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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK
(See Instructions on reverse) JOB NO
TO GENERAL SERVICES ADMINISTRATION, NC1-269-82-1
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED
1 FROM (AGENCY OR ESTABLISHMENT) September 17, 1981

General Services Administration
NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION
In accordance with the provistons of 44 U S C 3303a the disposal re

quest, including amendments, is approved except for items that may
be stamped “dispasal not approved  or “‘withdrawn’ In columrJ

3 MINOR SUBDIVISION
Office of Data Systems

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT WITHDRAWN

Ray Hershber ger 566-0673 Dure Archuvst of the Hated States

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records
that the records proposed for disposal in this Request of page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified

[l A Request for iImmediate disposal.

B Request for disposal after a specified period of time or request for permanent

retention.
C DATE D SIGNATUR OF GENCY REPR%\TI’E E TITLE
3?47/%7 W1111am w Hieber Chief, Records Management Branch
a— .
7 8 DESCRIPTION OF ITEM .
ITEM NO (With Inclusive Dates or Retention Periods) SARRECR | AcTION TAKEN

pendix 27-F, Machine Readable Records Prograﬂn NN170-561
Rewords WITHDRAWN

Enclosed are proposed descriptions, and
disposit™Non schedules as Appendix 27-F to the
HB, GSA Ragords Maintenance and Disposition
System (OAD 1820.2).

0% s

115-107 STANDARD FORM 115
Revised April, 1975
Prescribed by General Services
Administration
FPMR (41 CFR) 101-11 4
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his appendix provides instructions and standards applicable to machine-readable
records and the related documentation required to service them. Machine-
readable records require processing and decoding for conversion to human-
readaple information and are usually stored on media which make them easy to
modifyyand update. This contributes to the mistaken notion that these records
rary or nonrecord material, especially as opposed to their hard copy
informatipnal equivalents. Federal statutes and regulations define Federal
records as\the products of Government business and specifically include all
media on which they may be recorded. When information exists in both machine-
readable and ‘hard copy forms, including computer output microform (COM), various
factors determine of which medium should be retained for archival purposes.
Among these aredthe relative cost of storage and preservation, the relative con-
venience of reference, and the facility with which most hard copy forms may be
regenerated from mgchine-readable records (a process which is costly to
reverse). 3

Data on media other t':n computer magnetic tape (such as punch cards, paper
tape, disc packs, or drums) may be scheduled by this appendix, but in most cases
shall be converted to mé:petic tape before transfer to NARS.

Machine-readable records dx,fer from records on other media in four ways:

1. The machine-readable 6a-ia on which they are most often recorded are
erasable and reusable, thus being more cost effective than more permanent media;

2. The magnetic media of most machine-readable records are not designed to
be permanent storage media for records, Therefore, the fragility of most infor-
mation in machine-readable form requires that these records be brought under
control as early as possible in their life cycle. Ideally, this control should
be exercised when a system is created beforRe it has generated records. If this
is done, disposition standards can be written on the medium as an integral part
of the internal file label., Such timely scheduling leads to identification of
files of archival value and can ensure that they are stored under the best con-
ditions as soon as the agency no longer needs them:

3. Since machine-readable records may be updated or revised easily and the
media reused, their life cycle is briefer and more complex than that of other
records. While the master file stage is most often the orm in which machine-
readable records should be subject to archival appraisal, “gometimes other
versions should be retained because their informational conbent is more complete
than related master files or especially relevant to agency pojicy, decision, or
special reports; and .

4, Because machine-readable records must be subjected to both\mechanical
and electronic processing and decoding to be converted to human-readgble infor-
mation, the records revealing these processes (documentation) shall b® scheduled
with the machine-readable records. \

Appendix 27-F. Machine-Readable Records Program



. OAD P "18207,2" CHGE S — .

difficult to produce a subject-oriented general schedule for machine-
records that is similar to the other standards on the basis of the
1 kinds of Records or files that are common to most ADP systems. The records are

. ation. Figure 27-F-1 includes those records required for con-
'verting human-readable information to encoded data and vice versa. These are an

-and maintain specif

‘organized series oﬁ\ngcriptive documents required to initiate, develop, operate,
i

+tion is linked to the disposition of the related machine-readable files.

i 2. Processing files. \Figure 27-F-2 includes those machine-readable files,
cexcept the master files, thaf compose the life cycle of most computerized
‘records. Processing files——fkhom work files and raw data input files to publica-
ftion files and security backup iles——are employed to create and use a master
;file for the sake of clarity and
iterm retention. Those for which disposal is not authorized are treated so
}because they may contain more complet{e information than the related master file
'or be especially relevant to agency pdlicy, decisions, or special reports. The
’proper scheduling of processing files cap increase the availability of space on
:machine-readable media and reduce agency“:xpendltures for stocks of magnetic

| N\
i 3. Master files, Figure 27-F-3 includes \he disposition standards for
‘machine-readable records (master files). These\files are categorized herein
.only partly on the basis of subject content. Other important considerations

pecause. they generally do not qualify for long-

applications of ADP systems. The disposition of documenta-

‘regardlng disposition are the format of the data file and the manner in which it : .

