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JOB NUMBER REQUEST FOR RECORDS DISPOSITION AUTHORITY 

To	 NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

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

Department of Health and Human Services 

2 MAJOR SUBDIVISION 

National Institutes of Health (NIH) 
t-;;--.....-.;;=;::;-;::;-;-;-;:;:;:;;;;-==--------------------j

3 MINOR SUBDIVISION 

In accordance with the provrsions 

disposition request, including 

except for Items that may
approved" or "withdrawn" In 

3303a, the 
dments, IS approved 

arked "drsposmcn not 
n 10 

OD/OM/OMA/DMS 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE NUMBER 

NYJa DeFrank 301-496-2463 

6 AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency In matters pertaining e disposition of ItS records and that the 
records proposed for disposal on the attached 15 page(s) are not needed for the business for this agency or will not 
be needed after the retention periods specified, and that written concurrence m the General Accounting Office, under the 
provistons of Title 8 of the GAO Manual for GUidance of Federal Agencies, 

t8J ISnot required	 D ISattached, or t8J has been requested 

DATE SIGNATURE OF AGENCY REPRESENTATIVE	 TITLE 

09/23/2009	 HHS Records Officer
Yvonne K Wilson 

9 GRS OR 10 ACTION TAKEN7 ITEM NO	 SUPERSEDED JOB (NARA USE ONLY) CITATION 

Approval IS needed for the folio listed electrornc None 
systems under NIH Manual Ch er 1743 - Keeping (New Schedule) 
and Destroying Records (NI ecords Control 
Schedule), Section 2300 P nnel, 2300-991 
Personnel Electronic Sys 



NIH Records Management Program 
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2300991 Personnel ElectronIC Systems 

2300-991-1 NIH CC Medical Staff Credenhahng Processes 
(SACRED) 
Information IS collected from mdivrdual members of 
the Chrucal Center Medical Staff and IS used to 
document their credentialmg and pnvilegmg under 
authonty of Section 301 of the Pubhc Health Service 
Act 

-443-93-1 
IH 2300-293-

4a) 

SIgnature Capture & AuthonzatlOn Form (NIH 2879) 
Request for Intenm Pnvileges (NIH 2695 2) only 
the approval date ISentered m Sacred 

b Master File 
SACRED stores mformation on individuals who have 
been approved as members of the medical staff at the 
Warren G. Magnuson Chrucal Center Medical staff 
name, date of birth, home address and telephone 



2300-991-2
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number, office address and telephone number, 
crtizenslup, visa mformatron, appointment date, 
hospital-wide computer access privileges, 
Institute/Center designation, branch/lab, type of 
medical staff membership, pnvilege delmeation, 
professional degree(s) mcluding school of attendance 
and graduation dates, foreign medical exammanons, 
specialty board cerufications, licensing mformation 
(including state of licensure and license number), 
record of disciplmary actions, documentation of 
training, and adrmttmg pnvileges. 

Disposition TEMPORARY Delete ina e 
mformation In the database when no I er needed 

GRS20
 
Items 4,5,6, 7,
 

12, and 16
 

NCI-90-77-2 
Item 58a 

(NIH 2300-320-
6) 

2 Data ISdownloaded from the Department of GRS20 
Homeland Secunty VIaSEVIS (Student and Item 2c 
Exchange VIsItor InformatIOn System) 

b Master FIle 
Includes all data required by Department of 
Homeland Secunty and the Department of State as It 
regards the sponsorship of foreign scientists 
(imrmgrauon related) 
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NIH Records 

DIspOSItIon· TEMPORARY Cut off after fiscal year 
m which related activity IS completed. Destroy 6 
years after cutoff or when no longer needed for 
reference. whichever IS longer 

purposes 

NIH NIGMS Pharmacolo 
Trackmg System (PRA T) 
The PRA T system IS a web sed system that was 
developed to collect and mtam mformation on 
PRA T participants In icular, this system enables 
PRA T adrrumstrators track alumni's career 
progress, and subse ently, use the collected 
information to re to NIH. the Government 
Accountabihty lice (GAO) and Congress 

a Inputs 
None 

T system contams data of applicants, 
tors, and Fellow/Alumni of the program 

sposition TEMPORARY Cut off annually 
estroy 5 years after cutoff or when no longer needed 

for reference. whichever IS longer 

c Outputs 
The PRAT System generates Applicant, Fellow, and 
Preceptor reports contamIng name, address, phone, 
educatIOn. documents received history, and status of 
the applicatIon 

