REQUEST FOR RECORDS DISPOSITION AUTHORITY

JOB NUMBER

NI-443-05-¢

To NATIONAL ARCHIVES & RECORDS ADMINISTRATION
8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001

Date received ? /o)/s/ /O

1 FROM (Agency or establishment)
Department of Health and Human Services

NOTIFICATION TO AGEN

2 MAJOR SUBDIVISION
National Institutes of Health (NIH)

In accordance with the provisions gf® U S C 3303a, the
disposition request, including gg@fidments, 1s approved
except for items that may L&marked “disposition not

3 MINOR SUBDIVISION approved” or “withdrawn” in g&gfmn 10
OD/OM/OMA/DMS
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE NUMBER DATE XAPNV/IST OF THE UNITED STATES
Nyja DeFrank 301-496-2463 '

> /iofin R THDRAWN

6 AGENCY CERTIFICATION

I hereby certify that | am authorized to act for this agency in matters pertaining §
page(s) are not needed péy"

records proposed for disposal on the attached 15

be needed after the retention periods specified, and that written concurrence

e disposition of its records and that the
for the business for this agency or will not
4m the General Accounting Office, under the

provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies,

X 1s not required [ 1s attached, or

X has been requested

DATE SIGNATURE OF AGENCY REPRESENTATIVE 3 TITLE
09/23/2009 wonne K Wilson ‘l\ X 4 HHS Records Officer
7 ITEMNO 8 DESCRIPTION OF |TEM(\N\QFR0POSED FOSITION SUPERSEDED JOB 10 ACTION TAKEN
2y CITATION (NARA USE ONLY)
Approval 1s needed for the followd® listed electronic None
systems under NIH Manual Chgl#fer 1743 — Keeping (New Schedule)

and Destroying Records (NIL4
Schedule), Section 2300 Pef

See attached schedulg
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NIH Records Management Program
Draft SF 115 Content

Personnel Electronic Systems

NIH CC Medical Staff Credentialing Processes
(SACRED)

Information 1s collected from individual members of
the Clinical Center Medical Staff and 1s used to
document their credentialing and privileging under
authority of Section 301 of the Public Health Service

Act
a—Inputs ¥1-443-93-1
Informationis-abstracted-and-entered-by-ndrvidual [H 2300-293-
members-of the-Climeal Center Credentiahng Staff 4a)
4 g -"-=.-='= RHoFrmg ;.-
402(b) of the Publie Loatth SeffceAct (42 1S
!i 'e: p -=‘ ' - : —' -"* H
;'= :"2-‘ =" are-(NHH-1-6

b_Master File

SACRED stores information on individuals who have
been approved as members of the medical staff at the
Warren G. Magnuson Clinical Center Medical staff
name, date of birth, home address and telephone
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number, office address and telephone number,
citizenship, visa information, appointment date,
hospital-wide computer access privileges,
Institute/Center designation, branch/lab, type of
medical staff membership, privilege delineation,
professional degree(s) including school of attendance
and graduation dates, foreign medical examinations,
specialty board certifications, licensing information
(including state of licensure and license number).
record of disciplinary actions, documentation of
training, and admitting privileges.

Disposition TEMPORARY Delete inacg®e
information 1n the database when no lgger needed

€-Outputs GRS 20
Outputs-consist-of-textual notifiditiontettersto Items 4, 5,6, 7,
medieal-staff-a as-perrofffereviewsforthe 12,and 16
statistieal reportig i

-\AJ"'.)!_A [2 !- ete—1g

a = han no-longsar naadead
cawie v o100 = vaw e

NIH OD/ORSFSA ATLAS
The syste onitors and tracks NIH Sponsored
foreign scfhtist immigration information

DAl comesfrom-the onr-NHI-forms—829-1.-829 NC1-90-77-2
20 58297590, Data-s-also-provided-persona [tem 58a
torergn-seien ~e-g-changesin-bro-information; (NIH 2300-320-
d orted s hee Q a-to-update 6)
2 Datats-downleaded fromthe Department-of GRS 20
Hemeland Seeurtty-via-SEVIS(Studentand Item 2c
Exchange Visttor InformationSystern)

b Master File

Includes all data required by Department of
Homeland Security and the Department of State as 1t
regards the sponsorship of foreign scientists
(1immugration related)
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Disposition: TEMPORARY Cut off after fiscal year
in which related activity 1s completed. Destroy 6
years after cutoff or when no longer needed for
reference, whichever 1s longer

e-Outputs PNC1-90-77-2
Data1s-used-to-produce letters-and-documentsfor Item 58a
HEraHOR pUrposes; reports-for-use b and-egdfer (NIH 2300-320-
offictal-entities-asrequested- 6)