]

l15 updated., These variables influence the scope of ‘the informational value of a
file and the frequency with which its machine-readablﬁgoutput should be subject
,to archival appraisal.

1It should be emphasized that machine-readable records whicﬁwdo not fit cate-
1gories listed in this appendix are not thus automatically authorized for dis-
'posal. Disposition of these records shall be authorized by submitting to the
National Archives and Records Service on a completed SF 115, Request for Records
D1position Authority, through the Records Management Branch (HRAR?\\\\

. The decision table format is used in this appendix because: (1) It réduces
'requirements for explanatory footnotes and (2) assists the user in undeRgtanding

:the many categories and subcategories of records involved.
I

‘Contact the Records Management Branch for assistance in requesting dispositi
lauthorlty.

S _ .. . Appendix 27-F
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7F1. Manpower and payroll statistical system (MAPS). This system includes
doeuments created since 1967 and continue to the present. It is a tape-oriented
that maintains current employee data records for preparing personnel
report3 and processing payroll computations and reports. The system contains a
distribution of employees by city, State, and county code and is
sorted by spcial security number. MAPS monitors each employees record for
possible pe> onnel action and prepares personnel reports; computes the applic-
able earnings’ di deductions for each employee under the jurisdication of the
MAPS processinghcenter; and processes U.S. savings bonds accounting and wnmmmm
issuance, and annual, sick, absence without leave (AWOL), leave without pay
(LWOP), court, and‘military leave accounting.

a. Personne;\é?aining and actions history file containing all
training datahand personnel actions affecting staff or
budget. Cut o annually, hold 5 years, and retire to
FRC. Destroy wh 15 years old.

b. Active and separated YGSA employees. Cut off annually,
destroy when 5 years o

27F2 - 27F4., Reserved.

27F5. Repair and Alteration and Construetion Automated Tracking System

(RACATS). Documents created by this system include the consolidation and ﬁhHNMWN
enhancement of the existing status reporting, resource management, and repair

and alteration computer oriented system originating since 1967 and continuing to

the present. It tracks and documents all PBS éontract repair and alteration work

that is active, suspended, canceled or history;wincluding all contract data,

contract alterations and financial payments, and ‘gommitments.

a. Contract file containing contract data and amounts, including when
the bid invitation was issued, the date the contract awarded, the completion
date, and contractor identification information, includiyg whether or not the
contractor is a member of a minority group. AN

Cut off annually, destroy when 15 years old.
b. Contract change file consisting of contract changes bxyyalue amount.
Cut off annually, destroy when 15 years old.

SmHoRAwN

c. Project file that tracks progress on all projects, includin?gglloca-‘

tion arranged by scheduled project control number.
Cut off annually, destroy when 15 years old.
d. Construction service fund project file that tracks the progress of
PBS projects in terms of staffhours expended by projects, manpower costs by
projects, and design and supervision amounts allocated by project.
Cut off annually, destroy when 15 years old.
Appendix 27-F
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e. Prospectus file that tracks the progress of a prospectus from
authorization to completion. File is arranged by prospectus number; and data
include the type of activity, geographic region, building type, county/
city coda, various report dates relating to the prospectus, and the square foot-

age withim the structure. WITHDRAWN
Cut off annually, destroy when 15 years old.
f. Secorndary keys file established to maintain linkages between all
RACATS files. WITHDRAWN
Cut off “annually, destroy when 15 years old.
g. Work item Kile tracks the progress made on individual work items
associated with repair“and alteration projects. This file is sorted by building
number and work item n er. and includes authorization and cost data. WTHDRAWN

Cut off annualf§\ destroy on demolition of the building or
on completion of uilding sale, trade, or donation pro-
ceedings to the newyowner,

27F6 - 27F9, Reserved.