DIspositIOn TEMPORARY Delete when the agency 
determInes that they are no longer needed for 
admInistrative, legal, audit, or other operational 
purposes 

3
 

Management Program 
Draft SF 115 Con 

Item 58a
 
(NIH 2300-320-

6)
 

N/A
 

GRS20 
Items 4,5,6, 7, 

12, and 16 
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NIH 00 NIH Integrated Trammg System II (NIHITS 

ill 
The NIH Integrated Trairung System, version 2 
(NIHITS II) ISa Web-based trainmg nornmation 
system used at the National Institutes of Health 
(NIH) NIH ITS II allows for the creation, approval, 
and trackmg of employee trainmg norrunanons It 
also provides a short summary of an employee's 
training history 

a Inputs 
None 

b Master File 
NIHITS collects traimng data for 1 al and/or 
external trammg nominations for deral Employees 
and some Non-Federal employ The account data 
may be updated on a daily b by NIH ITS Super 
User While trammg recor can only be generated 
after a norrunation has be approved by an admin 
staff or by system end-

'-Jl~RY Cut off annually 
Destroy 5 years a r cutoff or when no longer needed 

chever IS longer 

None 

CareerTrac 
rae ISa global trainee trackmg and evaluation 

m for the Fogarty International Center (FIC) at 
NIH The goal of this system ISto create a 

omplete tramee roster for all FIC research traming 
programs and to mom tor outputs, outcomes and 
impacts ofFIC tramees 

a Inputs N/A 
None 

b. Master File 
The mam aim of this system ISto track, evaluate and 
report short and long-term outputs, outcomes and 
Impacts of mternational and US tramees mvolved m 
health research trammg programs 

4 
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Disposition TEMPORARY Cut off annually 
Destroy 5 years after cutoff or when no longer needed 
for reference, whichever IS longer 

c Outputs 
The system generates output m 3 formats' (1) Excel 
Do\'mload, (2) PDf Reports, and (3) Query The PIs 
can download reports on the tramees that they have 
entered mto the system, Program Officers can look at 
their program tramees and also tramees across other 
programs 

purposes. 

2300-991-6 NIH NHGRI Trainee Trackin ase 
The system supports the overall mng mISSIOnof 
the intramural program throu e momtonng and 
tracking of trainees at all lev, The database 
enables the ITO (Intramur: rammg Office) to create 
and manage records for trainees. A record of each 
trainee contains name egree, gender, race, 
employment status. partment and mentor and IS 
maintamed to cap e aggregate demographic 
mformation, to k the progress of mdividual 
trainees, and t ranage follow-up surveys, annual 
reviews. and . It interviews cntical for the evaluation 
of the tram program The mformanon m the 

gregated across the data set, presents a 
f the SIze and demographics of the trainees 

name, CV (resume), gender. race,LethmCltyfor 
diversity and evaluatIOn purposes The informatIOn 
from the documents IS entered manually mto the 
system and the documents are stored elsewhere 

b Master FIle 
The following information is collected within this 
database for drversity and evaluation purposes 

GRSI
 
Item 18b
 

5
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annual reviews, branch, posinon title, Enter on Duty 
date, name, CV or resume, gender, race/ethrucity 

Disposmon TEMPORARY Cut off annually 
Destroy 5 years after cutoff or when no longer needed 
for reference, whichever IS longer 

S 20 
1S 4, 5, 6, 7, 

12, and 16 

2300-991-7 

earch and trammg 
opportumties m NIAID's D ISlOnof Intramural 
Research and the Vaccin esearch Center To 
support this endeavor, AID created the INRO 
application INRO p Ides an on-line apphcation 
process for studen nterested in the INRO Program, 
and enables revi ers to view these applications and 

select students for partrcrpation It 
urce for INRO program 

N/A 

aster File 
e master file includes detailed student applrcation 

mformanon used by reviewers to evaluate the 
qualificanons of the applicants and determine their 
SUitability for selection to the INRO program. 
Students enter this information into a public facing 
Web page after estabhshmg an account using their 
email address as the ID and the Password of their 
choice Also included are reference recommendations 
and reviewer comments 

Disposmon TEMPORARY Cut off annually 

6
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Destroy 5 years after cutoff or when no longer needed 
for reference, whichever IS longer 

c Outputs GRS20 
Revle'Ner assignment lists, remmder emalls to Items 4,5,6, 7, 
applicants, emalls to references requestmg 12, and 16 
mformatlOn, emails to accepted students, and a list of 
students not accepted to assist adlmmstrator people m 
prepanng hard copy letters to non selected students 