Dispe 9 EMPORARY-D .:f'v.l o

purposes-

NIH NIGMS Pharmacology Regfarch Associate
Tracking System (PRAT)

The PRAT system 1s a webgfased system that was
developed to collect and gintain information on
PRAT participants In gfrticular, this system enables
PRAT administratorsgp track alumni's career
progress, and subsegifently, use the collected
information to reg@ft to NIH, the Government
Accountability @ffice (GAO) and Congress

a_Inputs N/A
None

b _Masygr File
The BAT system contains data of applicants,
preg@ptors, and Fellow/Alumni of the program

sposition TEMPORARY Cut off annually
Destroy 5 years after cutoff or when no longer needed
for reference, whichever 1s longer

e—Outputs GRS 20
The PRAT System-generates Appheant, Feow,and Items 4, 5, 6, 7,
Preceptorreports-contanng nameaddressphone; 12, and 16
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2300-991-4 NIH OD NIH Integrated Training System II (NIHITS
1
The NIH Integrated Training System, version 2
(NIHITS II) 1s a Web-based training nomination
system used at the National Institutes of Health
(NIH) NIHITS II allows for the creation, approval,
and tracking of employee training nominations It
also provides a short summary of an employee's
training history

a Inputs
None

b Master File
NIHITS collects training data for inggfnal and/or

external training nominations for f€deral Employees
and some Non-Federal employg#f The account data

Disposition: TEMRPRARY Cut off annually
Destroy S years agfr cutoff or when no longer needed
for reference, wifichever 1s longer

¢ Outputs
None

2300-991-5 NIH B} CareerTrac
eglf ['rac 1s a global trainee tracking and evaluation
sygffm for the Fogarty International Center (FIC) at
E'NIH The goal of this system 1s to create a
Aromplete trainee roster for all FIC research training
programs and to monitor outputs, outcomes and
impacts of FIC trainees

a_Inputs N/A
None

b. Master File

The main aim of this system 1s to track, evaluate and
report short and long-term outputs, outcomes and
impacts of international and US trainees involved 1n
health research training programs
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Disposition TEMPORARY Cut off annually
Destroy S years after cutoff or when no longer needed
for reference, whichever 1s longer

e~Outputs GRS 20

The system-generates-output-m3-formats—1)-Execel Items 4, 547, 7,
Deownload,(2) PDE Reportsrand-3)-Query—ThePls 12, :l...._n‘fa"‘ 16

NIH NHGRI Trainee Tracking Datg#ase

The system supports the overall gg#fining nussion of
the intramural program througlgthe monitoring and
tracking of trainees at all leygfS The database
enables the ITO (Intramurg ['raining Office) to create
and manage records for g trainees. A record of each
trainee contains name glegree, gender, race,
employment status, gffpartment and mentor and is
maintained to capiffe aggregate demographic
information, to tgfck the progress of indrvidual
trainees, and tgffhanage follow-up surveys, annual
reviews, and gKit interviews critical for the evaluation
of the traingfe program The information 1n the
database gfgregated across the data set, presents a
snapshqfof the size and demographics of the trainees

each y#ar

a—ffu GRS 1
D cuments-are-submitted-that-con ofannua Item 18b
Sviews; branch-position-title- EOD-(Enter-on-Duty);
name,-CV-{resume),genderrace/ethimettyfor

b Master File
The following information is collected within this
database for diversity and evaluation purposes



2300-991-7

NIH Records Management Program
Draft SF 115 Content

annual reviews, branch, position title, Enter on Duty
date, name, CV or resume, gender, race/ethnicity

Disposition  TEMPORARY Cut off annually
Destroy 5 years after cutoff or when no longer needed
for reference, whichever 1s longer

e-Outputs #RS 20

Ad-hoereports-are-created-ustng-the folowing data i¢Ms 4, 5,6, 7,
fields—Annualreviews:branch-—positiontitle; EOB 4 12,and 16
Dt5posHie MPORAR a hgfdcen

purposes:

