIFT to the NIH t: 
Executl'!,e Secretanat, then Imported mto SEReR. 

J 

,".}.J
b Master FIle 
Info"imatIOncontent consists of correspondence

;l
between the Nlli DIrector or Deputy DIrector and a
 

llcItIzen (US or foreign), academic/research scientist,
 
./" Member of Congress, or US government official
 

DIspOSItIon PERMANENT. Cut off annually ,/l Review files at 5-year mtervals and transfer those 
WhIChare no longer needed for reference to the 
Federal Records Center. Transfer to the National 
Archrves 20 years after cutoff, m accordance WIth 
electronic records transfer instructions as specified m 
36 CFR 1228270 
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C Outputs N/A 
None 

1100-N-2	 NIH OD DelegatIons of Authonty Database (DOA) 
The NIH Delegations of Authonty (DOA) Database 
provides authonzed members of NIH with the ability 
to enter delegations of authonty for their respective 
IC; edit data concernmg IC-specific delegations they .# 
enter, and run reports on delegations of authonty for /}I' 

all NIH IC officials In addinon, they can delegate / 
redelegable authonties within NIH delegations, to // 
another member of the NIH commumty authonzed to ;;F 
recerve the particular authonty A delegation of /" 
authonty ISthe formal assignment or commitment of 

1/
,.,{'

legal power, usually to a subordmate official, to mak,~~/ 
certam decisions and take certam actions that have.f'

/>legal sigrnficance The OD Office of Management 
Assessment/Division of Management Supp0.rl~~as a 
responsrbihty to coordmate and mamtam ~ 
delegations of authonty from the NIH ,Z?Ifectorto 

semor NIH officials /' ~ 
7' 

a Inputs ' NCl-90-77-2 
The DOA database mIrrors and/tracks NIH and IC Item 7a 

/:'
speCific delegatIOns ofautqliH'lty It ISa copy of the (NIH 1100-E-
delegatIOns and does not/,p'6ntam the offiCIal record la) 
The database ISmtendJ~d'for use by NIH Users, IC 
Coordmators and ORR Subject Matter Experts. NIH 
level mput ISenteF¢~i'manually by the NIH 
Delegations Ofy,ter or deSignee from the ongmal 
hardcopy delegMIOn memo SIgned by the NIHr 
DIrector or @D delegate IC level mput IS entered ,"
manually7.0y the IC DelegatIOn Coordmator or 
desIgn~i from the ongmal hardcopy re delegatIOn 
me~9' SIgned by the IC DIrector or delegate. 

,;;-
,If 

b:'Master FIle 
jThe DOA database mirrors and tracks NIH and IC-

.t' specific delegations of authonty. It IS a copy of the 
7' delegations and does not contam the official record 

The subject of the records are NIH delegates hsted by 
position title to whom an authonty IS granted and the 
positions to whom the relevant authonty may be re-
delegated Delegations of authonty are emergency 
operatmg records WhIChmeans they are VItal to the 
contmued functionmg or reconstitution of an 

2
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orgamzation dunng and after an emergency They 
are records deemed vital under the NIH 
Comprehensive Emergency Management/Contmuity 
of Operations Program (COOP) plan As such, they 
are mamtamed for the penod of time in which the 
authonty IS legally granted 

Disposition TEMPORARY. Cut off when 
superseded or obsolete Destroy 1 year after cutoff. 

r 
C Outputs / ,;.. GRS20 
Output consIsts of ad hoc data quenes and repprts run Items 4,5,6, 7, 
by the NIH Delegations Officer, IC Delegat}~r{s 12, and 16 
CoordInator or theIr deSIgnees for the pUl;p'oseof

ImaIntaInIng and trackIng delegatIOns eaSIly, 
especIally when a change In leaderslup occurs The 

{
frequency of output preparation IS.based on need 

.' 

",,-,' 

DIsposItion TEMPORARY.,Delete when the agency 
determInes that they are no 16nger needed for

" 

admIfllstratlYe, legal, audIt', or other operational
I'-

purposes til 
,jf;

,J7"
1100-N-3	 NIH NIDDK Technology Transfer (TTTS) 

The Technology ,lransfer Trackmg System (TTTS) IS 
a commercial off-the-shelf (COTS) product 

,I

developed b)f'Knowledge Shanng Systems that IS a 
customizabledatabase apphcauon for managmg and 

I"trackmg data and processes related to protectmg and 
Itransfet;flng technologies mcludmg patentmg and 

agreements negotiations and pre-Issuance and post-
I'exec~l:ltIonmomtonng The TTTS system enables the 

Office of Technology Transfer Development to 
fIlsJentIfy legal deadlmes, store agreements and
 

tt~chnologles, provide information access to
 
j,f technology managers and investigators, track events,
 

j/ and automate processes The system automatically
 
jl generates documents, logs events, and logs due dates
 1" when certam cntena are met or tnggers are lnt
 

$
f a Inputs	 N/A 

None 

b Master FIle 
Content consists of data associated WIth legal 
deadlmes, stored agreements and technologies, 