DispOSItIon TEMPORARY Delete vlhen the agency 
determmes that they are no longer needed for 
admlmstratlve, legal, audit, or other operatIOnal 
purposes 

NIH NIDCR Intramural Research TraInIn 
Database (lRTA) 
The NIDCR trauung database IS used to 
accurate account of trainees that have 
including their educational backgro , trainmg 
history and personal information IS "system" is 
essentially a stand-alone MS d ase used by the 
Intramural Trammg Coord In 

a Inputs N/A 
None 

all trainees at NIDCR and the 
tr trammg are housed In these files 

formatIon on the education level, 
rung expenence and other sensitIve 

n about the trainee are recorded 

srtion TEMPORARY Cut off annually 
troy 5 years after cutoff or when no longer needed 

r reference, whichever IS longer 

c. Outputs GRS20 
This system ISused to generate reports on tramees Items 4,5,6, 7, 
who have worked at NIDeR. This infomlatlon can 12, and 16 
be generated m the form of graphs 'Nlth numencal 
slgmficance recorded 

DIspOSition· TEMPORARY Delete when the agency 
determmes that they are no longer needed for 

7 
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admlRistratIve, legal, audit, or other operatIOnal 
purposes" 

2300-991-9	 NIH 00 OIR Graduate PartnershIps Program 
ApplIcatIon, Trackmg, RegistratIOn, and EvaluatIOn 
Database 
The system ISdesigned to identify prospective 
students for dissertation research (apphcation), 
mom tor the progress toward degree of current 
students (tracking), register investigators lookmg for 
trainees, register tramees for workshops/activines, 
and evaluate applicants for admISSIOnconsideratio 

a Inputs N/A 
None 

b Master FIle 
Apphcations by prospective student 
typical graduate school apphcatio atenal, 
including letters of recommend on and transcripts 
Application matenals are hel ctive for one year 
then archived at the close 0 e admISSIOncycle 

tes Students 
matnculatmg have the" ecord transferred to the 
Trackmg section oft database where the staff can 
mom tor progress t ards degree Investigator 
regtstrations con details about the research being 
performed WIt the laboratory and contact 
informauon ISmformation ISposted onlme and 
WIll contm to be unless the mvestigator WIshes to 
be remov or leaves the NIH to pursue other career 

ome investigators have an addinonal role m 
evaluator of prospective students In this 

ty, the investigators have access to the 
cations for his/her partnership affihanon and 

rmt assessments of the students through the onhne 
stem The results of the assessments WIll determine 

If a student ISmvited to interview for admission 

DISpOSItIOn TEMPO RAR Y Cut off annually. 
Destroy 5 years after cutoff or when no longer needed 
for reference, whichever IS longer 

c Outputs GRS20 
ARTIE ISdeSigned to allow the GPP to generate Items 4,5,6, 7, 
reports on the major populatIOns usmg the software 12, and 16 

8
 



NIH Records 

system and access to specific fields contamed wlthm 
the onlme fonns 

DisposItIon TEMPORARY Delete when the agency 
determmes that they are no longer needed for 
admmlstratlve. legal, audit. or other operational 
purposes 

2300-991-10	 NIH OD OSE SCIMentorNet (SMN) 
Scilvlentorblet ISan on-hne e-mentonng program that 
extends existmg efforts of a partnership With,the N 
Office of Behavioral and Social SCience Resear 
(OBSSR) and the NIH Office of SCience Edu IOn 
(OSE) Scilvlentorblet ultimately aims to II ' e-
mentors with U S high school students, mmum 
age 16, and college students. who are erested In 

behavioral and social SCience, biom cal science, 
dental. and healthcare careers T igh tlus e-
mentonng program. student "p eges" are Imked via 
e-mail with their e-mentors provide them with 
relevant career informatio uidance and support E-
mentonng takes place 0 secured Internet Web site 
managed by the NIH. e program provides students 
a safe place to recei professional and ongoing 
support as they st e for academic and career 
success 

a Inputs
 
None
 

phcation consists of three databases 
e first database, available to the general public, 

vides mformation documentatron which lets users 
ow what the mentor program IS, who can Join. 

