REQUEST AUTHORITY

LEAVE BLANK

TO DISPOSE OF RECORDS

RECEIVED

(See Instructions on Reverse) AR A3972,

TO: GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408

JOB NO.

[ 17270 -

NOTIFICATION TO AGENCY

1. FROM {AGENCY OR ESTABLISHMENT)
National Archives & Records Service

2. MAJOR SUBDIVISION
Office of the National Archives

drawn'’ in column 10.

3. MINOR SUBDIVISION
Data Archives Branch (NNPD)

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT.
Gerald J. Rosernkrantz 13-21932

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

In accordance with the provisions af 44 U.S.C. 33030 the dis-
posal request, including omendments, 1s approved except far
ems thot may be stamped '‘disposal not approved’ or '‘with-

Archivist of the United States

I hereby cerify that | am autharized to act for this agency in matters pertatning to the disposal of the ogency's records, that the records proposed for disposal in this Request of
poge(s) are not now needed for the business of this agency or will not be needed after the retention periads specified

9/4525147,5;é7j:)\//€2L4 g Cnief, MED

3/10/72
(Date) (Signature of/Aﬁ(ncy Representative) (Tide)
9.
7. 8. DESCRIPTION OF ITEM 10,
ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR

JOB NO.  |ACTION TAKEN

Proposed General Records Schedule 20, describing proposed
disposition for machine-readable records, related
documentation required for their servicing, and files
related to the automatic data processing (ADP) procuremen
operations, and management functions.

Proposed schedule is submitted in accordance with the
authority contained in Lk U.S. Code, Section 3303,
paragraph d.

Attached xeroxed comments from the Central Intelligence
Agency, the Atomic Energy Commission, the General
Accounting Office, Bureau of the Census, and the Internal]
Revenue Service regarding proposed general schedule,
Formal final GAQ approval has been sought this date, and
will be forwarded when received.

Attached proposed general schedule in two copies consists
of forty pages.

STANDARD FORM 115

Revised November 1970

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4

115-105
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General Records Schedule, Automatic Data

Processing Records (Disposal Job No. 172-20)
General Schedule of Records authorizing the disposal, after the lapse of
specified periods of time, of records of a specified form or character
cormon to several or all agencies of the United States Government that
have accumulated and will accumulate in such agencies and that apparently
will not, after the lapse of the periods specified, have sufficient
administrative, legal, research, or other value to warrant their further
preservation by the United States Government. This General Schedule is

approved in accordance with Section 3303a, Title 44, U.S. Code.

Dat%&o‘-& 38,1572

Arghivist of the United States
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DATA SELECTION HANDBOOK
FCR
ARCHIVES ANALYSTS

Introduction

This handbook is a guide to the Data Archives Analysts for determining
the nature of data files (un magnetic tape) generated by Automatic
Data Processing Equipment (ADPE) . Many factors which influence the
selection of data files for retention on magnetic tape in the National

Archives are indicated and explained in this handbook,

General ADP System (ADPS)

1. Most ADPS's are operated in a sequential manner, whether they are
primarily transaction (one at a time), or batched record (more
than one at a time) systems. In addition to the controlling software,
and the operating software, there are master files (old and new),

maintenance files (updates to the master files), and reports.

1.1 Master files are new (updated), and old (sources for the new

or current) which are updated by data from the mazintenance files.

Transaction records from the maintenance are sometimes appended

to the old master record, to justify the update of the base record
in the master file. Retention of the old master records, the cld

master records with the appended transaction records, or only the

new (updated) master records, are the choices available for the

selection.



N

1.2 Maintenance files (transaction records for updating the master
files) may be retained as input files, as applied or unapplied
update files, or individually (record by record) as the appended

records to the master records to which they were applied.

1.3 Unapplied maintenance records (no update was performed) may
be put in an error file as output of the ADPS, with an error code
indicating why no update was made. Manual adjustment must follow

analysis.,

1.4 Obsolete, deleted, and incompatible master records, may be
output for review, analysis or archival storage. Depending on the
system, these may be outéut immediately (as ascertained), on a
cyclical basis, or on a scheduled cleanup (quarterly, annually or

other).

Within the ADPE there are three distinctly defined classes of

operation: input, output, and processing.

2.1 Input includes everything fed into the ADPE. Such files,
fecords or blocks of data, for control or operation by the ADPE,
may require manual or automatic preparation and verification
ﬂefore or after, but as they are read into the machine, they are

input.

2.2 OQutput includes everything produced by the ADPE, Master files,

reports, error files, summary information, run statistics, and



console typewriter messages are included in the class of Output,

whether manual or automatic handling follows, or not.

2.3 Processing by ADPE includes everything that happens to the

daté from the time it is input, until the time it is ready to be
output from the processor, In the procecssing, determinations are
made relative to the appiication of maintenance records in updating
master records, sorting and merging records for output as information
or reports, and selection of records or files for retention in active
or archival storage, whether on cards, disc, drum, tape or other
device. All above actions are under the control orf software, which
is the heart of an automated system.

Preparation of data for an ADPS may be simply the representation of
an event (or a condition) as rec;rded by an automatic sensor, or more
complex, as transcription by manual means, through several stages

or copying and translating until finally the data is recorded in
machine readable form. Through the manual preparation steps,
verification, validation, screening and editing must often be

included, and each is an opportunity to imtroduce errors as well

as to eliminate previous recording errors.
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GENERAL RECORDS SCHEDULE 20

Introduction

This schcdule covers machine readable records, related documentazion
required for their servicing, and files related to the Automatic data
processing (ADP) procurement, operations, and management functions.

The decision table format, rather than the columnar format, is used for
two reasons: 1) footnole requirements are grestly reduced with this
formal as compared to the columnar format of the first nineleen schedules;
and, ?) the nunher of times a given file of logical records has been
processed is often more important than the nsme assigned to itv. For
example, in an update system, the last crested version of an interim
master file becomes a final master file after the sponsor declares it
error frece., The only differencc between it and its predecessors is

the version nunber. There may be many versions of a given file created
during the course ol a processing cycle. Failure vo promptly refwrn
unneeded tapes to the inventory will lead {o excessive reguirewerts for
tape. For this reason, it is imperestive that the creator of machine
readuble records assign file revent : av the outssgt--~ithat i< to
sdJ—~at the time of the original systewm dezign effort.

The vrinciple machine readable and supportiung records common to more than
one agency have been divided into four categories. These clasces of records
correspond roughly to the typical organizational and functional struclure
found in mest ADP installations eand their perent orgsnizations.

Data Automation plamning and cperational records, (Part I), szre norm
those created during the 1life cycle of individusl computer inst=11
They deal with plenning for, managing, procuring, seleciing, uti
and accounting for the physical facility investment of the f ri
tion and supporiing =ctivities.

Documentation requL ed for servicing mechine readable recoxds, (Part II),
is defined as the organized series of degeriptive dccuments required to
initiate, develop, operate, and maintain specific applications of ADP
systems. These include project documentation, system specifications,
test dawa end procedures, file and user docurentaticn, and the various
installation vrocadures and standards used in daily operaticn:z

Frasable Media,ﬁ?art III), covers all devices which store machine readable
records in an erasable mode, AL present, only magnctlc media are commonly
used for such purposes. However, future technological developments may
provide the same characteristics (nonvolatility and easy reusability) now
found on mzgnetvic tape.
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Since magnetic records may be destroyed by overwriting, a varieby of
protective devices and technigues have been developed over the years
to preclude inadvertant erasure of records. The earliest technigque,
still in vse, consists of a mechanical interlock device known as a
"write protection ring," inserted or left out of a reel of tape. With
the later developument of computer manufecturer supplied “operating
systems,” an additional safeguard was inserted into the software. It
consists of writing file identification and expiration dates on a
label record at the beginning of each reel of tape. Other magnetic
media such as disks depend almost solely on such software devices.

Nonerasable Media, (Part IV), covers such media as punched cards and
paper tape. Most ADP installations use media other than magnetic for
a variety of roles and functions, but for the most part they are
temporary. However, punched cards are sometimes used as documents,
such as checks, savings bonds, and reguisition forms. In such cases,
the functional retention period, developed in other records schedules
will apnly.

Procedural Analysis of data processing systems (Part V) is a

guide for archivists, records ofi'icers, ard auditors in determining
secondary uses for data files, Unlike mpaper, computers create more
working copies, which should be erased promptly. But the secordarcy
value, such as furnishing data for audit trails and statistical
analysis must be rccognized when appralsing machine reszduble records.,
Many systems, in becoming more automated vpon procurement of newer
ADP equipment, drop certain manual contrels, Since many systems are
dynamic, they chienge due to corresponding charnges in legislaticn and
other factors, Thus, nonoperational programs may have to be kept for
site-audit records.,
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Covering documentation relating to objeciive
overall aspects of data automation data necd
systems and operatilonal suppo ~ting systems, inc

DRAT'T JULY
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DATA AULOMATION PROGRAM ¥

PYCORDS

- GINERAL EECORDS SCHEDULE NO. 20

ta Automation Plan

ing and Operaticnal R

cords

S)
S N

ludin

C
and sys

icepts, policies, and plans providing
tems design of management supporting

» equipment selection and statistics.