3 
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mformation access to technology managers and 
mvestigators, trackmg events, and automated 
processes 

Disposition TEMPORARY Cut off inactive records 
upon Issuance or expiration of patent, hcense, or 
cooperative agreement or last action taken regardmg 
the matter If no patent, license, or cooperative 
agreement ISmvolved Destroy 10 years after cutoff 

c Outputs 
.'/ 

GRS20 
The system automatically generates documents, logs·' Items 4,5,6, 7, 
events, and logs due dates ,>,.. hen certam cntena art' 12, and 16 
met or tnggers are hIt '/

.J" 
DIsposItion TEMPORARY Delete whe.9' the agency 
determmes that they are no longer needed for 
admmistratlve, legal, audIt, or other op~ratlOnal 
purposes .it·/ 

1100-N-4	 NIH OD Interagency EdIson (IEdIson)
 
.Bdrson ISa database repository for records on
 
inventions conceived or first actually reduced to
 
practice usmg NIH extramural grant or contract funds
 
and from other participatmg government offices
 
The database contains mvenuon, patent, and
 
utilization mformaiion and documents submitted by
 
extramural grantees or contractors as required by the
 
federal Bayh-Dole Act iEdison provides a unified
 

!, 

electronic data system that recerves stores, tracks, and 
monitorsreported inventions and patents that have 
been awarded extramural grant or contract fundmg

;/
/(I

a. Inputs N/A 
None

I
AMaster FIle

Il Fundmg recipients submit invention disclosures 
,/ which are wntten reports that Identify the fundmg 

agreement under which the mvention was made and
 
" the mventor(s) Under the Bayh-Dole Act, the
 

mformation provided ISto be sufficiently complete m

.I/	 techmcal detail to convey a clear understandmg to the
 

extent known at the time of the disclosure, of the
 
nature, purpose, operation, and the physical,
 
chemical, biological or electncal charactenstics of the
 

/ 
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'\ 
invention, as well as identifying any publication, on 
sale or pubhc use of the invention and whether a 
manuscnpt descnbmg the invention has been 
submitted for publication and, If so, whether It has 
been accepted for pubhcation at the tune of 
disclosure Furthermore fundmg recipients provide 
mformation on associated patents and related 
utrhzation reports for each invention, as apphcable 

Dispositron TEMPORARY Cut off mactive records ..-
upon Issuance or expiration of patent, hcense, or /; / 
cooperative agreement or last action taken regardmg :,' 
the matter if no patent, hcense, or cooperanve 
agreement ISmvolved Destroy 10 years after cutoff

/-( 
c Avutputs /,' A GRS20 
Ad hoc data quenes, FDA commerCial products Items 4,5,6, 7,

/listmg, reports for grants/contracts management staff 12, and 16 
to mom tor Invention reportIng compll,aI\~e (usmg 
Edison Report Lite an mterface to ,guery iEdison)

,.h
If-

DIsposItion. TEMPGRARY.:Delete '.vhen the agency 
determmes that they are n!:>'f~ngerneeded for 
admmistratIve, legal, at},dit,or other operatIOnal 
purposes. 1/

//
lI00-N-5 NIH OD Technoldgy Trackmg System (TechTracs) 

NIH Tech'Tracsds a relational database management 
~ fhsystem that !J.limagesand momtors all aspects 0 t e 

technolo~.14:ransfer process, i.e., CRADAs, mvention 
disclos~es, U S and foreign patent prosecution, 
hcen~apphcatIOns and agreements, technology, 
marketmg, royalties' collection, technology abstracts, 
sta~rstIcs, and financial management

Il 

GRS20 
There is no automated data entry. Entry mto NIH Items 2a4 and 
TechTrac8 is pnmanly limited to manually entered 2c 
mformatIOn from forms or other documents (PH8 
6364 Employee Invention Report, CRADA: Clearance 
Documents), data from submisSIOns (1 e. license 
applicatIOns), correspondence from vanous 
mtematIOnal patent offices, and from other sources as 
necessary Many documents are scanned and 
attached to assocIated records In TechTrac8 Data 
files are downloaded from our annUlty contractors 
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and manually Imported mto TechTrac8 

DIspOSItion 
(1) TEMPORARY Delete when data have been 
entered mto the master file or database and venfied, 
or \vhen no longer needed to support reconstructIOn 
of, or serve as backup to, the master file or database, 
whIchever IS later. 
(2) TEMPORARY Destroy after the mformatIon has 
been converted to an electromc mediUm and venfied, ,.() 
when no longer needed for legal or audIt purposes or.~· 

/-::,7=!~::=~::~:~ct:;::;::~=
been provIded the notificatIOn reqUired by }qtFR 
1228 31(b)(1)(I), whiChever IS later /' t; 

b Master FIle / ' 
NIH TechTracS ISan mformation management

/system designed to track and mom tor the short and
/'long range programmatic mtellectual 

property/technology transfel matters for the OTT 
/ThIS mcludes, but ISnot lrimted to, invention