onentmg mforrnation, the two Conditions of Service 
documents. and the mechanics of the program There 
IS no customer data stored m the database Ifusers 
decide to participate m the mentor program as a 
mentor or as a student requestmg a mentor. they are 
lmked to a secure server 
- The second ISa secure database. where prospective 

participant applicanons are completed, submitted, and 
stored Students will be able to view mentor's name. 
professional affihation, home mstitution (name only), 
and a statement of professional actrvrties dunng the 

9 

Management Program
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N/A
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registration (mentor selection process) 
- The thud database provides a Scilvlentorblet email 

database were commumcations between mentors and 
student from personal email will be routed Mail 
from a student will be deposited m this email 
database. Each email must have a subject containing 
both the mentor and student IDs A never ending 
agent will continually poll the email database, 
searchmg for mail, and when a document IS found, 
the agent will count the actrvity, stnp the document of 
identifying return address information, and forward 
the email to the intended recipient (based on the 
unique IDs controlhng this specific mentor-stud 
pair) The document will be deleted from the 
database after the forward actron occurs 

Disposmon TEMPORARY Cut off 
Destroy 5 years after cutoff or when 
for reference, whichever IS longer 

c. Outputs N/A 
None 

2300-991-11 NIH OD Research and stem 
(RTO) 
The Office of Intr al Trammg & Education 
(OITE) adrmrust variety of programs and 

t and develop mdividuals who 
arch training actrvities on the NIH's 

Bethesda, Maryland. as well as other 
around the country These activiues 

mternships at the high school level 
ostdoctoral and cluneal fellowships To 

e Its recruitment funcnon, the OITE rnamtams 
H Research and Trammg Opporturuues (RTO) 

SIte, http'//www training mh gov, which 
/ eludes apphcanons and related forms for a range of 
intramural research trammg programs The 
apphcation system includes a back-end database that 
functions as a centralized repository of information 
regarding program applicants Collection of the 
information 111 this system IS authorized under 42 
USC 282(b)( 10), 282(b)( 13), 241. 2421, 284(b)( 1)(C), 
284(b)(1)(K), 42 CFR Part 63. and 42 CFR Part 61, 
Subpart A. The primary use of this mformation IS to 
evaluate applicants' quahfications for research 

10
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training at the NIH. 

a. Inputs N/A 
None. 

b. Master File 
System records include applications, letters of 
recommendation, and ratings and notes regarding 
specific applications. 

Disposition: TEMPORARY. Cut off annually.
 
Destroy 5 years after cutoff or when no longer
 
for reference. whichever is longer.
 

GRS20
 
Items 4,5,6, 7,
 

12, and 16
 

purposes. 

2300-991-12 
The Occupational 
Occupational Hea and Safety, CPR Training 
System is used manage registration for CPR classes 
and maintains cords of participant completion. 

a. Inputs N/A 

None. 

ystem retains information on NIH employees 
w request or are required to attend CPR training; 

ey are primarily Health Care providers and the 
general population of NIH. Content on the master file 
consists of: First Name; Last Name; Phone Number; 
Institute: Building; Room; and e-mail address. This 
system does not receive data from any other source. 
Data received is from NIH staff located in the 
Washington metropolitan area. Data is updated as 
training is conducted. 

Disposition: TEMPORARY. Cut off annually. 
Destroy 5 years after cutoff or when no longer needed 
for reference, whichever is longer. 

11 
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2300-991-13
 

c. Outputs 
System outputs consists of quarterly work load 
statistics indicating the number of classes held. the 
number of persons trained, and their job description. 
There are no other outputs or inter connectivity v/ith 
other systems. This data is not shared with other 
systems or databases. 

Disposition: TEMPORARY. Delete when the agency 
determines that they are no longer needed for 
administrative, legal. audit, or other operational 
purposes. 

NIH 00 Under raduate Scholarshi 
(UGSP) 
The NIH UGSP Web site and Electroni 
System provides a Web-based interfa or 
individuals to obtain information, s as eligibility 
requirements and conditions for icipating in the 
NIH Undergraduate Scholarshi rogram (UGSP). 
The Web site also provides electronic application 
system with the ability to nload and print 
application forms. 

a. Inputs 
None. 

b. Master Fil 
UGSP app' tion data. Applicants must be US 
cinzens ermanent residents. Recruitment is 
nation- de and we receive applicants from all over 
the c try. Applicant data collected include the 
foil ing: 1. Contact information; 2. University 
e IIment; 3. Brief applicant biography; 4. Letters of 

commendation; 5. University certification of 
xceptional financial need. This information is 

collected yearly during each application cycle from 
November through February. 