Pile Decignation

Consisting of

Which zre

Then

‘

?.”3] anning documents

{
i
!
i

master plan, feasibility studies |

with associated charts and
diasgrams, supporting data that
reflect on the characteristics

of

the data automsd

tien activity

graphic, narrative and
tabular informaticn
relating to the prescat
and/or planned ADP com-
position and requirements
of the data automation
activity

disposal not

L.,

autborized by this

schedule,

scnequle,

A0 QAT
ixfl A0

i
2
¢ 3 Program manzgement development of plans, policy, maintained at policy disposal not
| and proccdurcs governing the Getermination level authorized by thig |
: converslon o electrical schedule, ;
! machine operations and the .
g supervision, control,
. ccordinatlon, and opcration ’ |
— ! of The mecnanizatlion progrom
; agency requirements, specifications Iselection criteria Tor dispose 2 yeuars
VM ardware selection for hardware, softwarc, and support 3p rocurements in the after specific
capabilities of vendors of complcue Kabbabllshmcnt or molelca‘ioﬁ éonfiguratlon of
installations or of major peripheral §o¢ an ADP installation i eguipment is
equipment 3 | disconkirued
L Standardization data elements and codes, ! promulgated Federal or dispose when: cod
i standardization requests g national (except record supcerseded @
and justification for all i coples at Natianal Bureau| gbsolete
data systems i _of Standords) e e
{ Oother standards eg di m,0sal: 0ot
) i dcveloped by agency (Gibevsald by dnide
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I'ile Designation

i

Consisting of

Which are

Then

|
7
o

Ubilization and Maintenance

o

:
:
!
$
T

forms or cards whicii egudpment
cperators cauplete relative to
machine use, nonuse, or main-
tenance

used for daily management
of operations

13

S

dispase af'ter
3 years

daily detail caxds, intermediate
sumpary decks, related nagnetic
tape files aud machine listiugs

used for daily management
of operations

dispose after
90 days

ST TSI

}
= i . .
3 i monthly summary of cost card cecks, magnetic tape }dlspose after
{ P . : . .
| i and utilization reports files and machine 3 years
! H ¢ listings
]
9 Accountability documents corcerning the original records dispose 2 years
management of ADPE equipment maintained at data following the date
processing installation equipment is dis- ;
{continued i
T . - T - ]
|
10 © reguirements for cards, paper dispose after ]
I and magnetic tape reels and 1 year
inventory of ADPE supplies
11 contractor's invoices for dispose afler
. rental and other charges . 3 years
) incurred for use of ADTE !
{
3
12 Magnetic tape library library transaction records card decks and maguetic dispose when bthe
control records tape files ' : Lth update cycle is
created ‘ |
I
=3 w machine listings dispose after 90
| 2 days
. transaction sIips glgpose alter YO
14 - days or when nd
— longer needed

MAR 1972
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PART T

NOTES:

Ttem 13: Machine listings of library trensactions are often produced daily.
Quite often, the transaction list{ings provide audit traills of the last

recording made on a specific recl and may be useful in retrieving a lost file

or in determining how a file may have been inadvertently scratched. Accordingly,
some installations keep some copies of these listings for as long as one year.

Ttem 14: Transaction slips for military classified or other sensitive records
have longer retention periods. These retention periods are generally specified

as a matter of agency policy or regulation.



Part TI

Documentatiocn covering the organized
of system development and operation.

Documentation Required for Servicing

Machine Readable Records

series of descriptive documents relating Lo all aspects
These include system plenning documents, ADP systems

specifications, application program monusls, systems operating instructions and varvious

management aids.

File Designation

E

i
|

Consisting of

Which are

Then

[§%]

gpecific data systems
plananing reccrds

documents containing definition of
the system including the sysheom
objectives, request for the systen,
authorizing directives,

source data, detailled studies
reflecting adventases and dis-
advantages of altcrnate solutions;
equipment requiremenvs, tangible
benefits; outpul reguirements and
schedule Tor commletion

o

i

at departmental level
headquarters

|Review after 5 years.

Disposal not autnorizead
by this scheiwae. o

\

supplementary fileé
at ADP unit level

Dispese 5 years sfter
final .action

system test
documentation

system test specifications; test
runs, nachine listings of test
data, test results

approved system

Dispose 1L year: sfter

i b g e 1 e At o 1 o e L T 4 e o ahn ot ot 4

discontinuance of the
system
disapproved proposed Dispose 1 year after

system

final action

systems design
specifications

documents which contain operating
procedures Tor implementation of
a specific data system, inciuding
policies, instrucvions, detalls

of computer technigue, logic charts,

input/output document flow data

for systems for wnich

related magnetic tape

data is authorized for
bianking

Dispose 5t time

[inal mag. tape records
produced by system have
been

for gystems for which
the related magnetic
tape data is not
authorized for
blanking

P e i v e e v,

recain with the related
magnetic tape

MAR

aim
—
o
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File Designation

Consisting of

y -

Which are |

Then

File(ﬁ specifications

nerrative description of
the source and functional
characteristics of the
file(s), a definition of

for system the related magnetic
tape data is authorized for
blanking

Dispose of at time
final mag. tape records
produced by system have
been blanked.

the content of each record
in terms of the relative
position name, length, and
type of each data element in
a field (run layout)
explanation of the coding
system and a cross reference
code manual of cvery code
used together with all their
values

for system the related magnetic
tape data is not authorized for
blanking

retain with the related
magnetic tape

input specifications

detailed description of each
transaction that generated
some activity in the system
in the form they appear at

for system the related magnetic
tape data is authorized for
blanking

Dispose at time

final mag. tape records
produced by system have
been scratched

the time they enter the com-
puter system; identification
title, recording media,
purpose, frequency, volume |
and source; detailed descripe
tion of the contents of each
imput to the basic record
file and a graphic illustra-
tlion of each.

i
'
!
H

for system the related magnetic
tape data is not authorized for
blanizing

retain with the related
magnetic tape

b e e e rmn
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File Designation

Consisting of

Which are

Then

output (Report Forms)
specifications

’

detailed description ol
products of the system

that are to be used cutside

the computer center

a listing of the out-

puts by sequence, nsnme,
media, purpose, frequency,
volume and distribution;

a detalled record de-
scription; samples of
output in the form of
layoats or coples. keyed

to names and numbers in the
output listings

dispose on terminea-
tion of sygtem by
either obslescence,
update or ‘discorn-
tinuance

Application program
manual

documentss reflecting the
latest information for a
general description of the
function, use and method-
ology of the program

a description of input,
files, and output; source
and object Code listings,
flow diagrams showing the
logic of the prcgram;
descriplion of program
output messages; coding in
formation, test plan,
program test,and operating
instructions

dispcse on termina=-
tion of system by
either obsolescence,
update or discone
tinuance

User guides

information used in Hraine
ing or explaining overall
system

handbooks, guides to data
avallability, and procedures
for querying files

'
retain with systems |
specification
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File D_sipnation

Consisting of

| Which are

Then

1L System operating usexr oriented instructilons:| for systems the related| Dispose at the time
procedures 1)to prepare input data; magnetic tape data is magnetic tape reels are
2)for control authorized for disposi~| scratched.
and interpretation | tion N

of. output reports; and 3) [

15 for processing work on the | ror systemswhich require retain with file (systems)
computer retention of related specifications

magnetic tape data.
Q.) Report printed final report for systems. which're- retain 1 copy of the

containing the statistical
tabulation and an analysis
~0f the findings of a study
or survey including a
narrative description of
methodology employed

quire retention of
related magnetic tape
data.

printed report with

related file specification

i




Part III

Erasable Media

The term eraszble wediua refers to tape (analog, digital) drums, disks, disk pacts,

data cells and other devices which store data in an erasable mocde.  The term
-"dispose” in column U4 is synonomous with the terms "scrated, "erase," and"blank!
1 File designetion Consisting of [ Thich are Then _j
1 Scratch tape temporzary magnetic tape used oy ! not included in a tape availsble for immediate use

(blank tape)

the console coperators or tape
herdlers to facilitate
compubter runs such as scrt and
merge runs

gencral

library control or files
whose retention dates
have expired, or new tape

Ccr reusce

Test tape

magnetic tape used in tes
a proposed system

ting

used by programmer for
individual run tesving
acd not under library
i control

Disposeafter system has
becen accepted or dis-
continued, whichever is
sooner {

t
{ ,
3 § system debugging test Retain until related program
i data is discontinued.
| %
L E system acceptance test
! data
!
! :
5 i Program tape tapes (disk packs ) containing Updated Dispose after 3rd update
g or disk pack sequence of instructions cycle.
{ required to accomplish the
! processing of data or solving
: ‘ a2 problem
6 the last update of Dispose after agency has ex-

spec;flc EDP application
used in a terminated

hausted its use of the

tape

required in Audit Trail

Dispose in accordance with
functional guidelines
provided by GAC.
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File designation

{ Consisting of

IWhich are i

Then

10

Raw data input

magnetic tapes containing data
abstracted from souvrce docu-

I ments or other media and entered
| into the system for the firs
time

t
!

iused for updating with
exlgting program and which
are required to support
reconstruction of master
files

Dispose 1lst gen-
eration data
upen successful
completvion of
4th processing
machine pass

not reguired to support
reconstruction of master
file and/or used as input
for & one-~time study or
survey

Dispose after raw
data is processed
into final data
and proven o be
satisfactory

officitally designated to
replace or serve as the
basic source data in lieu
of the 'hard copy" or
other input source
document

Dispose in accor-
dance with in-
structions appli-
cable to the "hard
copy" or other
files documenting
the same process,
transaction or
case

sppr
MAK

—
Lo
paty|

™o
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yFile Designation
4

ey

Consisting of

Which are

! Then

11

Working tape
Input/Output

magnevic tape containing
outpus or control within

or from one run TOo a suUb~
sequent run which manipulate,
sort and/or move datu thru
the systems., Includes
checkpoint, edait, correction,
reject list, wunatched data .
eliminating error, rerun tapes

used in an updated
system

Dispuse after subsequent
magnetic tapes which
contain the accepted
detall data have been
created and proven to

be satisfactory

used in a one time
study or survey

Dispose after master data
tape has been proven to be
satisfactory

1k

Valid Transaction

v o

nagnetic tapes containing
velid file of items used
with a Master data tape
input file for creasion

of Master data tape output
file

partially valid
transaction after
all outstanding
ivems are liqui-
daved from current
status tapes

Dispose after 3rd update cycle.

valid transaction
after cumulative
final Master tape
is prepared and

determined success-
there 1is no

ful and
necessity for
statistical
analysis

i

-

Dispose after 3rd update cycile.

used in adéltional
statistical
analysis

Dispdsal not’ authorlzed by
this schedule.

