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Retention Schedule for Content and Administrative Records of the FMCS 
Website 

These disposition instructions apply to all the described records regardless of 
physical media, except as noted. 

WEB 1100 

WEB 1101 

FMCS public website (www.fmcs gov.). 
This website is how the Agency presents its miss10n and 
services to the public and clients. 

RETENTION 

(a) Web content: a "snapshot" of the official 
FMCS public website that captures the "look 
and feel" of the site, including a full site map 
and working links to all additional pages or 
postings. 

Temporary. Capture a site snapshot at the end of 
each calendar year. Destroy or delete snapshots 3 
years after capture. 

(b) Web content including pages or lmks 
containing agency issuances and information 
such as links to fillable forms, reports of news 
items or mission-related accomplishments, 
reports or postings by the FMCS Director or 
other management personnel, and similar 
information. 

Temporary. Delete from the FMCS recordkeeping 
system when 3 years old. 

FMCS website management and support records. 
Webmaster, content manager and IT support records 
mcluding content lists, posting logs, technical reference 
documents, and other records dealing 

~ 
with site 

' 

management, content management, maintenance, and 
support. 

Temporary. Destroy or delete from the FMCS 
recordkeeping system when 2 years old or when related 
web content records are destroyed, whichever is earlier. 

1 

www.fmcs


WEB 1200 

WEB 1201 

Official FMCS Intranet website. 
The FMCS Intranet home page for employees and others 
granted access to the Agency Intranet. 

RETENTION 

(a) Web content: a "snapshot" of the official 
FMCS Intranet website that captures the "look 
and feel" of the site, including a full site map 
and working links to all additional pages or 
postings. 

Temporary. Capture an Intranet snapshot at the 
end of each calendar year. Destroy or delete from 
the FMCS recordkeeping system 7 years after 
capture. 

(b) Intranet content, includmg posted directives, 
issuances, forms, reports, statistics, and other 
records dealing with the administration and 
support of internal Agency affairs and similar 
files posted for the information or use of 
FMCS staff and others with access to the 
Intranet site. 

Temporary. Destroy or delete from the FMCS 
recordkeepmg system when 7 years old. 

Official FMCS Intranet website management and support 
records. 
Webmaster, content manager and IT support records 
including content hsts, postmg logs, technical reference 
documents, and other records dealing with site 
management, maintenance, and support. 

Temporary. Destroy or delete from the FMCS 
recordkeeping system when 7 years old. 
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