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Attachment 

Financial Management Service-wide 

This schedule provides for the disposition of electronic information system project files, 
training program files and marketing program files that are maintained in various offices 
of the Financial Management Service (FMS). The files document systems that were 
under development and never implemented, systems that were implemented and are now 
obsolete, or superseded systems. The electronic information system training and 
marketing program files cover current systems as well. EXCLUDED from this schedule 
are the recordkeeping copies of any system documentation needed to use, search, read, 
comprehend, etc. data that has been archived from obsolete or superseded systems and 
that requires continued preservation. The disposition authority applicable to the archived 
data also controls the disposition of the system documentation records related to that 
archived data. Also EXCLUDED from this schedule are electronic information system 
training and marketing program records that are created and maintained for training 
administered by the Assistant Commissioner, Treasury Agency Services, which are 
scheduled separately. 

1. Terminated. Obsolete or Superseded Electronic Information System Project Files. 
Case files established for each FMS electronic information system project documenting 
the management of each project through its various stages: concept development, 
requirements gathering, procurement, implementation, and system testing. The files 
consist ofcopies of proposed project plans and other planning documents; rough drafts; 
notes; copies of procurement documents kept for reference during the project; 
communications with contractors; agendas and minutes of meetings; briefing papers; any 
written project deliverables as specified by the project; system documentation, including 
user guides; change control records; contract management records; equipment 
specifications; acquisition schedules; close-out records; and, any related documentation. 
Records may be in hard copy and/or electronic format. Included are records on systems 
such as ORBIT, CLEO, CASHMAN, GOALS I, System 90, IGOTS, MIDAS, Year 2000 
(Y2K) testing and report records, and any information systems that may be terminated, 
made obsolete or superseded in the future. 

Disposition: 

Cut off file when the project is terminated. Delete/destroy when no longer needed 
for administrative, audit, legal or other operational purposes or 7 years after 
cutoff, whichever is later. 

2. Electronic Information System Training and Marketing Program Records. These 
consist of files maintained by FMS personnel for planning, preparing, writing, arranging 
and conducting FMS electronic information systems training programs for FMS and non­
FMS employees, including other Federal agency personnel. The records include working 
files generated during the training development phase; training workgroup meeting notes; 
correspondence; training participation surveys and rosters; the recordkeeping copy of 
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instructional materials, manuals and training aids, as well as copies prepared for 
distribution to course participants; evaluations; and, related documentation. The records 
may be in hard copy and/or electronic fonnat. 

Disposition: 

Cut off files after the course or materials are superseded or obsolete. 
Delete/destroy when no longer needed for administrative, audit, legal or other 
operational purposes, or 5 years after cutoff, whichever is later. 

3. Electronic Mail and Word Processing System Copies. Electronic copies of records 
that are created on electronic mail and word processing systems and used solely to 
generate a recordkeeping copy of the records covered by item number I in this schedule. 
Also includes electronic copies of records created on electronic mail and word processing 
systems that are maintained for updating, revision, or dissemination. 

Disposition: 

a. Copies that have no further administrative value after the recordkeeping copy 
is made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or network 
drives, and copies on shared network drives that are used only to produce the 
recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

b. Copies used for dissemination, revision, or updating that are maintained in 
addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 



Enclosure 

Crossover for the Records Schedule 
For 

Tenninated, Obsolete or Superseded Electronic Information System Project Files and 
Electronic Information System Training and Marketing Program Records 

Current Disposition Authority Proposed Disposition Authority 
Nl-425-91-1, Item 76, System/Program 
Development and Implementation 

Item 1, Terminated, Obsolete or 
Superseded Electronic Information System 
Project Files. 

Nl-425-91-1, Item 461, Survey and Project 
Study Files 

Item I, Terminated, Obsolete or 
Superseded Electronic Information System 
Project Files. 