-—

I~


http:e_l_i_11J_i'"7n-;a_t_i~ngreru.YJ

i

File Designation

Consisting of

Thhich are

Then

16

Information retrieval
system master reference

magnetic media containg
data created by ¥
merging of prior master
file with wvalid
transaction data to
create a new master file
(including the security
copy tape of data on
disk packs)

2 cumulative index to
scientific and technical
publications;
bibliographic and other
non record material

Dispose after 3rd update
cycle,

an index to record materiall
such as correspondence;
legal hearings and
decisions; patents,
trademarks; and record
copy of publicatbtions

Disposal not authorized
by this schedule.

18

19

Federal loan and grant
program master file

magnetic media containing! cumulative data of funds

data created by the
nerging of prior master
file with valid
transaction data to
crcate a new master file
(initial data includes
excerpios from forms
placed in case Tiles)

made available through
Federally supported
loan and grant programs

Dispose after 3rd update
cycle,

non cumulative periodic
file of status of
Federal loan and grant
Pactivity

Disposal not authorized
by this schedule. -

)

21

//yy/syﬂra 7/ "
Igtus&i@e?*ﬁg sSys tems

master data file

,’.‘V’

magnetic media containiné not required for J
3 e i .
data for such@¢:»wsfmayficrieral Accounting

"Heuseleemine systems”

2s fiscal accountab11;ty,~audlc i

supply management,
payroll administration

;
| !

Office site

Dispose in accordance with

instructions applicable

to

the hard copy or other files
documenting the same process

transaction or case.

required for General

audit

i
i
f Accounting Office site
]

Dispose in accordance with

functional guidelines
provided by GAQ

AR

1972
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File Designation

]
Consigsting of

Then

ey e

\Y
NS

25

| Feconomic statistics

Master file

magaetic media containing
data created by the
nerging of prior master
file with valid-
ransaction data o
create a new master fille

et i atra e e e e ¢ S ETREE

cumulative data such as
s of bpanks and

s ce institutions;
production, consunmtion
and monetary status of
industry and agrilculture;
value of foreign
comnerce and. other
economic indicators
consvruction of houses
and buildings; motor, rall
and air travel;
communiications including

roadcasting, telephone
ard telegraph

Dispose after 3rd update
cycle,

noncuwnulative;. weed to
prepare reports covering
a linited period of
time

Disposal not authorized by
this schedule,

norcurulative recurring
periodic surveys
including wholesale and
consumer price indexes;
ezl industry; housing
vacancy and other
econaic indicators

Disposal not authorized by
this schedule.

noncumulative economic
census taken during five
year intervals

Disposal not authorized
by this schedule.

b

MAR 72
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?File esignation Consisting of ! thich are Then

Sceial statistics magnetic media contairning curulative social and Dispose after 3rd update
Master file data created by the demogruphic data such as cycilie,
nerging of prior master births, deaths, and
l file with valld norriages; income taxes
; transaction data to vaid; social security
create a new naster file accounts; employment
B information; law enforcement,

crime and civil disturbance,
and other scclal indicators

1 roncumulative; used Lo Disposal not authorized by
prepere reports covering a
limitved period of time this schedule,
E noncumulative recurring Disposal not authorized by
. perioalc surveys including
N current population this schedule,

statistics; annual
industry; housing vacancy;
voter partlcipation;
statistics of income

amnle.
nencunmlative Disposal not authorized
demographic censuses by this schedule.
—

<«
by
~

MAR
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File Designation

3

Congisting of

PPy

Which are

Then

30

Natural Resources
Master file

centinuously updated
nagnetic mediz containing

data created by the merging

of prior master file with
valid transaction data

to create a new master
Tile

cumuilatvive data on
cheracteristics, use
and ownership of
natural resources such
as land titles, water,
mineral and timber
rescurces

Dispose after 3rd update
cycle,

Masbter data file

data recorded over time
from one or more sources

relating to individual
units (persons, places,
N \
things)

l 31 noncwnilative; used to Disposal not authorized by
i  prepare reportz covering | this schedule.,
: " & limited pericd of time
{
32 Longitudinal studles; magnetic tape containing ! a series of observations | Disposal not authorized by“

this schedule,

i~
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Y
!
i

Then

H
File Designation | consisting of Which are
{
33 Scientific data files § magnetic media source converted to rawv Disposalafter meaningful
§ data recordings received data digital magnetic data has been analyzed
{ fron experimental sensor Lape media
irstruments for scilentific
3k i measurements such as not converted or Dispose after
outer space orbiting converted only in part determination has been
. spacecraft, oceanographic o raw data digital made that the data will

1 bt R A T o, W

and geophysical phenomenea
ant medical research
(including analog tape)

magnetic tape media

i

not be convertced to raw
data digital magnetic tape
medis

magnetic media conbaining
dets created either from
analcg magnetic tape or
recorded directly on
magnetbic digital tape

for scientific measurements
of astronomic, outer space,
oczanographic phenomena;
alr and water quality,

and medical research
nmeasurements

held in national data
centers

+ Disposal 1not suthorized
by this schedule,

not duplicated in
national data centers

oal not authorized
is schedule.

Disvo
by _th

duplicated in national
data centers

Dispose sgfier devermination
is made that data is not
required outside of the
data centers

not calibrated or
vaiidated

Dispose, after subseguent
magnetic tapes concaining
the accepted dsta have
been created and proven
to be satisfactory



http:magnet.Lc
http:ccrrta.i.m.ng
http:n.agnet.Lc

File Designation

!

Consisting of

Which are

Then

A

39

Summary data file

megnetic tape containing
aggregates of indivicdual
chservations from valid
transection or master
data file which are
disaggiegates ¢f
published data

substantially unpublished
such as tapes containing
data that are disclosure
free

Disposal not authorized
by this schedule,.

Publication tape

Print tape

magnetlc tape containing
source cutput data
extracted from the system
(without destrcying the
source tapes)

reproduced and
dlgseminated as a
publication or used for
reproducing a printed
publication

record copy not
authorized for disposal
by this scheaule.

used for producing
required printouts of
tobulations, ledgers,
tables, registers

aad reporis

Digpose after output has
been released and approved

Reformated data
file

magnetic tape containing
essenvially duplicate
data from the master
data file but which is
created for use with
other comnputer hardware
systems

reated for the
pecific purpose of
information interchange

C

]

Dispose as provided
for master data tape

l

£ specific application
or agency computer
hardwarc systenms

0
+
-

Dispose when determination
is made that such format
is unnecessary

Ll

Sample and sub-~-sample
data files

magnetic tape containing in-
dividual observations seliect
from a larger census or surv
file such as stratified or

pure random sample files wit
or without weighting factors

¥
ed
2%

1

disclosure free or
useful in statistical
analysis or policy
formulation models and
simulation studies

Disposal not suthorized
by this schedule.

3

TS
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t File Designation

Consisting of

Wiiich are

Then

k5

46

Security back up file

magnetic tape which is
identical in format to
master tape retained as
security in case master
tape is damaged or
inadvertently erased

updatved

Dispose after 3rd update
cycle.

a one time study or
swrvey

Dispose or retain in
accordance with
standards for scratching
of corresponding master
rile

Other agency files

magnetic tape created
by other agencies

not altered substantially
by the recelving agency

Dispose when no . longer
needed,

o
N\

ST




PART TIII

NOTES :

Ttems 3 and 4. This type of data is differentizted from simple debugging
test data in that the data set is used to exercise all possible data system
options within the complete set of programs. System debugging test data
meang date used to debug individuval programs or groups of programs prior

to final acceptance testing. It must be retained until the rclated program
is discontinued.

Acceptance test dsta may also be a contractuslly defined specification or
item in software systems being procured and it or a listing of it may have
to be kept with the contract file. For details in this case, see General
Records Schedule 3, item U.

