
Request for Records Disposition Authority Leave Blank (NARA Use Only) 
(See lnstructions on reverse) Job Number 

To National Archives and Records Administration (NIR) IN1-556-11-1 
Washington, DC 20408 

1 From (Agency or establishmenl) Date Received I 3/17/2011 

Presidio Trust 
Notification to Agency 

2 Major SubdIVIsion 
tn accordance with the provisions of 44 USC 
3303a, the crsoosmon request. Including 

amendments. is approved except for Items that 3 Minor SubdiVISion 
may be marked "disposition not approved" or 
'\'~thdrawn" in colurnn 10 

4 Name of Person \'lIth "hom to confer 5 Telephone (Include area code) 

Barbara Janis 415-561-53431 
6 Agency Certification 

I hereby certify that I am autnonzec to act for thrs agency In matters pertaining to the drspositron of ItS records and that the records proposed 

for disposal on the attached __ 4_ pagels) are not now needed for the business of tlus agency or Will not be needed after the retention 

periods spectfied, and that written concurrence from the General Accountmg Office, under the provrsions of Title 8 of the GAO Manual for 
GUidance of Federal AgenCies 

[g] IS not required o IS attached 0has been requested 

s,g~at~ e of Agency Representative T,ue Date (mmldd/yyyy) 
/ / 

_ UJl~.:-..._- I Library and Records Manager I 03/17/2011~_<-Vi'u';::.> 

711em .-' - ~/ 9 GRS or 10 Action taken(. ---' 8 Descnptlon of Item and Proposed Drspositlon Superseded JobNumber (NARA Use Only) Citatron 

Schedule 5 Inforrnallon and Public Image Management Records 

Thrs schedule includes 

1 Management of Presidio Trust data and mforrnatron resources, and (JRs P; I I~ 
2 Public Image management, which rncludes development of graphic standards 2.'"'1 ((5. Spc: (;if,'-e4. In 
used to portray a consistent Image of The Presidio Trust ill publications, ~ t\.A;f-tlLn ed C...C~SW~'"
websites, signs, and uniforms 
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Draft Presidio Trust Records Retention Schedule 5
 

Status: Pending Date: March 2011
 

This schedule covers all records regardless of media (media neutral), mcludmg web content 

INFORMATION AND PUBLIC IMAGE MANAGEMENT RECORDS 

Description 

Function: This category Includes 

1	 Management of Presidro Trust data and mformation resources, and 

2	 Public Image management, which includes development of grapluc standards used to portray a 

consistent Image of The Presidio Trust 111 publications, websites, signs, and Uniforms. 

Activities Related to Information Management Include Indexing, storage, and retrieval of Information 

technology systems, databases, enterprise architecture, capital planrung, etc Also covers records 

management and related records 

o Records Related to Information Management include, but are not limited to' 

o Adrmrustratrve records, mcludrng paid advertismg and Federal Register announcements 

o Correspondence 

o Electronic records management 

o Forms management 

o Freedom of lnformatron Act (FOIA) records 

o Hardware maintenance files 

o Help desk requests 

o Library adrrurnstratron flies 

o Mall management 

o Network adrrurustratron files 

o Pohcresand Procedures records 

o Prrvacy Act-related Iecords 

o Records management documents for scheduhng, stoi age, and transfer of records 

o Reports
 

e Software licenses
 

o System planning records 

Presrdro Trust I Barbara Janis, Records Manager, March 2011 



Activities Related to Public Image Management Include developmg standards that help portray 

a consistent image In publications, uniforms, websites, signs and all other outreach products 

Also Includes media relations, pubhc outreach, briefings, speeches, and related activities. 

o	 Records Related to Public Image Management Include, but are not limited to: 

0 Announcements and flyers 

0 Media COl respondence 

0 Media Press kits 

0 Newsletters (external and Internal) 

0 Posters 

0 Press Ieleases 

0 Public notices 

o	 Publications: annual reports, water quality reports, project updates 

e	 Recordings and interviews of radio and televrsion appearances by Presidio Trust
 

representatives
 

o	 Standards for signs, uniforms and related Items 

o	 Standards on use of Presidio Trust logos 

o	 Style guidehnes 

o Vendor services for media 

Retention Plan 

Permanent Records Cnteria
 

Records that document an activity which meets one or more of the followmg cntena are Permanent:
 

o	 Comrnurucanon of the Presidio Trust rmssron, the drssernmatron of Presidro Trust mformanon, 
and the conveyance of Presidio Trust positions and statements 

o	 Documentation of computer systems 111 any category that contain permanent records 

o	 "First of a kind" activity or establishes precedents 

o	 Policy and procedures for directmg Information and Public Image Management 

Presidio Trust I Barbara Jams, Records Manager, March 2011 



IT£M
 

o Subject of widespread media attention or Congressional scrutinv 

A.1 Permanent lnformatron & Public Image Management Policy Records: Records that help 

manage and set direction for system development and public image 

NOTE Documentation records of computer systems In any category that contam permanent 
records will be transferred with the system 

Current Volume' 1 cubic feet 
Annual Accumulation 1/16 cubic feet 
Date Span 1999-2010 

Estimated Date of First Accession June 2011 

Disposition Instructions: 

Cutoff: Close file at the end of each calendar year 

Transfer permanent special media and electronic records along with any fmdmg aids or 
descnptive information (including linkage to the ongmal file) and related documentation by 

calendar year to the National Archives when 3 years old. Digital records will be transferred In an 

acceptable format followmg standards applicable at the time 

Transfer all other permanent records to NARA 15 years after close 

2- A.2 Permanent Information & Public Image Management Mission Records: Records that 
document the cornmurucatron of the Presidio Trust rrussion, the drsserrunatron of Presidio Trust 
information, and the conveyance of Presidio Trust positions and statements 

Cun ent Volume 2 cubic feet 
Annual Accumulation 1/8 cubic feet 
Date Span 1999-2010 

Estimated Date of First Accession June 2011 

Disposition Instructions: 

Cutoff: Close file at the end of each calendar year 

Transfer permanent special media and electronic records along With any fmding aids or 
descnptrve mformatron (including linkage to the ongmal file) and related documentation by 

calendar year to the National Archives when 3 years old. Digital records will be transferred In an 

acceptable format following standards applicable at the time 

Transfer all other permanent records to NARA 15 years after close. 

Long-term Temporary Information and Public Image Management Records: Records that 
document system admnustration, records management, and public information functrons that 
do not meet the cntena listed above 

Presidro Trust I Barbara Jams, Records Manager, March 2011 



Disposition Instructions:
 

Cut off the file at the end of each calendar year Destroy/delete records 15 years after cutoff
 

Short-term Temporary Information and Public Image Management Records: Records
cIr~ 4 regardmg development of publications, and library activities that do not meet the cntena for 
permanent records listed above. Also includes Freedom of lnformation act and Privacy Act 
requests. 

Disposition Instructions: 

Cut off the file at the end of each calendar year Destroy/delete records 7 years after cutoff 

Routine Temporary Information and Public Image Management Records: Records deahng with 

help desk, hardware/software maintenance, rneetmg arrangements, requests for information, 
and all other routine, housekeeprng and supportrng documentation not addressed elsewhere In 

this category 

Disposition Instructions: 

Cut off the ftle at the end of each calendar year Destroy/delete records 3 years after cutoff 

Authorities: The Presidio Trust Act, Freedom of Information Act, Privacy Act 

Presidio Trust Approval Date: 

NARA Approval Date: 

Presidio Trust I Barbara Jams, Records Manager, March 2011 