2TF10. GSA employee training history. Machine-readable documents created in

this basic training authorization recQrd are developed from information on the

GSA Form 2134, Training Authorization d Record. Their arrangement is by

service, staff office, division project qxd facility, and region. Other ele-

ments include financial information, such“as tuition, travel and per diem pay- WITHDRAWN
ments, and identifying information concernfhg recipients of this training

including grade, name, sex, and social securxk

NS
Cut off annually, destroy when 5 years ol

27F11 - 2TF14. Reserved. *\\
Reserved .

27F15. GSA quality management information system. Tﬂ%\ system includes docu-

ments accumulated to record a cumulative history of all gompleted quality

control projects. This system provides a method by which“the Quality Control

Division can analyze the weekly work schedule for each quality control repre- WITHDRAWN
sentative; provide weekly and monthly staffhours, line 1tems.\dollar value of ’

work accomplished by the quality control representatives and in@pectors~ a

weekly check of current contracts, and monthly staffhours, and cqgtract cost

evaluations for each completed contract.

\

R

a. Weekly planning schedule: Retain 1 weekly cycle and
destroy. \%\

b. Monthly work accomplishment: Cut off monthly, hold 2
years, and retire to FRC. Destroy when 7 years old.

27F16 = 27F19. Reserved.
Appendix 27-F
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T7F20. GSA locator sampling system. The locator sampling system establishes

and maintains a permanent locator address directory for all distribution facili-
tieqé:nd provides a method of random sampling on a variable number of locations
for each facility. This information is updated monthly and includes bulk loca-
tion.‘hgrial number, date sampled, and facility.

b

Yy —"
ﬁégmanent. Transfer to NARS (NNR) when no longer needed. WITHDRAWN

N
2TF21 - 27F24, Reserved.

27F25. GSA tréngportation inquiry and payment system. This system which
originated in 193 and continues to the present, it identifies and qualifies a
wide scope of GSA \transportation information ranging from rate alternatives to
carrier identificatign to claim and payment systems,

X, WITHDRAWR
a. GSA city/ZIP name master file used to control and reference city ZIP

codes and arranged by SEQSe, country, city, and county ZIP code.
Retain 5 cyc1;§\€nd destroy.
"\
ieat dass oSrouD LIty made saster file coniaining transportation stabis- gy
Retain 5 cycles and dé%&roy.
Y
c. Parcel post tonnage and EEst file consisting of transportation

statistical data by accumulative weighé\?y carrier, arranged by region, WITHDRAWN
facility, route stop, and carrier. \\%

Retain 5 cycles and destroy. X

d. Parcel post rate table containing %(ansportation statistical data
covering facilities by rate and by zone arranged\gi\region. facility, and rate

table master. WITHDRAWN

Retain 5 cycles and destroy. *&

3

e. Parcel post zone table file used to cross reference origin with
parcel post designation ZIP zones, arranged by origin anﬁ\destination ZIP code yyprawn
zones. \
‘\

Retain 5 cycles and destroy. \x

AN

N
f. Vendor stop payment master file. This system is uéég to stop pay-
ment on a vendor at the discretion of Transportation and Finance*de is arranged WITHDRAWN
by vendor number.

Retain 5 cyecles and destroy.

Appendix 27-F
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; g. Carrier/vendor code master file consisting of all carrier/vendor
code \records arranged by carrier and vendor; used to determine vendor code when
\code is present.

%
\\ Retain 5 cycles and destroy.

! h.\\Vendor address master file consisting of all vendor addresses
' arranged by vendor number.
AW
Reﬁain 5 cycles and destroy.
\\‘
: i. Nonfil'e rate master file consisting of data used to define store and
"determine shipping rgtes, and arranged by region facility.

Retain 5 éxfles and destroy.

Jj. Claim maste;\{ile maintained by claim number to control claims
collections and arranged by vendor/claims number.

f
t
l
f Retain 10 cycles‘%and destroy.
I
1

k. Carrier bill master: "ile. This data is used to record all carrier/
: Government Bill of Lading (GBL) ntmbers paid by GSA arranged by vendor/carrier
)blll number,

i
t X
{ Retain 10 cycles and destriyy.

: 1. Inventory history master filg used to record all GBL transactions
ipaid within 90 calendar days and all nonpaid GBL's arranged by document number.

E Retain 10 cycles and destroy.

! \

,2TF26. Transportation Accounts Receivable and Payable System (TARPS). The
.system documents and controls debits and credits\resulting from transportation
‘claims by and against the U.S. Government. \\\\

WITHDRAWN

mnHDRNNN

l

wnH EAwm

i

IwnHDRNNN

a. Transportation carrier corporate and bif\ing name and address master

If11e containing names and addressee's statistical and%control data relative to
1claims made by the carrier, monies owed the U.S. Gover ment by the carrier,
irefunds by the carrier, and settlement of claims by the\ggs.

i . \\

Retain two cycles and destroy. \\\
5 b. Receivables master file consisting of the auditedybill number,
.amount owed the U.S. Government, dates of action, and the carriyer(s) involved.