In other cases, particularly in systems where accounting Tor funds is involved,
the files may be reguired to bs kept until a2 particulsr version of a system
has been sudited and approved by the General Accounting Office. Retention
periods in this case will be in accordance with the specific functional file

in one of 1lhe other General Records Schedules. Tals means that speeific
acceptance test data sets might have to be kept for the 1life of the particular
version of a software system or until all reccrds produced under that system
have been disposed of,

tem 7. Just as the acceptance test data may be reguired to be kept beyond
its useful life for esudifting purposes, vrograms which processed that data may
also be kept for sudit ourposes beyond the operational life of the particular
system. Disk packs are relatively expensive for long *term storage and there
is usually a back-up copy of the system on magnetic tape. In these cascs, the
tape copy of the prcgram together with all relevant documentation may be used
in lieu of the disk pack versicn. Either scurce or object versions of the
system mey be used for this purpose.

Ttems 16, 18, 22, 26, and 30. "Cumulative date" implies no earlier data is
deleted in present pass,

..“
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Part IV,

Nonerasable Media

Nonerasable media refers -to ADP punched cards, paper tape, and other nonerasable, machine-

readable med

)
e

File Desdignation

Consisting of

Which are

Then

Po

ADP program card files

punched cards contalning
common language source
program data

(source deck)

processed with a processor
or utility program to
produce a machine coded
object program

Dispose of individual
cards when replaced
by new ones..

after program has been
removed from system.
See Note DPart. IIT
Etemi*, Item 7'

&

Dispose of program deck

machine punched cards
containing coded machine
language instructions
arranged in proper
sequence (object declk)

read into computer
memory before running

a program to cause the
computer to perform data
processing functions

revision or after

removed from system
See Notve Part ITI Item 7

———y

Dispose after successful;
completion of a program

related program has been

prepunched utility cr
processor program card
decks

Used to update installatiof
systems software,

i Dispose after receipt
and successful use of
new cards from the
manufacturer or pro-

discontinuance of
program or system

grammer, or 1 year aftex

job stream (job stack,
job control) card decks

used to activate
Program processing
modules performing a.
data processing job

Dispose of individual
cards or sets of cards
wnen replaced by new

changes (if any) have
been made to appropri-
ate data processing
manual

cards and when necessary

MAR

1972 ¢
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{File Designaticn

;

Coasisting of

Yyhich are

[ Then

ADP program
control cards

punched cards containing

data for program control

generated by the producer
or user

pertinent to a specific
run or cycle

Dispose individual cards or
sets of cards when replaced
by new cards and when neces-
sary changes (if any) have
been made to appropriate data
processing manual

for repetitive use and
are updated\either by ADP
or user.

Dispose of individual cards |
after replacement by new

cards destroy control deck
1 year aflter program has been
i renoved from system, or aftern
| system has been discontinued

s ADP source data
i cards {(or paper
tape as applicable)

punched cards or paper tape
contairning data abstractad
from source documents and
used for conversiocn to
nmagnetic tape or processing
on (EAV) electric account-
ing machine equipment
created after January 1,

1970

retvained by ADP
operational elements

as backup to magnetic tape
or disk

Dispose when related magnctic
file has been provea Lo be
satisfactory and has grand-
father back up

i
-

{ PAM output listings and
reports

| -

| dispose after 180 days if
used in processing without
being convertad te magnetic
tave

ton magnetic tape

Dispose after verification
of data on related magnetic
tape

punched cards that contzin

original entry data with {ilm

or written inserts.

source documents

Dispose in accordance witn
instructions applicable ©o tﬂe
hard copy or other files ;
documenting the same process,

!
transaction or case,

!
|

-
17

=
2::
—


http:updat.ed

PART 1V, ADP Punched Csrd and Paper Taps

NOTES:

Ttems 5 and 6. These items refer to pavameter cards associated with the
execution of various options of operational programs. These things
jnclude date cards, periodic (monthly or quarterly) ophions executed

only occasionally and queries to inforumstion retrieval systems. They do
not include card decks for generalized interpreter systems used with
computer simulation software packages such as SIMSCRTPT, GFSS, DYNAMO,

and similar systems. These decks have the status of program source decks.
Similarly, all except report generatiocn decks in file management systems
are considered to be source program decks and should ve retained or
destroyed in accordance with the criteria of Items 5 through 7 of Part IIT.
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PART V, PROCEDURAL ANALYSTS OIF DATA PROCESSING SYSTEYZ -~ GUIDELINES

1.

WOR APPRAISING FAidiS ADD DATA SEIS FOR PRRWANCNT RE ENTTON

Introduction

This section is a guide to ADP systems analysts, records officers
and archivists for determining the nature of data files (also
called data sets) generated by computers. Factors which influence
the selection of specific data files for permanent retention in
machine readable form (chiefly on mzgnetic tape) are indicated and
explained here,

In examining a variety of documentation files for diffcrent ADP

systems, substantial differences were found in the usage of technical

terms between agencies, and in some cases, within agencies., These

differences are being resolved by saveral vocabulary standardization

groups, among them Federal Information Processing (FIP) task Greup 5

and its successors and the American National Standards Institute (ANST)

X.3.5 Committee on Vecabulary. However, the definitlions in the vocabulary
have not been standardized to the extent that flow chart symbols have wveen

in ANSI Standard X3.12-1958, F¥Flowchart Symbols and Their Useage in Information
Processing

O °

Accordingly, better guidance for appraising data and documentation fil
usually be schieved by studying tue high-level system flow charbts in ¢
to the rnarrotive description found in the systen documentation files., The
system files are enumeraled ond described in Pert TL of the schedule., This
section has been written based on the fact that virtually =211 AUuOJ1ulC

Data Processing systems are composed of a small number of basic procedure
vypes connected in sequences that can be called modules, The texbt ard charts
in the Tolloving sections are organized eround this concept. Almoczt

existing ADP systems can be analyzed into portions or groupings of thece charts

1 Ve

The elements of Datz Processing Systems

Data processing systems are composged of four basic classes: hardware,
software, peopleware, and data files. The hardware consists of the central
processing unit and all of its pevripheral devices and recording media,

The software consists of the machine instructions which direct the hardware
to perform lhe processing. Peopleware is listed in Parts I and II and
consists of specificatiowns, hard-copy documentation and user manuals for all
personnel involved in running a system. The data files themselvcs are listed
and described in Part ITI. Appraisal criteria for them will constiilute the
bulk of sections 3 and L, below,

-t
-
{
—
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2.2

Hardware

Computer hardwarce and recording media are still undergoing
reletively rapid evolution and this presents a problem in
attemnting to find equipment which can successfully read some
older maechine readable file. Files to be retained permanently
may have to be recopied periodically onto newer media or totally
converted in Tormet and most other physical characteristics.
Since costs for this type of work are declining, this situation
presents no undue burden to the holder of this data. In general,
the property value and conversion costs of machine readable
records are less than one-tenth of one percent of the data
collection and editing costs of the information recorded on it.
Upon consultation, the Office of the National Archives, National
Archives and Records Service will recommend procedures and techniques
needed for the physical preservation of the record content beyond
the life of the recording medium,

Software

This is divided into two main types, systems and applicastion software.
System software is furnished by the computer manuiacturer and is
designed primarily to manzge the available resources of the computler
complex in an efficient manncr. The computer complex consists of

the central processor and its attached peripheral devices such as

card readers, magnetic tape drives, high speed printers and others.

In general, this type of software is not related to any specific

file or record maintained in an installation. It is, therefore,

of no permanent value except as evidence of history of the development
of computer science. Selected porticns of systems software specifi- '
cations are useful for reading files produced on one computer with
another equipuent configuration. However, this information may be
documented in less than one page and does not require extensive
documentation., Subclasses of system software include utility,
operating system, sorts, merge and compiler software.

An exception is application software written in one of the standardizad
machine independent programming languages., COBOL, FORTRAN, and PL-1
are the three most widely used such languages. In most cases, appli-
cation software written in these languages may be considered for
retention with the related files. However, only a small portion cf

the total software written for an application need be retained
permanently. For example, a file that has been closed off and covers

a specific period of time will not be updated. Therefore, the up-

date software is unlikely to be ever required again and is disposable.

MAR 1972
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2.3

If the file is a large complex data base designed to service maiy inguiries,

retention-of the gquery softwzre may be Warra nted. However, much good qguery
sotharo is commer01al]y “evailable to handle the problems of file inquiry.
Therefore, retention of this software is less important than retenticn of
user documentation described in section 2.3, below. -

The final class of scftwere which may have permenent value is that uscd

in computer simulalion work. There are several software systems which
have been used in policy Fformulation and evaluation work for high level
management in agencies. The three begt known such software systems are
SIMSCRIPT, DYNAMO and GPSS (General Purpose Systems Simulator  Idke
COBOL and FORTRAN, these systems are availabie for most computers on the
merket. It is alsc likely that they will continue to be available for the
forseeable future. What is importent Lo save in such applications ars the
source programs decks. The policy alteruatives and much of the information
on a project 1s convained in these decks and they often constitute records
of intrinsic value fTor historical purpocses. BEconomic and financial pro-
jection models and war geame software arc Lypical examples.

People-ware

A wide variety of hard-copy documentation 1s produced in dats proccssing
systems. People-ware is that documentation required by the personnel
invelved in the design, development, operation ard maintenance ol ADP
systems. The files are listed in parts I and IL of this schedule. OF
interest in this section are primarily those files. recuired Tor the direct
serving of files declared permznent.