Disposition: TEMPORARY. Cut off file at the end of 
each fiscal year. Retire to the FRC 1 year after 
cutoff. Destroy 3 years after cutoff or when no longer 
needed for reference, whichever is longer. 

c. Outputs 

12 

GRS 20
 
Items 4,5,6, 7, 

12, and 16 

N/A
 

NI-443-91-1
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At the end of eaeh applieation eyele, applieation 
information is eolleeted and used by the UGSP 
Seienhfie Review Committee to determine eligibility 
and qualifieation of appheants. 

Disposition: TEMPORARY. 

a. Partieipant Case Files Cutoff file at the end of the 
fiseal year in whieh eut off oeeurs and plaee in 
inaetive file. Transfer to Federal Reeords Center 1 
year after eutoff Destroy 6 years after eut off. 

vital component of our nation' 
health professionals to care in clinical, pediatric, 
health disparities, or con eptive and infertility 
research. In exchange a two-year commitment to 
a research career, N will repay up to $35,000 per 
year of qualified e cational debt, in addition to 
Federal and stat xes that result from these benefits. 
The NIH LRP ebsite and Electronic Application 
System pro . e a web-based interface for individuals 
to obtain i ormation about participating in the NIH 
loan reg ment programs. The website also provides 
an ele onic application system that allows 
app . ants to login to a secure website and provide all 
re ired documents. Applicants can also view the 

tus of all forms they have submitted, as well as the 
tatus of forms submitted on their behalf by their 

supervisors, recommenders, and institutional officials. 

a. Inputs 
1. Applieation data are initially gathered from 
applieants and their eolleagues (reeommenders, 
researeh supervisors and organizational eontaets) via 
OMB approved forms NIH 2674 1 through 19. 
Additional loan data are input from faxes submitted 
by the applieants (promissory notes and loan 
statements) ineluding loan balanees, loan type and 
interest rates. 

Draft SF 115 Content 

(NIH 2300-537-
4)
 

GRS20
 
Items 2a4 and
 

2c
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2. The Division of Loan Repayment (DLR) also 
receives monthly data feeds from AES and the 
Department of Education and twice monthly data 
feeds from Sallie Mae. These data provide a 12 month 
payment history. Only data relevant to the benefits 
calculation is input to the systems. 

b. Master File 
The information captured and stored in the DLR 
systems relates to the applicant/participant. These 
data include SSN, contact information, educational 
background, RNO data (voluntary), personal 
statement. funding sources. research activities. 
recommendations (with r.ecommender conta 
information). training and mentormg plan 
of research environment. mentor's biogr 
sketch, and loan information (lender. n servicer, 
loan type, balance. interest rate, st , etc). All data 
collected is approved by OMB. plication data are 
captured annually between Se mber 1 and January 
9. Application data are mig ed annually to a 
Participant Servicing syst . The Participant 
Servicing data includes th collected data and 
system generated dat Collected data includes the 
participant contact i ormation, supervisor name and 
email, loan data. ment verification data. and 
service verifica n data. System generated data 
includes cont information (status, start date, end 
date. partie] nt obligation). payment data, and audit 
trails. 

Disp TEMPORARY. Cut off after the 
app ant/participant file becomes inactive. Destroy 6 
y s after cutoff or when no longer needed for 

erence, whichever is longer. 

c. Outputs 
1. The online application system outputs include a N1-443-91-1 
POI' of the online application that is available to the (NIH 2300-237-
applicant and also the NIH ICs and their reviewers. 4) 
/\. form 398 is created and sent daily to CSR during 
the application cycle so that each application can be 
input into IMPACII and assigned to and institute or 
center. The application POI' is passed to IMPACII 
and uploaded on that system also. Various actions in 
the systems trigger emails to the applicants, 

14
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participants, and their colleagues. The frequency of 
the email varies based on the type. for example, 
research supervisors are sent quarterly emails to 
complete service verifications and supplementation 
reminders if the form is not completed within a week. 
The a'Nard email is only generated once when the Ie 
makes a funding decision. DLR also creates file 
folders for applicants and participants and tracks them 
using Infolinx. 

Disposition: TEMPORARY. 

15
 

N 1-443-00-2
 
(NIH 2300-537-

1)
 

N1-443-91-1
 
(NIH 2300-537-

3)
 

GRS20
 
Items 4,5,6, 7,
 

12, and 16
 




