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Attachment to SFl}), Department of Health and Human Services (HHS) Request for 
Records Disposition Authonty for HHS Office of the Secretary Website 

Item 1 Department of Health and Human Services (HHS) Internet Site - Public Website 
(\V,,vw hhs gO\) 

The Department of Health and Human Services (HHS) public website provides 
mformation to the public and agency chents about the agency and ItS services Th 
website mcludes web versions of/links to 

•	 General information about the Department 
•	 General mformation about the Secretary of the Department (agenc ead) 
•	 News and reports of current events (press releases, conferences, ectal events) 
•	 Job openmgs 
•	 Applying for grants and funding 
•	 General health mformation for the public, including dise
 

and health care guidehnes
 
•	 HHS regulations, pohcies, guidance, and strategic p ns 
•	 Recommendations for pubhc readiness and emer ncy preparedness 
•	 Agency services and projects 
•	 Agency annual financial report, budget, and iformance report 
•	 HHS staff, regional office locations, and 0 amzation directones 

For tOpICSof current interest/importance, sue as the flu, healthcare reform, and grants, 
the HHS public website provides direct lm to up-to-date mformation on these tOpICS 

Disposmon TEMPORARY Delete wl n superseded or obsolete 

Item 2 Department of Health and uman Services (HHS) Intranet SIte 

The Department of Health and uman Services (HHS) Intranet website, HHS@Work, 
provides web versions of mf anon to agency staff The website includes web versions 
of/links to 

•	 Human Resource enefits and Employee lnformation 

•	 Trammg 
•	 Health and Q. upational Safety 

•	 "About H 

• 
• es and Programs 
•	 Web ontent and Development 
•	 FI cial Management 
• ildmgs/Facihties and Secunty 

dmimstranve Services
 
News, Announcements and Events
 
FAQ's
 

tsposiuon TEMPORARY Delete when superseded or obsolete 



Attachment to SF 11.J, Department of Health and Human Serv «.es (HHS) Request for
 
Records DISposItIOn Authority for HHS Office of the Secretary Website
 

Item 3 Web content snapshot
 
Snapshot of agency public website and Intranet website taken before significant changes
 
are Implemented (I e change of adrmmstratron, website redesign)
 

DIspoSItIOn. TEMPORARY Cut off penodically. Delete/Destroy one year after,F toff or
 
when no longer needed, whichever IS later ~
 

Item 4 Web Management and Operations Records
 

Web pohcies and procedures
 
Records reflecting the policies and procedures established to e~su oversight of the
 
agency web content (Internet and Intranet) This includes pohci outhrung the process
 
by WhIChmaterials are added, changed, and lor deleted fro;! e websites
 

Disposition TEMPORARY Cut off at the end of the caleffdar year when superseded or
 
obsolete Destroy/delete one year after cutoff rY
 

Item 5 Website design records f.'
 
Records produced m the process of developing d updatmg design and implementation
 
of pages on the agency websites ontemezan htranet), including design records and
 
templates ,
 

, 
IV

Disposinon TEMPORARY Cut off at1 he end of the calendar year when superseded or 
obsolete Destroy/delete one year aftefcutoff 

Item 6 Software records I 
Records about the products used'in the creation and maintenance of the agency websites 
(Internet and Intranet) These ~cords include identification of product versions and 
licenses. 

Disposmon Cut off at the end of the calendar year when product IS 
replaced Destroy/de, te two years after cutoff. 

Item 7 Records r Iatmg to system usage 
Electroruc tiles nd hard copy pnntouts created to monitor system usage, mcluding, but 
not lirruted to og m files, password files Audit trail files. system usage files and cost 
back files u 

1

d to assess charges for system use. 

n TEMPORARY. Delete/destroy when no longer needed (GRS 20, Item Ic) 

Iten . Records relating to system performance testmg 
EI troruc files or records created solely to test system performance, as well as hard copy 

, ntouts and related documentation for the electronic files/records 

DISPOSItIon TEMPORARY Delete/destroy when the agency determines they are no 
longer needed (GRS 20, Item la) 

2 



Attachment to SFIl.J. Department of Health and Human Services (HHS) Request for 
Records Disposition Authonty for HHS Office of the Secretary Website / 

Item 9 Backup tapes 
Backup tapes maintamed for potential system restoration m the event of a system fat ure 
or other unmtentional loss of data /7 

,/ 

:? 
Disposmon TEMPORARY	 /97 

( I) Delete/destroy	 incremental backup tapes when superseded by a fulkbackup, or 
when no longer needed for system restoration, whichever IS lateJ;ij' 

(2) Delete/destroy	 full backup tapes when second subsequent bacl(iip IS venfied as 
successful or when no longer needed for system restoration!~hlchever IS later 
(GRS 24. Item 4a) /;/ 
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