The basic concept to grasp in data procegsing iz that the record constiltutes

"a representation of an event and not lhe event itself. As such, the rep-

resentation or record may have been recorded by a scnsor (as in sclentific
measurement) or may have becn transcribed and encoded from some otuer
document or document group as in all transaction reporbting. In either
case, a researcher nesds to kuow what kind of transformations occurred
between the actual event and its representation on magnetic tape., This
knowledge 1s in the documentation described in part II of this schedule.

For example, most housekeeping systems usually encode events using elaborate
code tables rather than narrative fields on the record. A payroll system
may have dozens of deduction code possibilities as well as an equal number
of pay plans. Typical codes would represent bond deductions, local tax
rates for states and municipalities, bond and charity deductions, overtime
and premium shift differential rates, etc. In scientifie work,

instrument readings represent observations of physical phenomena and other
occurrances,

Fach time a transaction is encoded or instrument reading is made, there is

a possibllity of an error or distortion taking place in the process. The
errors may be simple random cccurrences such as digit transposition bty
position by keypunch operators or transcribers or systemacic beczuse of

some bias in the recording instrument or observer. In general, the scientist

- if“‘ i
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attempts to calibrate his instruments and adjusts instrument readings

for other known faclors and the systems accountant devises consistency
checks, batch totals, and clerical trairing programs to assure “accurate"
recording of his datsa.

Permanent records of this class include the file and input specifications
(items 7 through 10 of part II) along with the final version of the re-
lated tape file. They tell a future user of the prohable quality and
coverage of the file and for those with much encoding, such as account-
ing files, the meaning of all of the descriptive data rields aslong with
the bias and judgement that went into transcribing a record of an event
into a coded element. Some portions ofl system operating procedures and
user guides (items 13 to 15 of part TI) are also useful for later refer-
ence work. These records are essential for determining how the related
data files were used for operations and research and must be retained
even if the relzted software is disposed.

Data Processing Systems Flow Charts and Their Use in File Appraisal

Data records in ADP systems are processed hoth manually and mechanically
before finally residing in a file as a correct record. This section
presents typical systens charts found in the high level documentation of
most such applications. 'These charis should be used by an appraiser for
determining which files among many are mos:c useful for pernsnent retention,

Data processing systems are categorized by two sets of ferms. One break-
down is between continuing and one-time systoms; the second is bebwcen
real~time and batch processing systems. Real-time systems handle one
transaction at a time end complete the function of posting and valida-
tion before going on to the next transaction. These operations occur

at the time the actuel real-world event occurs or at wmost, soon afterward.
Batch processing systems perform one stage of processing for a group

(or batch) of transactions. These operations occur after wvhe real world
event took place. The delays may range from hcurs in some cases to
months in others.

Continuing systems are those which are run periodically with .a repétition
rate ranging between hours and annually. Most housekeeping systems are

o this type. The most familiar applications are payroll, inventory
control and financial management. Although the file contents are con-
tinually changing, such systems have high continuity from one period

to the next and are well documented for auditing and operational purposes.
One-time systems are less well documented than continuing systems. There
is usually pressure tc deliver the results in the form of reports within

a time constraint. WMany undocumented ad-hoc d=cisions are made during the
course of these projects to meet project deadlines resulting in files con-
taining data errors which may not reflect the contents of published
results. Surveys, simulation projects and censuses fall into this category.
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3.3

Various combinations of these attributes are found in ADP systems.
Real-time systems are used in continuous housekeeping systems, the

most notable being military command and control and sirline reserva-
tion applications. Batch processing is used for both one-time and
continuous systems and constitutes the bulk of existing data processing
applications,

The files in all types of systems are increasingly being put on mass
storage devices such as disks rather than tape. However, even in real-
time systems, backup and recovery procedures dictate that magnetic

tape copies of the file be created. These are usually called either
"file dumps" or "safe data dumps.”" They are also created for running
off summary repcorts since total file scanning of disk files is in-
efficient. These files can be appraised in the same manner as tape
resident files. :

Input and Update Subsystem Phases

These two phases are comnon to all date processing systems which involve
file maintenance. Two typical flow charts are shown and labelled
"Generalized Input Update." They show the processing steps taken to
record, convert, check, edit and post a record to a file for later use.

Source Data Conversion Phase

Datla can be converted to machine-readable form by several methods. Formerly,

data were transcribed from source documents onto transcript sheets. They
were keypunched, converted to magnetic tape and then processed. More
recent methods either record machine-readable data onto source documents
(turnaround documents) or accept input directly into computers through
keyboard driven terminsls (source data automation).

The data contrcl function is closely interwoven with the mechanical con-
version process. One part of data control consists of keeping count of
the documents in each batch to be processed and control totals of one

or more quantity fields. ZExamples would be dollar totals and counts of
checks or invoices. The other part of data control is manually editing
source documents. Such editing consists of checking codes and resolving
errors.

The typicel seguence is shown on the chart entitled "Generalized Input
Update I." A manual handling phase is followed by a media conversion
step. The machine-readable transaction is further validated by a series
of computer runs. Errors may be introduced and detected during each stage
of the process. Correction procedures depend on the stage at which

the error is detected, the type of error, and the conversion hardware
used, For example, in keypunch oriented systems, verification is used

to minimize conversion errors while the computer passes are used to

catch logicel and transcription errors. Some systems combine error

3o
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1.2

detection aad correction processes by attaching the conversion
equipmeni to a computeor.

However meny steps end cycles occur in the process, the end
product is usuaily called a raw datz tape. Other names uscd are
unsorted transactions, partially edited transactions, sorted
preliminary update file, etc.

Raw data lapes are seldom of any permanent value since they contain
erroneous and duplicate records. A possible exception is the case
of real-time systems where the tape may be named "logging file" in
such applications es message switching or production control systems.
Usually, such tapes are kept for z short pericd of time as backup to
recreate a real-time file. The sole other usage is for system test
data or scme sgimple transaction counting for real-time system work-
load studies.

Edit Phase-Sorts and Validity Checks

Many tapes with records of temporary value are produced at this stage.
Another common desgignation for these tapes is work tapss. This phase

or module processes itransaction files against various editing and
validation criteria. hese criteria may be found in a computer

program, such as & table of valid transaction codes or in & subsidiary
master file, such as valid account numbers or a nsme and address file.
Other common checks performed here are for numeric characters in guantity
fields, trensaction betch totsls, transaction counts ard consistlency
checks.

The output of such a vhase is a file of partially validated transactions,
Two methods ere used in handling errors a2t this time. In one invalid

- ba, -
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3.1.3

,/

transaction items are listed on a printer along with the error indica-
tors for immediate correction on a batch basis. 1In other systems,
erroneous records are coded to indicate the prescnce of certain
errors, but are not deleted from the transaction file. Instead,

they are kept in the transaction file for still further checks in

the update program itself, This gives a consolidated error listing
at one time for a given batch of transactions. The most common
additional tests performed cn the data would be tests against the
master file key itself. Examples are transactions which attempt to
delete a nonexistent record or insert a duplicate record into a file;
others may be quantities which are checked for "reasonableness'.

Upde

2

chk

e Master File or Data Base Phase

The edit phase's output is the updsting run's input. This is shown in
"Generalized Input Update IL." If the file contains only one application,
such as accounts payable or receivable, it is ncrmally called &« ‘master
file," 1If it contains data from a series of applications, or sunmary
data from a variety of sources, then it is a "data base." Under certain
circumstances, individual transaction and status report is the direct
concern of an organization's top management. Examples are status reportis
for an important research and development project, construction job, or
loan -- all of which wmight have enduring value.

Tnere are seversl types of mastver {iles. In some systems, they include
only currently active records. Purged master file records are periodi-
cally transferred to dormant account (history) files. Personnel and
payroll files are typical with the purge gensrally occuring al year's
end. Many other files are cumulative and continue to grow in size
depending upon the application. As in the case of paper records, the
frequency of use 1s the major criterion vhen deciding upcn the lergth

1

of time "detailed transacticns"” will remain on the master file.

In the case of periodically updated files, where transactions are deleted,
purged records are often merged into historicel files. These files are
valuable. However, they may lack data found on the master record file.
Therefore, both the merged periodic transacticn file and the master file
should be retained., Items 13 through 15 of Part ITI denote the types of
transaction files created. Items 16 through 32 of Part III furnish
disposition criteria for master files.

Master files are seldom updated for a given period in a sirgle update pass.
Some errors cannot be detected until the actual posting attempt is made.
This creates a series of "interim" master files. The only valid file
would be the one from which the periodic output was run., Usually,
processing deadlines determine which version is "valid." Interim

master files are usually retained for short periods as backup tepes

for the final master file. (See items Ul and 45 of Part III).

This retention plan is called the "grandfather system." In appraising
master files for permanent retention, it is preferable to retain the

- 7-
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3.2

3.2.1

Y"as-of" date from tne official files. While this is usually possible,
there are many cycle billing systems in which the master file is never
completely purged of detail transactions -- thus, never complete. In
such cases, it may be preferable to retain extracts of the master file
made for reporting purposes and audit trails rather than the master
file itself. Items 39 through 43 of Part IIT describe alternative
selections to master record tapes.