.tdisclosures, patent docket management, hcense 
apphcation request,;t&gotlatIon, docketmg, post 
hcense executIOn,attIVItIeS of royalty collection, 
license morutonrig of benchmarks and progress 
reports, trackjrig royalty distnbution to mventors 

p,
(OTT doesj1ot distnbute the royalties), marketmg of 
NIH techjrologres, and task order adrmmstration for 
work performed by the NIH patent law firm

/'contrjlctors. It tracks Cooperative Research and 
Development Agreements (CRADAs) submitted for 
revrew and mom tors progress of executed CRADAs. 
/'

/1DIspOSItIon TEMPORARY. Cut off mactrve records 
/ upon Issuance or expiration of patent, hcense, or 

,/ cooperative agreement or last action taken regardmg 
I! 

the matter if no patent, license, or cooperative
 
.I agreement ISmvolved. Destroy 10 years after cutoff.
 
I 

// c Outputs GRS20 

/. 
.I The system can produce reports based on ad hoc and Items 4,5,6, 7, 

I' predefined bus mess rules The user has the abIlity to 12, and 16
 
! query speClfic data and create user defined reports or

! use pre formatted reports Reportmg can be
 

,./ descnbed as (1) standard reports, (2) ad hoc reports, 
/ 

6
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(3) docket reports, and (4) trackmg reports Word 
processmg template documents can be created and 
used for forms Based on predefined busmess rules, 
emalls can be sent to specific pomts of contacts as 
action remmders or notices of event occurrence The 
system provides dally updates to the hcensmg 
opportumty sectIOn of the OTT '.vebslte. Patent 
mformatlon ISused m conjunction WIth another 
program to identify potential market mterest for 
sCientific collaboratIOn and/or hcensmg mterests 

DIspOSition TEMPORARY. Delete ,,,,hen the agqniy 
determmes that they are no longer needed for ,I ..; , 

admmistratIve, legal, audIt, or other operatlOml'i' 
purposes ,./ ' 

/ 

llOO-N-6	 NIH OD ProJect Performance Momtori~g System 
(PPMS) .: 
The NIH Program Performance Momtonng System 
(PPMS) ISa web-enabled centrahzed password

I' 

protected performance morutonng and reportmg 
system used for gathenng/rnanagmg, analyzing and 
dissemmatmg program.performance and budget data 

I' 

a Inputs ,/
I' 

N/A 

None 
.' 

b Master Ftle 
The systemincludes NIH performance measures and 
supportirig budget data collected from program 
offiC7fSacross the organization and managed by the 
Office of the DIrector (OD), DIVISIOnof Program

I 

Coordmation, Planning, and Strategic Imtiatrves 
(DPCPSI), Office of Performance Assessments 
I 

/'(OPA) The system contams confidential
 
,1, performance and budget data WhIChISused m pubhc
 
I documents such as the Congressional Jusnfication
 

/ 
/ 

Disposition TEMPORARY Destroy when no longer 
needed for reference or when 5 years old, whichever 
IS sooner. 

c Outputs GRS20 
The system outputs mcludes perfom1ance measures Items 4,5,6, 7, 
and budget reports for the CongressIOnal JustificatIOn 12, and 16 
(CJ) Government Performance Results Act (GPRA:), 

7
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OMS's Program Assessments (formerly PART), HHS 
l\..~.nual Performance Plan, HHS StrategIC Plan, NIH 
Director's Quarterly Performance Meetmgs, and 
Orgamzahonal Performance Assessments The 
system provIdes multIple reportable and non 
reportable standard, ad hoc and trackmg reports 
Example of reports generated from the system 
mcludes performance measure narrative report, 
summary tables, analYSISreports, budget tables, 
Department WIde lInkage tables, program 

NIH OD Roadmap CodIng 
The Roadmap Coding System I database 
application that enables NIH lice of the DIrector 
(OD) Office of Budget pers el to assign codes to 
grants These code value enote the relanonship 
between the NIH's exp diture and an area of 
SCIence, disease, or d rder The system also enables 
Scientific and Bud Analysts to analyze 

cal year and generate reports 
Usmg this syst , analysts generate budgetary and 
scientific ye end reports that are used to respond to 
Internal an external requests for information The 
data ISa available earher m the fiscal year so that 
the bu en on program and budget staff to code grants 
and nerate reports In a timely manner ISgreatly 
re ced Additionally, the ability of the institute to 
r pond to external quenes ISgreatly enhanced 

a Inputs 
None 

b Master FIle 
The system contams summary and detail spendmg 
levels by disease category related to the NIH 
Roadmap Imtiative 

DISpOSItIon TEMPORARY Destroy when no longer 
needed for reference or when 5 years old, whichever 

8 
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IS sooner 

e OHtPHtS GRS20 
Pnmary OHtPHtSmclHde ad hoe qHenes and smnmary 
fundmg levels by dIsease eategory 

DIsposItion TEMPORARY Delete v/hen the ageney 
detenmnes that they are no longer needed for 
admmistratlve, legal, aHdIt, or other operatIOnal 
pHrposes 
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