Retain until reconciled then transfer to reconciled

. Appendix 27-F
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- c¢. Reconciled receivables master file consisting of receivables settled
thro _h refund, collection, or forgiveness action, WITHORAWN

% Retain for a period required to satisfy legal require-
% ments concerning potential claims and/or legal actions
\{nitiated by the carrier(s).

d. Claims master file containing information relative to claims against
the U.S. Goverﬁhgnt by carriers concerning additional charges for transportation WITHDRAWN
services not previously billed, over collections, and monies refunded in excess
of the amount owed’

\,
Retain uhtil settled then transfer to the reconciled
claims mastpr file,
e. Reconciled cl ims master file contains claims against the U,S. WITHDRAW:
Government that have been Settled either by refund, partial refund, or refused
as the result of further au ‘{.

Retain for a period\required to satisfy statutes concern-
ing additional clai and/or legal actions initiated by
the carrier(s). \

f. Suspense master file congisting of refund data relative to notices W
of overcharge for specific bills of lading/transportation requests produced by WITHDRR
the system where action is incomplete .\
Retain until monies can be éﬁplied to specific receiv-
ables then transfer to reconciled suspense master file.

3

g. Reconciled suspense master file thaining refund data where action
has been completed causing reconciliation of sSpecific receivables (monies owed
the U.S., Government), X\

WITHDRAWN

claims are retained.

h. Disbursing office name and address files usged to direct requests for

X WITHDRAWN
collection action depending on the transportation carriek(s) involved.

Retain two cycles and destroy.

2TF27 - 27F29. Reserved.

27F30. GSA communication management information system. This system is a
national teleprocessing service system designed for the Automated\Data and
Telecommunications Service consisting of equipment connecting circtiits used for
data facsimile and message (telegraph) communications to provide comgynication
managers of Federal agencies with information necessary to design andimanage
their data communication systems.

WITHDRAWN

Appendix 27-F
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: . a. C/MIS table master., This perpetually updated file contains record
tables\§uch as user tables or location records, used to determine system

;security\gr to determine location code for user agencies. Arranged in ascending

' sequence. “Data elements include table and common carrier codes, monthly service  wiTHORAWN
costs, termination rate, mileage rate, usage rate, and purchase price or monthly

N,

rental. N,

Retain for the life of the system, then destroy. ;
\.
. b. Addresg\master file used to retrieve address data for locating
,various pieces of cdm§unication equipment inventoried through C/MIS arranged by WiTHD
'location code. “

l

RAWN

Retain for tﬁg life of the system then destroy. i
{
¢. Location master\file containing address information by location

code, error flags, and operating activity label. WITHDRAWN

Retain for the life 6{ the system, then destroy. f

Ay ' v
!

d. System ID master file ﬁsed to record all valid system ID's which are

'
i
|
i
H
l
!
5
t
i
|
!
{
I
|
i
i
1
1
1
I
\
f
i
i
|
|

‘matched against incoming data arranged by system ID, including organization 'wnnnmww
codes. . , 3
»\‘ 1[ :';
Retain for the life of the sy§§jm, then destroy. } %
. L3
e. Circuit ID master file containing all valid circuit ID's for circuit @
records in C/MIS; arranged by circuit ID, orga izational code, and system ID. { WITHDRAWN
e i -
Retain for the life of the system, tﬁg&\destroy. ; b
~ P
f. Data base master system created as a recqrd which lists all communi- jwnﬁﬁhwﬂ
‘cation related equipment used by Federal agencies. 1s file contains equipment -
ltype details on approval and installation of equlpmentx privacy data, and
'system mission code. §
i Retain for the life of the system, then destroy :
I
| g. Error master file created to record all error codé\ used by C/MIS . QUTHDRAWN
greport generator. \ g
i i
i Retain for the life of the system, then destroy. ‘
{ :
! '
:27F31 - 27F34, Reserved. !
,2TF35. ADP management information system., This system is designed to\use the
‘communication network and teleprocessing capabilities of Federal agency\pr a WITHDRAWN

icommerclal teleprocessing services vendor through the multiple-award schggule ‘
contracts method of the teleprocessing services program. The system consists of
‘the appropriate terminal equipment in the management information system di
:sion, ADTS, for accomplishing three principal operations, input, output, ang

.0+ i~-Appendix 27-F
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ent used by the Federal Government a timely inquiry capability against the

n tingl inventory file; sharing data base for the regional sharing coordina-
tors; timely nationwide inquiry capability against the sharing data base; and
system input from and output to the terminals located in Federal agencies. This
system a1§%\provides data for the annual ADPE inventory and summary of Federal
ADP activitiss.