Report Generation Phase

This section describes the files, processing and software used to
produce output from ADP systems. The chart labeled "Report Generation
Phase" shows the usual processing sequence in such modules from the
machine-readable record to the final printed report or listing. Since
mass, random-access storage is increasingly used, the chart shows tape
and disk files used interchangeably, although in practice, one or the
other medium will dondinate.

As indicated previously, unless its usefulness or transferability to
future computing systems is assured, it is unnecessary to retain out-

put-oriented software. This evaluation should be ad hoc.

Report Data Extract and Format Paase

If the printed report and the master file are in identicel seguence,
the data selection, tabulation, and prinling phasc may occur in one
progrem. This is characteristic of billing, of payroll, and of most
housekeeping systems. However, often it is necessary to print the
report in a sequence different from that of the master file, The use
of a sort will resequence the selectved records as desired, creating

a series of intermediate work Tiles between the naster Iile and the
printed output. The flowchart labeled "Report Generation FPhase" shows
both tapes and disk files in the processing sequence.

Newer computers and operating systems seldom produce work tapes except
for the largest multi-reel files. The intermediate files reside on
disk as transient files within the "job stream.”" (See item U4 Part IV).
The input file, the job control deck and the final printed output only
are vigible to the uninformed., Thus, there is seldom need to revain
intermediate files, because they can always be recreated from the
master file,

In one case, extract files are useful and should be retained, TFiles
that contain "statistical samples of the entire body of data often
have long term value when the methodology is documznted. These

sample files, along with appropriate weighting factors and stripped
of identifying information disclosing individual persons or estaeblish-
ments are immediately releasable to public researchers.

-~ 9 -
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3.2.2

The next problem is to determine which of several work files to retain.
In general, this depends upon the degree of decoding stub descriptors
required to interpret the file., Heavily encoded files with litte or

no narrative descriptior are suitable provided that the stub descriptor
files and tables required for human reading and interpretation are of
reagsonable length. When the code is a Federal Information Processing
Standard, the length of the code table is unimportant. An example is
the table of State and county codes of the United States with over
3,000 entries. Tables of less than 200 entries developed for individual
agencies or one-time studies are reasonable to leave encoded as they
can be decoded by simple computer programs. For large code tables stub
descriptions are preferable for long-term preservation.

One or More Sorting Ruuns

Extrect files are often in the wrong sequence for producing reports or
tabulations required., In fact, the same file may be sorted into as
many as ten different seguences for different types of analysis and
tabulation. The criteria for retention of sorted work tapes are the
same as for extract tapes described above. The output of this phase is
a sorted work tape or file reazdy for labulation, summarization and
editing.

This type of file on tvepe is often a useful research file, pariicularly
if there has been some editing and interpreting has becn performed.

In general, continuing administrative systems have relatively few
processing steps between the first extract run and the final output
pass. This is different from one-time reports as described in Section
4, below.

Tabulation Run

The inputs to the tabulation run are the sorted work files, and usually
with a stub descriptor file. The stub descriptor file is invariably used
when a very large list of codes must be displayed in plain text. If it
is on magnetic tape, one or more sorting runs are typically required of
the extract tape in order to apply the descriptors. If on disk, most of
this decoding can be performed during the tabulation run. When files

are considered for retention, the information necessary to decode such
data elements must be retained. This may either be a hard copy document
as described in Section 2.3 above or a machine-readzble file,

TN 1(
x 4
CytLi n“\‘.‘
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The final oubpuc of & ftzbulstion run may consict of elther sunmary
data files or a print tapz (Items 39 and 4l of Part I1I). Sumnary
data files may deO serve as publication tapes (Item 4O of Part III)
when they are reproduccd and disseminated to the public and/ox

other Federal agencies. Summary data files are occasionally used

as input for published and widely-disseminated printed reports.

Many installations do not use print ilapes when they produce a
computer listing or reoort. TrsL ad, the data are temporarily
transcribed on disks until the pri nted report is complete, However,
tapes can be created upon gpecific request if there is a knovn demand
and further use for the same information in machine-readable form.
This procedure is often followed by producers of general proposal
statistics.

When a tape file mey be classified under more than one of thes
three categories, disposal is not auvthorized by this schedule

One~Time Surveys and Revport Generation Systems

The sequence of operations in one-time surveys. censuses and tesbulations
is shown in the following two charts. Wnen the flow process charts are
coumpared Lo the typical continuocus file mairtenance system, the simi-
laritices are evident., The basic difference between continuously
running systems and one-time jobs is the much higher ewount of manuzl
ediling and encoding reguired, Unless the job 13 a very lerge effort
with meny thousands ol observations, the [orms uscd allow uom~”h v

more varizbility in field entriesg than accounting type documents.

Siuce line respondents to these surveys rarely have opportunity to
correct the iupuils, ruch more manval editing and encoding is required to
correct (clean up) a file prior to its use in tebulations.

As the second sheet shows, there is & file buildup process which occurs
with no changes occurring to individual recovds aftfer they have entered
the file, Where & multiplicily of systems and sources feed the file,
the individual records are usually of variable length to minimize
storage requirements,

Documentation for such systems contains complex record formats but
include few of the elaborate codes found in administrative systeus,

When these fTiles are retainzd, it is important to identify the
tc respondents for

2

original sources of information, the ins%ructions ; f
£illing out the forms, together with sample fo?ms, anst§§ directions
given to the response form editors Ior proper 1nterpreuau19? an@
secondary usage of these Tiles. Most such files are descrived in

part IT of this schedule.
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Adjustments in Une-Time Jobs

A variety of additions, changes, and deletions can occur to either
individual or groups of entries within a file at any stage of
processing., They can occur for a variety of reasons and lead to
magnetic tape files of different accessibility and validity. If

the files are to be retained permanently, it is important to document
the corrections and adjustments. This record of changes constitues
the equivalent of the accountant's sudit trail for evaluating the
accuracy of a financial file,

If a payroll record contains an error, the originating office usually
hears about it in short order, particularly when an employee is short
changed, In sample surveys, respendents seldom correct reporting

and transcription errors unless elaborate procedures have been
established for a review of the machine prepared record. This
correction and review process almost always occurs in accounting
systems while cost usually precludes this process in most one-time
Jjobs,

Therefore, such files of recorded observations contain a variety of
errors which in summary tabulationg are nonsense entries. For example,
male widows may appear in a tabulation. Such errors arise from a
number of causes., Correction of the tabulations can be made at any
step in the process between the final survey Tile and the printed
report. The accompanying {low cnart shows the points in the pro-
cedure where this is usually made,

1T the error is thought to be a random event, the i1llogical counts
are generally distributed to all other possible categories and
deleted from the tabulation array. This would lead to a discrepancy
between the published table and the final master file. The illogiczal
records would remain in the file uncorrected.

Systematic final edited master errors also occur frequently in encoding
and processing. In these cases, the summary file may be corrected by
moving the entire nonsense count to the correct location in the table,
These errors can also bz corrected in the final master file using

the computer.

Another common adjustment operation occurs when a tabulation discloses
individual confidential information. Confidentiality is protected

in one of three ways: 1) by deleting the entry on the summary file
and combining with enough other tabular entries to eliminate indivi-
dval disclosure; 2) by correcting the print tape and 3) by correcting
only the printed report. In the first method, the summary file is
releasable to the public., In the second, the summary file is not
releasable to the public, but the print file is.

- 15 -
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DRAFT JULY 1971

GENERAL RECORDS SCHEDULE 20

DATA AUTOMATION PROGRAM RECORDS

Phis schedule covers macline readable records recorded on erasable media,
related documentation required for their servicing, and files related to
the ADP operations, procurement and mansgement functlon
<~/~p% -

The principal machine readable and supporting reCO"du that are common to
several or all agencies nhave been divided into four ea%ego.eeo. Tnescca5;r¢i2411>
oughly correspond to the typical organization and functional structure
found in most ADP 1nsta;lau10ns and their parent organizations.
AL G L s ¢l uw%/ (o -
in th development of this sche&ule, the degision was made to use the
decision table format rather than the columhar format used in the other
Genereal Records Schedules Fo=was-basgd o two reasons These—are
1) footnote requirerents &re greatly reduced with this formet as compared
with the {irst ninetecn schedules; and 2) the number of times a given file

legical records has been processed is often more important than the name
'Ja‘GFCd toc it. For example, in an update system, zn interim master file
wocomes a2 final master file after the sponsor declares it error free. The
only difference between these two files would be the version or generation
number on the file label record.

s=JJ 2N

Data automation planning an@ operational records are normally uuése created
during the life cycle of individual computer installations. Theyx deal with
planning, menaging, prccurement, selection, utilization and accountability
for the physical facility investment in ADP systems and supporting activities.
Documentation required for servicing machine readable records tovers thgjzp
organized series of descripiive documents required to initiate) develop,
operate and maintain specific applications on ADP systems. Thege include
project documentation, system specifications, test data and procedures,
file and user documentation and the various installation procedures and
standards used in daily operstions.