NIH NIAID Intramural NIAID Regg€arch
Opportunities Program (INRO

INRO introduces students to g¥earch and training
opportunities in NIAID's Dgfision of Intramural
Research and the VaccingfResearch Center To
support this endeavor, TAID created the INRO
application INRO pgg¥ides an on-line application
process for studentgfnterested 1n the INRO Program,
and enables reviggfers to view these applications and
assign ratings g select students for participation It
serves as a regburce for INRO program
administragfs

a Inpu N/A
None

bgMaster File

e master file includes detailed student application
information used by reviewers to evaluate the
qualifications of the applicants and determine their
suitability for selection to the INRO program.
Students enter this information into a public facing
Web page after establishing an account using their
email address as the ID and the Password of their
choice Also included are reference recommendations
and reviewer comments

Disposition TEMPORARY Cut off annually
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Destroy 5 years after cutoff or when no longer needed
for reference, whichever 1s longer

eOutputs GRS 20
Reviewerassignmenthsts;reminderematisto Items 4, 5,6, 7,
applicants—emails-toreferencesrequesting 12,and 16

Database (JRTA) .
The NIDCR training database 15 used to h#ise an
accurate account of trainees that have L#n at NIDCR
including their educational backgroyg. training
history and personal information s "system” is
essentially a stand-alone MS dag#base used by the
Intramural Training Coordingg

a_Inputs N/A
None
b Master File
ir training are housed 1n these files
GRS 20
Items 4, 5, 6, 7,
12, and 16
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purpeses:

2300-991-9 NIH OD OIR Graduate Partnerships Program
Application, Tracking, Registration, and Evaluation
Database
The system 1s designed to identify prospective
students for dissertation research (application),
monitor the progress toward degree of current
students (tracking), register investigators looking for
trainees, register trainees for workshops/activities,
and evaluate applicants for admission consideratiopf

a_Inputs N/A

None

b Master File
Applications by prospective studentgfontain the
typical graduate school applicatiogy
including letters of recommendggfon and transcripts
Application materials are heldfictive for one year
then archived at the close offfhe admission cycle
unless the student matricglites Students
matriculating have theiglffecord transferred to the
Tracking section of tif database where the staff can
monitor progress tgffards degree Investigator
registrations conigfn details about the research being
performed withgf the laboratory and contact
information 1s information 1s posted online and

sbmit assessments of the students through the online
Pvstem The results of the assessments will determine
if a student 1s 1nvited to interview for admission

Disposition TEMPORARY Cut off annually.
Destroy 5 years after cutoff or when no longer needed
for reference, whichever 1s longer

eOutputs GRS 20
ARTIE is-designed-to-allow-the GPP to-generate Items 4, 5, 6, 7,
reperts-on-the-majerpopulations-usme-the software 12,and 16
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NIH OD OSE SciMentorNet (SMN)
SciMentorNet 1s an on-line e-mentoring program that g
extends existing efforts of a partnership with, the NIK¥
Office of Behavioral and Social Science Researcgy#
(OBSSR) and the NIH Office of Science Edug#
(OSE) SciMentorNet ultimately aims to ligife-
mentors with U S high school students, gffnimum
age 16, and college students, who are y#ferested 1n
behavioral and social science, biomgffical science.
dental, and healthcare careers Thgfugh this e-
mentoring program, student “pggfeges” are linked via
e-mail with their e-mentors w0 provide them with
relevant career informatiopgbuidance and support E-

N/A

Pplication consists of three databases
e first database, available to the general public,
P vides information documentation which lets users
ow what the mentor program 1s, who can join,
orienting information, the two Conditions of Service
documents, and the mechanics of the program There
1s no customer data stored in the database If users
decide to participate 1n the mentor program as a
mentor or as a student requesting a mentor, they are
linked to a secure server

- The second 1s a secure database, where prospective
participant applications are completed, submitted, and
stored Students will be able to view mentor's name,
professional affiliation, home 1nstitution (name only),
and a statement of professional activities during the
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registration (mentor selection process)
- The third database provides a SciMentorNet email
database were communications between mentors and
student from personal email will be routed Mail
from a student will be deposited in 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,
searching for mail, and when a document 1s found,
the agent will count the activity. strip the document of
identifying return address information, and forward
the email to the intended recipient (based on the
unique IDs controlling this specific mentor-studeg
pair) The document will be deleted from the g
database after the forward action occurs