E:E;:fmation retrieval. The system provides a national inventory of all equip-

a. ADP, report master file consisting of a complete inventory of all -
Government-owned, and ~leased ADP equipment with data elements essentially WITHDRAWN
identical to those in the agency master file. This file is used for servicing
historical inquires‘\

(1) Monékggd report: Cut off monthly, destroy when 10
years ald.

(2) Yearend report: Cut off annually, destroy when 20
years old.

b. ISAM table master fﬁke edits all daily input against user tables ,
arranged by agency, State, city, and table number, WITHDRAWN

Destroy when 90 days old

c. Agency master file system prqifdes a complete inventory of all
Government-owned and -leased ADP equipmen Data elements include Federal frHORAWN
agency, ADP unit number, record code, geographic codes, activity contractor,
manufacturer/supplier, machine type and model%, acquisition dates, purchase price
and dates, and rental and maintenance charges.

(1) Monthend report: Cut off monthly%, destroy when 10
years old,

(2) Yearend report: Cut off annually, dt?% oy when 20
years old.

d. ADP unit master file containing a complete inven
Government-owned and -leased ADP equipment; used for servicin‘ypistorical WITHDRAWN
inquiries. Included are detailed breakdown of Central ProcessiQ§ Unit (CPU)
ownership: leasing and maintenance costs of CPU's; and similar information on
Punch Card Accounting Machines (PCAM's). '

(1) Monthend report: Cut off monthly, destroy when 10 3
years old.

(2) Yearend report: Cut off annually, destroy when 20
years old.

e. ADP master report file containing a complete inventory of all
Government-owned and -leased ADP equipment. The file is used for servicing WITHDRAWN
historical inquiries. Data elements include Federal agency, ADP unit number,

Appendix 27-F
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frecoz;d code, geographic codes, activity contractor, manufacturer/supplier,
machihg type and model, acquisition dates, purchase price and dates and rental
and maintenance charges.
! \
X,

\\“(1) Monthend report: Cut off monthly, destroy when 10

N years old.

WITHORAWN

(25‘ Yearend report: Cut off annually, destroy when 20
‘ years old.
i \
i f. ADP master system file, containing a complete inventory of all
‘Government—owned -1eased equipment; used for servicing historical inquiries.
Data includes an ana1y31s of ownership and leasing of CPU's under the Govern- ﬁﬁhbmm“
ment GSA, and contractors, and a breakdown of utilization hours for CPU's, ’

(1) Monthend rgport* Cut off monthly, destroy when 10 .
years old. \% ' o

i

r

!

i &

; (2) Yearend report?%\Cut off annually, destroy when 20
|

years old. AN z

\\\.\

2TF36 - 27F39. Reserved. X @
1

N

‘27Fu0. Papers of the Continental CongrgSs. This system provides a repository

for collecting descriptions of various ConQ;nental Congress documents used to -

produce an indexed publication describing these data. Elements include a

rep031tory identifier, record identifier, re§b<g\tag. and textual field. ““HD
N

I

N
% Permanent. Transfer to NARS (NNR). \
i

27F41 - 27F44, Reserved.

L hradoon b D STVER PR R

tis

27FH5. Spindex data management system. National Archives and Records Service,
Office of the Executive Director, exercises overall aut-orlty for Spindex which
is a generalized data base management system (software package) Archival cus-
tody of individual files dependent upon this software re51q$s with each respec-
tive project office. (See separate listings for NHPRC Gu1de\ Papers of the ﬁMmmmwn
Continental Congress, Microfilm Catalogue Linatron, and Germég\faptured War '

A\

‘Records )
|

I £

Permanent. Transfer to NARS (NNR).
27F46 - 27F49. Reserved.

i 3
27F50. NARS registery system Military and Civilian Personnel Files.'

cumulative file system created in 1964, and continuing to the present?} gives the
location of paper files (military/civilian) in the National Personnel Records

e

WITHDRAWN

employees. The files are arranged alphabetically and numerically by namey date

o -~ > ~Appendix 27-F
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-~
oF\pirth. social security/service number, service code (military), and record
code. (eivilian).
N
\\?ermanent. Transfer latest version annually to NARS (NNR). QMHmmw"

N,

\
27F51 - 27F54. Reserved.