Tt

The term ndgnetlc medlé}refers to all devices whieh store data in an erasable
mode. At present, only magnetic media are commonly used for such purposes.
However. other technologies may in the future have the same characteristics
now present on magnetic tape. Thesejare nonvolatility combined with the
characteristic of easy reusability. / 77;4N$a”u;,ﬁ¢4bm,.\ ¢a>v—4+1~*‘k

i e 220l 2 st f!;{lgzikaugr,ym,h*,e /1!%9‘°AZ4=4£€; «/gg)apaauvfz;

Since magnetic m die can be overwritten, a variety of protective device

and techniques have been developed over the years to insure ﬁha&-neéf
advertant eraoufeﬂthﬁk&H@ﬁ*ﬁ&in;Ehﬂﬁh The earliest technique,i&~still

in use, agg@ronsists of a write protection ring inserted or left olit of a
reel of tape. This is a mechanical interlock device and is now a standard
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PART I
NOTES:

L/na“f >ﬁMW

Ttem 13: Machine listings of library transactions are often produced daily.
Quite often, the transaction listings provide audit trailsjof the last

recording made on a specific reel and may be useful in regrieving a lost file

or in determining how a file may have been iradvertently scratched; Accordingly,
some installations keep some copies of these listings for as—long as one year.

Ttem 14: Transaction slips for military classified or other sensitive records
have longer retention periods. These retention periods are generally specified
as a matter of agency policy or regulation. ’
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DRAFT JULY 1971

' DATA AUTOMATION PROGRAM RECORDS - GENERAL RECORDS SCHEDULE NO. 20

Part I Data Automation Planning and Operational Records

Covering documentation relating to objectives, concepts, policies, and plans providing
overall aspects of data automation data needs and systems design of management supporting

File Designation

Consisting of

Which are %

systems and operational supporting systems, including equipment selection and statistics.

~Then

1 | Planning documents

master plan, feasibility studies
with associated charts and
diagrams, supporting data that
reflect on the characteristics
of the data automatlon activity

‘graphic, narrative and
tabular information
relating to the present

- and/or planned ADP com-
position and requirements
of the data automation
activity

disposal not
authorized

2 | Program management

development of plans, policy,
and procedurcs governing the
conversion to electrical
machine operations and the
supervision, control,
coordination, and operation
of the mechanization program

maintained at policy
determination level

Al

disposal not
authorized

«

)

@

Hardware selecticn

agency requirements, specifications
for hardware, software, and support
capabilities of vendors of complete
installations or of major peripheral
equipment

selection criteria for
procurementstin the

establishment ‘or modification
of an ADP installation

dispose 2 years
after specific
configuration of
equipment is
discontinued

L | Standardization

data elements and codes,
standardization requests
and justification for all
data systems

promulgated Federal or
national (except record
copies at National Bureau
of Standards)

dispose when
superseded or
obsalete

other standards eg.

developed by agency

disposal not

4 authorized




File Designation

Consisting of

Which are

Then

and magnetic tape reels and
inventory of ADPE supplies

contractor's invoices for
rental and other charges
incurred for use of ADPE

6 Utilization and Maintenance forms or cards which equipment used for daily management (dispose after
operators complete relative to of operations 1l year
- machine use, nonuse, or maine
‘* tenance
7 daily detail cards, intermediate | used for daily management |dispose after .
sumeary decks, related magnetic | of operations 90 days
. tape files and machine listings
8 monthly summary of cost card decks, magretic tape {dispose after
and utilization reports files and machine 1 year
listings -
9 Accountability documents concerning the original records dispose 2 years
management of ADPE equipment maintained at data following the date
processing installation equipment is dis-
. . continued
10 requirements for cards, paper

dispose after
1 year

dispose after
3 years

13

Magnetic tape library
control records

library transaction records

card decks and magnetic
tape files ’

dispose when the
bth update cycle is
created

machine listings

dispose after 90
days

transaccion SIips

1spose aiter YO
gayg or wﬁen ng
longer neededn




Part II Documentation Required for Servicing Machine Readable Records

Documentation covering the organized series of descriptive documents relating to all aspects

of system development and operation.

These include system plamning documents, ADP systems

specifications, application program manuals, systems operatlng instructions and various

management aids.

S Vgl L

r e P

File Designation

Consisting/of

Which are

Then

specific data systems
planning records

Y 2t

A

documents containing definition of
the system including the system
objectives, system establishment
req_uészE authorizing directives,
) sourceAdata, detalled studies
ref¥ecting advantages and dis-
advantages of alternate solutions;
equipment requirements, tangible
benefits; output requirements and
schedule for completion

at departmental level
headquarters

ks

review after 5 years

Disposal not authorized,

b e

supplementary files
at ADP unit leveél

destroy 5 years after
final .action

system test
documentation

system test specifications; test
rundy machine listings of test
data, test results

approved system

destroy 1 year: after
discontinuance of the
system

disapproved proposed |{destroy 1 year after
. system final action
systems design documentsﬁéggggazgétain operating for systems for which | dispose of at the time
specifications procedures for implementation of related magnetic tape | magnetic tape reels

a specific data system, including
policies, instructions, details

data is authorized for

| blanking

are(EEf?EEE
e

)

of computer technique, logic charts,
input/output document flow data

for pystems for which
the related magnetic
tape data is not

authori for
'\ nKing
N

retain with the related
magnetic tape

\§§E}@me<»5wz§

Or 4o



File Designation

Consisting of

‘ Which are

Then

File(s) specifications

narrative description of
the source and functional
characteristics of the
file(s), a definition of

for system the related magnetic
tape datg is authorized for
&Plankmng ~

dispose of when all
the related magnetic
tape reels aré blanked

the content of each record
in terms of the relative
position name, length, and

type of each data element in/|

a field (run layout) \
explanation of the coding
system and a cross reference
code manual of every code
used together with all their
values

for system the related magnetic
tape data_is not authorized for
blankihg">

~— PR

retain with the related
magnetic tape

10

input specifications

detailed description of each
transaction that generated
some activity in the system .~
in the form they appear at
the time they enter the come

for system the related magnetic
tape data is authorized for
blanking /
#
P

dispose of when all
the related magnetic -
tape reels are blanked

puter system; identification
title, recording media,
purpose, frequency, volume
end source; detailed descripe
tion of the contents of each
imput to the basic record
file and a graphic illustra=-
tion of each.

for system the related magnetic
tape data.is not authorized for
blanking

retain with the relsted
magnetic tape




File Designation

Consisting of

Which are

Then

11

Output (Report Forms)
specifications

detailed description of
products of the system
that are to be used outside
the computer center

a listing of the out-

puts by sequence, name,
media, purpose, frequence,
volume and distribution;

a detailed record de-
scription; samples of
output in the form of
layouts or copies, keyed
to names numbers in the
output listings

dispose on termina-
tion of system by
either obslescence,
update or discon-
tinuance

12

Application program
manual

documents reflecting the
latest information for a
general description of the
function, use and method-
ology of the program

Cat!
a description of input,
files, and output; source
and object{dode)listings,
flow diagrams showing the
logic of the program;
description of instructive
output messages; coding in.
formation; test plan; and
program test- and operating
instructions

dispose on termina-
tion of system by
either obsolescence,
update or discon-
tinuance

User guides

information used in train-
ing or explaining overall
system

handbooks, guides to data
availability procedures for
querying files

retain with systems
specification




File Désiggation

Consisting of

Which are

Then

L

15

System operating
procedures

user oriented instructions
to prepare input data and
for control of output
reports and interpretation,
and for processing work for
the computer

for systems the related
%magnetic tape data is
authorized for disposi=

b&ion

Dispose at the time
magggjig\tape reels are
51 2
&énked \ QL&\)E;«/ .

ror systems the related
magnetic tape data is
to be retained

retain with file (systems).

specificat;ong,EHQh~vz7kf?

16

Report

printed final report
containing the statistical
tabulation and an analysis

~of the findings of a study

or survey including a
narrative description of
methodology employed

for system the related
magnetic tape data is
to be retained

retain 1 copy of the
printed report with
related file specification

same deposition es file
specification - Item 7.8




+ Part III Magnetic Media

<
ERASE

The term "magnetic media" refers to tape (analog, digital), drums, disks, disk packs,
data cells, and other devices which store data magnetically

File designation Consisting of Which are Then /
Qasts '
1 ( Scratch\tape temporary magnetic tape used by | not included in a tape avallablg for lmmediste use
\ﬂblankjtape) the console operators or tape library control or files or reus
- handlers to facilitate general | whose retention dates
computer runs such as sort and | have expired, or new tape
merge runs ) '
‘ Test tape magnetic tape used in testing used by programmer for C@fter system has
~ a proposed system individual run testing Tl accepted or dis-
: and not under library continued, whichever is
g control sooner
3 1 'system debugging test
data )
Y system acceptance test SEE NOTE BELOW,
data
) ~N o~
5 Program tape tapes (disk packs) containing Updated J/lscratch after 3rd update

or disk pack

sequence of instructicns
required to accomplish the
processing of data or solving
a problem

the last update of
specific EDP application
used in a terminated
system

~

‘Iscratch after agency has ex-

hausted its use of the
tape

required in Audit Trail

scratch in accordance with

1- GAO guide lines for
specific functional appli-

cation (SEE NOTE)




File designation

Consisting of

Which are

Then

10

Raw date input

magnetic tapes containing data
abstracted from source docu-
ments or other media and entered
into the system for the first
time

used for general input
for update with existing
program and are required
to support reconstruction
of mdster file

(Ecrg}ch—lst gen=-
eration data
upon successful
completion of
4th processing
machine pass

not required to support
reconstruction of master
file and/or used as input
for a one-time study or
survey :

@cratch after raw
data-is processed
into final data
and proved to be
satisfactory-

offictally designated tor
replace or serve as the -
basic source data in lieu
of the "hard copy" or
other input source

document

~

scratch in accor-
dance with in-
structions appli-
cable to the “hard
copy" or other
files documenting
the same process,
transaction or
case




File Designation

Consisting of

Which are

Then

.

after cumulative
final Master tape
is prepared and
determined successe
ful and there is no
necessity for

11 Working tape magnetic tape containing used in an updated \gg;aﬁgh after subsequent
Input/Output output or control -within system magnetic tapes which

or from one run to a sub- contain the accepted
sequent run which manipulate, detail data have been
sort and/or move data thru created and proven to
the systems. Includes _ be satisfactory

12 checkpoint, edit, correction, used in a one time | scratch”after master data

. reject list, wmatched data study or survey tape has been proved

eliminating error, rerun tapes satisfactory .