Disposittion TEMPORARY Cut off a
Destroy 5 years after cutoff or when
for reference, whichever 1s longer

c. Outputs N/A

None

ning Opportunities System

NIH OD Research and

(RTO) ,
The Office of Intrap@al Training & Education

W variety of programs and

@ and develop individuals who
Jearch training activities on the NIH's
Bethesda, Maryland, as well as other

around the country These activities

¥ H Research and Training Opportunities (RTO)
site, http.//www training nih gov, which

cludes applications and related forms for a range of
intramural research training programs The
application system includes a back-end database that
functions as a centralized repository of information
regarding program apphicants Collection of the
information 1n this system 1s 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 information 1s to
evaluate applicants' qualifications 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. 4

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

e Otuprets y 4 GRS 20
he em-produ both-ad-hoc-andgannedreports: Items 4, 5,6, 7,
' 12, and 16
Dispesitio EMPORARY-Delfte e
purpeses:

NIH ORS CPR Trainigg Registration System

The Occupational M#dical Service, Division of
Occupational Heah and Safety, CPR Training
System is used gfmanage registration for CPR classes
and maintainsgecords of participant completion.

a. Inputs N/A
None.

b. Mg#ter File

Thigfsystem retains information on NIH employees
wH0 request or are required to attend CPR training;
ficy 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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e-Outputs GRS 20
System-outputs-consists-of quarterhy—werlkload Items 4, 5,6, 7,
statistiesindicating the-number-of elasses-held—the 12, and 16

NIH OD Undergraduate Scholarship Progra

UGSP
The NIH UGSP Web site and Electronicgpplication

System provides a Web-based interfa

requirements and conditions for icipating in the
NIH Undergraduate Scholarshj
The Web site also provides gffelectronic application
system with the ability to nload and print

application forms.

a. Inputs N/A

None.

tion data. Applicants must be US
ermanent residents. Recruitment is

de and we recerve applicants from all over
try. Applicant data collected include the

ing: 1. Contact information; 2. University
liment; 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.

€-Outputs N1-443-91-1

12
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¥t the end of each application-eyeler application
*S"f.g”"aﬁ“eg" ‘s.eeue;md and used]b’-’ the U SSI.} il

D b
iy,
D

) O
a N Q a Q Hta a%
“ygon 1 » A% > vane’ i

NIH OD Loan Repayment Programed mlerly OLRS)

The NIH Loan Repayment Progidms (LRPs) are a
vital component of our nation'gftforts to attract
health professionals to caregf in clinical, pediatric,
health disparities, or contgfiteptive and infertility
research. In exchange #§f a two-year commitment to
a research career, NIPwill repay up to $35,000 per
year of qualified egffcational debt, in addition to
Federal and statgffaxes that result from these benefits.
The NIH LRPgWebsite and Electronic Application
System proyfde a web-based interface for individuals
to obtain formation about participating in the NIH
loan repgfFment programs. The website also provides
an elegffonic application system that allows
applgfants to login to a secure website and provide all
regllired documents. Applicants can also view the
otus of all forms they have submitted, as well as the
tatus of forms submitted on their behalf by their

supervisors, recommenders, and institutional officials.

" Aenlicationd ol pathered 6

13
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(NIH 2300-537-
4)

GRS 20
Items 2a4 and
2c
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b. Master File

The information captured and stored in the DLR
systems relates to the applicant/participant. These v
data include SSN, contact information, educational 4
background, RNO data (voluntary), personal 4
statement, funding sources, research activities, 4
recommendations (with recommender contacy
information), training and mentoring plang@scription
of research environment, mentor's biographical
sketch, and loan information (lender, J@an servicer,
loan type, balance, interest rate, stagffS, etc). All data
collected is approved by OMB. plication data are
captured annually between Sepfémber 1 and January
9. Application data are miggdfed annually to a
Participant Servicing systeffi. The Participant
Servicing data includes Joth collected data and
system generated datag4fCollected data includes the
participant contact j#formation, supervisor name and
email, loan data, gifyment verification data, and
service verificagon data. System generated data

’t information (status, start date, end

4——Ihe—enhﬂe—appheaﬂen—sys{en+empms-me¥ade—a. N1-443-91-1
PD¥ of the-online-application-thatis-available-to-the (NIH 2300-237-
apphicant-and-also-the NHH-1Cs-and-theirreviewers: 4)

14
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a-Participant Case Files—Ct oot theend-of thef  N1-443-00-2
AP riocein
inactive e anstfe Caders d an :1:\1 1)

(NIH 2300-537-

: N1-443-91-1
(NIH 2300-537-
3)
GRS 20
Items 4,5,6,7,
12,and 16