27F55. Automated system for the control of FRC records (NARS-5). This system
was initiated on a trial basis in 1974 at the St. Louis Center to accommodate
any and all Federal records centers, All FRC's will operate under this system,
which was de31gned to docunent and control the retirement, processing, and
servicing of records in the custody of Federal records centers pending their
accessioning into the National Archives or disposition in a legally prescribed
fashion. GSA Form 7019. FRC Holdings Control Input, is used to provide all
information needed in the accessioning, servicing, and disposition of records in
the centers. Data elements include the ID, accession number, various location
and retention codes, series descriptions, and volume. Other reports are gen-
erated, including detailed 1istings of a center's record holdings, sorted by
record group and accessions number, location, and disposal date.

Permanent. Transfer lateBt version annually to NARS (NNR).
AN
N
AN
\\
27F60. Space information system. This system is an extract of the NARS-5
system, and is designed to monitor avallabLe empty space in Federal records

centers nationwide. On the basis of the beginning and ending location numbers
of individual accessions, its output prov1des\a management tool for daily opera-

WITHDRAWN
27F56 - 27F59. Reserved.

tions as well as long-term planning. \\
N\
Retain current version when updated. N\\ WITHDRAWN
27F61 - 27F64. Reserved. \\\

27TF65. Statistical summary for Federal records centemé, This statistical
reporting system details the day-~-to-day services perform d by a Federal records
center, Reports are submitted monthly and the information is used for budget
and planning purposes., Data includes accessions, dlsposal transfers, and
holdings (cubic feet): services performed; reimbursable reprbductlons, opera-
tions, total nondays expended, and overtime used.

AN
N,
Retain current version when updated. ‘\\
N
27F66 - 2TF69. Reserved. N\

27F70. Microfilm catalog file. This file, which is processed by the“Spindex
system, has listed the availability of microfilm holding within NARS srnee 1971.
The National Archives Microfilm Publication is produced by the NARS Trus Fund
and is available to the public. ’

Retain current version when updated. WiTHDRAWY

Appendix 27-F
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\*81F71 - 2TFT4. Reserved.
¥

AN
:27F7§¥\vNational Historical Publications and Records Commission (NHPRC) Guide
‘Project.w. This system is to be processed by Spindex III. The Guide is being
developed\%qg will create a centralized data file of public archival holdings in
;the U.S. Datéxglements. including repository identification, various control
‘numbers and chéhqgters, and descriptive information on each holding.

~.

Permanent. Tngpsfer latest version annually to NARS (NNR). . WITHDRAWN
-«1\\ , ‘
'2TF76 - 2TF79. Reserved. ™ i

2
S
Ry

127F80. German Captured War Reé%hgs. This system contains two descriptions of
'files of Captured German War Records, (1920-1945), created to produce indexed !
‘publications for public use, ElemenﬁE&anlude a repository and record identi-
}fier. a record tag, and textual field. "Filg (1), "Guides to German Records
iMicrofilmed at Alexandria, Virginia," is:a‘BeQ}es of finding aids to National
jArchives microfilm regarding seized records of\GQE@an central, regional, and
|local government agencies and military commands aﬁa\ggits, as well as of the |
;Nazi Party, its formations, affiliated associations, ahd%gupervised organiza-
;tions, File (2) is a series of special 1lists describing the microfilmed records
,of war crimes trials before U.S. Military Tribunals from 194 *tg§3949. at ‘
\Nuremburg, Germany, subsequent to the International Military Tribunal. i

Permanent. Transfer record copy to NARS (NNR).

]
Ot i draeafy

1
l
H
|
i
1
P
:
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Fule File function Y.
No. designation Consisting of Which are Then /
)
1 Data systems documents containing defini- for a disapproved proposed dispose of 1 year after figa/l’
specifications tions of the system including system action. ¥
functional requirements, data i -~
requirements, system/subsystem /’/ L-
specifications requests for /
the system, and authorizing #
directives rd v
/l-:;—;/ '
2 for an approved system dispose”of 1 year after <
for which all related digcé“ﬁtinuance of the system. \
magnetic data files are Va 2
authorized for disposal r 3
3 for an approved system// retain with related data file, Y
for which any relatedys =
magnetic data file 1 =
not authorized for” dis- 3
posal S
s —
1] System test docu- descriptive material for an approved system dispose of 1 year after completion’
mentation including test plans of testing. o
and test analysis »
reports .
5 for a disapproved pro- dispose of when no longer needed. -
posed system
6 -File specifications definitions of the® for a system for which dispose of with related data file.

