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f Function: Order Fulfillment Process (“Trust Fund side”) including OFAS.

1805 Order Fulfillment / OFAS and Related Records

Records documenting customer orders for products and services, and related reports and summaries for
admimnistration of the National Archives Trust Fund. Orders mclude those for researching and reproducing
records, publications of popular documents (e.g., Census microfilm), and merchandise. Records document
order entry, order fulfillment tracking, and payment. Includes orders placed at “point of sale” (walk-1n),

by phone, fax and mail, and those received via NARA’s web-based Order Online! system.

Item
No

File No , Description

Superseded
Job / item no

1.

1805-1 Order history file.

a.

a. Order history file migrated from the legacy electronic system (1998-2000)

Disposition: Delete immediately upon approval of this schedule.

N1-64-04-1,
1tem 2 and 3

b. Order history file — OFAS (starting in 2000) .

Disposition: Cut off annually. Delete when 3 years old.

N1-64-04-1,
1tem 2 and 3

1805-2 Order transaction files (regardless of source: Point of Sale entry,
mail or fax order, or from the online ordering system).

a. Unpaid BillMe orders and Unapproved credit card orders that remain
outstanding for more than 90 days. Disposition: Cut off at end of quarter.
Delete 3 years after cutoff.

N1-64-04-1,
item 2 and 3

b. Paid Orders (Paid BillMe orders and approved credit card orders) and all
other transaction records. Includes, but not limted to:

Customer Payments (Lockbox) - Customer Payment data, database, and text
files on the local network drive;

Point of Sale - Records of walk-in (cash and carry) transactions (includes orders
mailed to a regional office);

Transaction History (Receivables Management and Customers) Includes
transaction and distribution history, receivables distribution history, period
history and journal history;

General Ledger - Records of all posted (completed) transactions, and:

Sales Order Processing History

Disposition: Cut off at end of quarter. Delete 3 years after cutoff.

N1-64-04-1,
item 2 and 3

1805-3 Summaries and statistical reports derived from data on the system.
This information does not include individual 1dentification of customers.

Disposition: Cut off annually. Destroy when 3 years old or when no longer
needed.

N1-64-04-1,
1item 1




1805-4 System documentation (OFAS) Data, file, and output specifications

and user guides.
Dusposition: Cut off at end of year in which system documentation 1s superseded
or obsolete. Destroy/delete 2 years after cutoff.
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