logical and phys-{:al
characteristied of each
record, elg;zé‘ht or item
of data ipFthe file,
includ}'pg names and tags
or lahels; relative
posj.’-tion. form, format
(a_,nd size of data elements
/} record layout); speci-
fications of all codes
used; cross-reference
code manual; security
and privacy restrictions;

all related magnetic
data files are authorized
for disposal

Figure 27-F-1.
(Part 1 of 3)
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Rule File function
No. designation Consisting of Which Then /,//
Y
and validity character- P
istics; update and access %
conditions; recording P
medium and volume /
T for a system for which retain with related data file,
any related magnetic 7
data file 1s not author- 7
ized for disposal i
A
8 User guides information which suffic- handbooks, guides to retain with data systems
iently describes the data availability, and s8pecifications.
functions of the system procedures for querying .
in non-ADP terminology files i
so that users can deter- ‘¢//
mine its applicability /
and when and how to use P
it; serves for the prep- /47/
aration of input data P
and the interpretation W
of results 7
9 Output specifica- detailed descriptions of “1istings of each type of retain with related data file.
tions products of the system output by title and tag,
that are to be used out- format specifications,
side the computer cent selection criteria, vol-
ume and frequency, media,
graphic displays and
symbols, securlity, and
privacy conditions and
disposition of output
10 Reports printed”final reports for systems which require retain one copy with related file

cogbéqhing the statisti-
tabulation and an
~4nalysis of the findings
of a study or survey, in-
cluding a narrative
description of methodology
employed

retention of related data

specifications.

Figure 27-F-1. Disposition standard
(Part 2 of 3)
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Rule File function
No. designation Consisting of Which are Then ,
P
11 Information retrie- series of machine instruc- general-purpose programs dispose of when no longer needed.
val routine tions designed to retrieve P4
information from specific J,’
data systems s
&£
12 special-purpose programs retain with related data file.
for data files for which e
disposal is authorized A;é"
P
13 special-purpose programs retg;n’with related data file,

for data files for which
disposal 1is not authorized

o
Ve

o

Figure 27-F-1.
(Part 3 of 3)
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files created by another

receiving agency

Rule File function
No. designation Consisting of Which are Then /ﬁﬁﬂéﬂ‘

1 Work temporary machine-readable new media or media not available for immediate use or
media used by console included in a library reuse, «f& )
operators or tape handlers control system, or files o
to aid general computer whose retention dates »/y
runs, such as sorts and have expired /ﬂ”
merges J@f/

prd

2 Test data machine-readable media routine or benchmark dispose of.when no longer needed.

used in testing a system data sets constructed or ‘”Jy
used for the purpose of e
testing P
vl

3 Initial data machine-readable media used for updating and & dispose of after third cycle.
containing data abstracted required to support 4¢9
from source documents or reconstruction of masgér
other media and entered file ///
into the system for the z
first time through an
update cycle ///

4 not g€quired to support dispose of after raw data are
retonstruction of master satisfactorily processed into
file and/or used as final or reduced data.

¢l input for a one-time
study, survey, or
experiment

5 officially designated to dispose of in accordance with
replace or serve as the instructions applicable to the
basic source data instead hard copy or other files
of the hard copy or other documenting the same process,
input source document transaction, or case.

6 Initial data not used as input to a user submits a request for records
master file or processed disposition authority to HRAR.
into analyzed or reduced
data and not required to
reconstruct a master file

7 machine-readable media not a record of the dispose of as reference material.

Figure 27-F-2.
(Part 1 of 4)

Disposition standards
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Rule File function
No. designation Consisting of Which are Then 4///’/’
8 punched cards or paper electric accounting dispose of in accordance wit
tape created after machine output instructions applicabl:ﬁ&g%fﬁ‘7
January 1, 1970, contain- hard copy or other fi%/ documenting
ing data abstracted from the same process, tr nsaction. or :
source documents and used case ﬁf///a -
for conversion to magnetic //' .
media or processing on fff/
electric accounting machine S ,
equipment ' :
i v
9 retained by ADP opera- dispose of when no longer needed. -
tional elements as back- rd :
up to magnetic media /%7/ E
pa
10 converted to magnetimf dispose of after verification of
media ff data on related magnetic media. -
1 punched cards that contain source docyménts dispose of in accordance with N
original entry data with < instructions applicable to the
film or written inserts 7 hard copy or other files
4 documenting the same process,
/ffﬂf/ transaction, or case. N
|
12 Intermediate data machine-readable media ’//¢¢%’ used in an updated system dispose of after subsequent data
input/output containing output within files that contain detail data have
or from one run to a - been created and proven satisfactory.
sequent run that manipu-
lates, sorts, an 7or moves
data through thé€ system,
includes chedkpoint edit,
correctionq reject iist
unmatched data eliminating
errorg rerun files, ete,
13 used in a one~time study dispose of after master file has
//4¢ or survey proven satisfactory.
//
14 Valid transaction machine-readable media updates of items liquidated } dispose of after third update cycle.
containing items used from current status files
//////// with an input master file
for creation of an output
;54;1 master file
#
e

<~

Figure 27-F-2.
(Part 2 of 4)
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I Rule File function ~
’ No. designation Consisting of Which are Then ya
re
15 valid transaction after dispose of after third cycle
cumulative final master e
file is prepared and e
determined to be success- .
! full and there is no
necessity for statistical
analysis
16 used in additional user submits a request for records
analysis disposition authority to HRAR.
17 Information machine-readable media a cumulative index to Ve dispose of after third update cycle.
retrieval system containing data created scientific and technical”
master reference by the merging of prior publications, and ,f’
master file with valid bibliographic and other
. transaction data to create nonrecord material’
‘ a new master file o
§- 18 an index to record user submits request for records
p e materig}fsuch as corre- disposition authority to HRAR.
© spongpnce legal hearings,
f pa;éhts. and trademarks,
i /aﬁd record copy of
:‘ ///,; - publications
! 19 P = an "audit trall" of a dispose of as provided for related
E L file not disposable under master data file.
! o this schedule
| i
i 20 Publication machine-reag;ﬁie media reproduced and dis- (a) Offer to NARS for possible
; containiggéﬁource output seminated as a publication retention when active agency use
: data eg;?hcted from the or used for producing ceases; (b) if the offer is not
; sysggm’(without destroy- a printed publication accepted, the records may be
: {gg*source file) destroyed immediately.
t s
1 Ve
7
; 21 Print (,7 used for producing (a) Offer to NARS for possible
3 /;7/ required printouts of retention when agency use ceases;
??}/ tabulations, ledgers, (b) if the offer is not accepted,
P table registers, and the records may be destroyed
2 reports immediately,

Figure 27-F-2.
(Part 3 of 4)
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Rule File function
No. designation Consisting of Which are Then /y/y“
22 Security backup machine-readable media updated dispose of third update cyg;éf J
that is identical in 7 .

format to master file
and retained as security
in case master file is
damaged or inadvertently
erased

23

i

/,,/

Lo

gt

a one-time study or
survey

dispg;é of as provided for relate

master file.

7

-9

e (TUTE) CHTI8NET DRI ] b

- .

L Ve

Figure 27-F-2.
(Part 4 of W)

Disposition standards for machine-readable records

NMYyaHLIm

Processing Files)

4

<

Y
A

—
[

LGN

1
v

)

Ci

A ot 26 fa e funcp.o ueyy,

AN

dDHD 2°0Z8T 4 Qvo

&7 JOuldb v e

I

3



0t

Fule File function /
No. designation Conslisting of Which are Then .
d
1 Housekeeping system machine-readable media not required for GAO site dispose of in adtordance w%;h“
master file containing data for such audit instructions applicable ;o’the
Yhousekeeping systems" hard copy or other fi;es
as fiscal accountability, documenting the same -process,
supply management, and transaction, or/gase.
payroll administration e
administration ,//
?/'//
4/;,
2 required for GAO site dispose of in accordance with
audit guidelines provided in ch. 16.
3 Statistical master machine-readable media observations; such as -~ user submits a request for records
file containing data created data used to generatgnx’ disposition authority to HRAR.
by the merging of prior economic 1ndicator;{
master file valid trans- social indicator;ﬁ and
action data to create data on characteristics
a new master file use, and gﬁpérship of
natural résources
»f&
) Summary file machine-readable media substantially unpublished user submits a request for records
containing aggregates ,46?'contain data in disposition authority to HRAR.
of individual observations 1 greater detail than
from valid transaction or, published versions
master data flles 7
Z
5 Re-formated file machine-readabi;gae a created for the specific dispose of*as provided for related
containing essentially purpose of information master data file,
duplicate datd from the interchange
Taster filg”but which
3 crea for use with
other caomputer hardware
/(/o
6 ///f of specific application dispose of when determination is
P for agency computer hard- made that such format is
4¢57/ ware systems unnecessary,
7 Samples, subsggiples, | machine-readable media disclosure free or useful

and speciiéﬁﬁiudies

7

b

rd
%

containing data selected
from a larger census or
survey file

in statistical analysis or

policy formulation models
and simulation

user submits a request for records
disposition authority to HRAR.

Figure 27-F-3.
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