13 Valid Transaction magnetic tapes containing partially wvalid scratch.after creation of
valid file of items used transaction after hth/é§éle
with a Master data tape all outstanding
input file for creation - items are liqui-
of Master data tape output dated from current .
file status tapes -~ B

1k valid transaction (] scratch”after creation of

“rth~Cycle

statistical
analysis

’ 15 used in additional | disposition by individual
statistical agency authorizaton * 7
analysis Y A

* Standard Form 115




File Designation

Consisting of

Which are

Then

16

Information retrieval
system master reference

- RS
magnetic media~containg )
data created by the
merging of prior master
file with valid
transaction data to

a cumulative index to
scientific and technical
publications;
bibliographic and other
non record material

.

scratcﬁ after creation
‘of Lth cycle

create a new master file
(including the security
copy tape of data on
disk packs)

4

an index to record material

such as correspondence;
legal hearings and
decisions; patents,
trademarks; and record
copy of publications

disposition b& individual
agency .authorization ¥

18

19

Federal loan and grant
program master file

magnetic media containing
data created by the
merging of prior master
file with valid

cunulative data of funds
made available through
Federally supported
loan and grant programs

-~

scratch after creation
of Lth cycle

transaction data to
create a ney master file
(initial data includes
excerpts from forms
placed in case files)

non cumulative periodic
file of status of
Federal loan and grant
activity

disposition by individual
agency authorization *

rrt,tij ’ g 4 /

21

"Housekeeping systems:
master data file

magnetic media containing
data for such
"Housekeeping systems"

as fiscal accountability,

not required for
General Accounting
Office site

audit

ol udl
~

(;cratch in accordance

with standards applicable
to the equivalent
"hard copy" records

supply management,
payroll administration:

required for General:
Accounting Office site
audit

.6/ o
icratchlln accordance
with General Accounting

Office requirements

¥ gtandard Form 115




File Designation

Consisting of

Which are

Then

ee

23

ol

25

Economic statistics
Master file

magnetic media containing
data created by the
nerging of prior master
file with valid
transaction data to
create a new master file

cumulative data such as
status of banks and
insurance institutions;
production, consumption
and monetary status of
industry and agriculture;
value of foreign
commerce and other
economic indicators
construction of houses
and buildings; motor, rail
and-air travel;
communications including
broadcasting, telephone
and telegraph

(_scratch after creation
of Lth cycle

noncumulative;: used to
prepare reports covering
a limited period of
time

disposition by individual
agency authorization *

A
}
fodd el e

nencumulative recurring
periodic surveys
including wholesale and
consumer price indexes;
annual industry; housing
vacancy and other
economic indicators

disposition not authorized

noricumulative economic
census taken during five
year intervals

disposition not authorized

¥ Standard Form 115




File Designation

Consisting of

Which are

Then

26

27

28

Soclal statistics
Master file

magnetic media containing
data created by the
merging of prior master
file with valid
transaction data to
create a new master file-

cumulative social and
demographic data such as
births, deaths, and
marriages; income taxes
paid; social security
accounts; employment

information; law enforcement,
crime and civil disturbance,
and other social indicators

scratch after creation
of Lth cycle

noncumulative; used to
prepare reporis covering a
limited period of time

P .
ddss itd individual

agency authorization ¥

noncumulative recurring
periodic surveys including
current population
statistics; annual
industry; housing wvacancy;
voter participation;
statistics of income
sample.

<
dispositionTnot authorized

noncumulative
demographic censuses

disposé%ﬂg;~not authorized

% Standard Form 115



File Designation

Consisting of

Which are

Then

30

Natural Resources
Master file

continuously updated
magnetic media containing

data created by the merging

of prior master file with
valid transaction data

to create a new master
file

cumulative data on
characteristics, use
and ownership of
natural resqurces such
as land titles, water,
mineral and timber
resources

R

scratch after creation
of 4th cycle

Master data file

data recorded over time
from one or more sources

relsting to individual
units (persons, places,
things)

bt &
31 noncumulative; used to di -3 y individual
prepare reports covering agency authorization ¥
a limited period of time ' -
32 Iongitudinal studies| magnetic tape containing a series of observations disposition not authorized

¥ Standard Form 115




File Designation

Consisting of

Which are

Then

.33

35

36

37

Scientific data files

magnetic media source

data recordings received
from experimental sensor
instruments for scientific
measurements such as

outer space orbiting
spacecraft, oceanographic
and geophysical phenomena
and medical research
(including analog tape)

converted to raw
data digital magnetic
tape media

(Egatch’éfte meaningful
data has been analyzed

not converted or
converted only in part
to raw data digital
magnetic tape media

scratch after
determination has been
made that the data will
not be converted to raw
data digital magnetic tape
media

magnetic media containing
data created either from
analog magnetic tape or
recorded directly on
magnetic digital tape -

for scientific measurements
of astronomic, outer space,
oceanographic phenomena;
alr and water quality,

and medical research
measurements

held in national data
centers

‘disposition not authorized

not duplicated in
national data centers

disposition by individual
agency authorization *

duplicated in national
data centers

~scratch after deterpginati Ak
is made that data not
required outside && the

data centers

not calibrated or
validated

scratch after subsequent
magnetic tapes containing
the accepted data have
been created and provey
-bo—be satisfactory -

¥ Standard Form 115

s P



File Designation

Consisting of

Which are

Then

39

Surmary data file

magnetic tape containing
aggregates of individual
observations from wvalid
transaction or master
datg file which are
disaggregates of

~ published data

substantially unpublished
such as tapes containing
data that are disclosure
free

disposition by individual
agency authorization *

magnetic tape containing
source output data
extracted from the system
(without destroying the
source tapes)

reproduced and
disseminated as a

 publication or used for

reproducing a printed
~ publication

record copy not
authorized for disposal

used for producing
required printouts of
tabulations, ledgers,
tables, registers

and reports

" scratch after output has

been released and approved

Lo | Publication tape

41 | Print tape

42 | Reformated data
file

L3

magnetic tape containing
essentially duplicate
data from the master
data file but which is
created for use with
other computer hardware
systems

created for the
specific purpose of
information interchange

disposition as provided
for master data tape

of specific application
for agency computer
hardware systems

—
-

Scratch”when determination
is made that such format
is unnecessary

* Standard Form 115




File Designation Consisting of Which are Then
L | Security back up file magnetic tape which is updated Q;;;EEh after creation
identical in format to of Lth cycle
master tape retained as
security in case master
L5 . tape is damaged or a one time study or G;;;ECh or retain in

inadvertently erased’

survey

fccdtdance with
standards for gcratching
of corresponding master
file

L6

Other. agency files

magnetic tape created
by other agenciles

not altered substantially
by the receiving agency

PN ,
scrafch'after determination
is made that retention of
the data is no longer
necessary




PART III

NOTES ¢

Ttem 4. This type of data is differentiated from simple debugging test

data in that the data set is used to exercise all possible data system options
within the complete set of programs. System debugging test data means data
used to debug individual programs or groups of programs prior to final
acceptance testing. It does not have to be retained beyond a convenient time
period. :

Acceptance test data may also be a contractually defined specification or

item in software systems being procured and it or a listing of it may have
to be kept with the contract file. For details in this case, see General

Records Schedule 3, item 4.

In other cases, particularly in systems where accounting for funds is involved,
the files may be required to be kept until a particular version of a system

has been audited and approved by the General Accounting Office. Retention
periods in this case will be in accordance with the specific functional file
in one of the other General Records Schedules, This means that specific
acceptance test data sets might have to be kept for the life of the particular
version of a software system or until all records produced under that system
have been disposed of.

Item 7. Just as the acceptance test data may be required to be kept beyond

its useful life for auditing purposes, programs which processed that data may
also be kept for audit purposes beyond the operational life of the particular
system. Disk packs are relatively expensive for long term storage and there is
usually a back-up copy of the system on magnetic tape. In these cases, the
tape copy of the program together with all relevant documentation may be used
in lieu of the disk pack version. Either source or object versions of the
system may be used for this purpose. )



Part IV

ADP Punched Card and Paper Tape

>
D

File Desdignation

Consisting of

‘Which are

g%

‘

Then

ADP program card files

punched cards containing
common language source
.program data

(source deck)

processed with a processor
or utility program to
produce a machine coded
object program

dispose of individual
cards yhen replace-
ment’ by new ones.
\ﬂestroy program deck
after program has been
removed from system ,
See Note Part III —
em : \
Etm&) MFJ){&Aj

machine punched cards
containing coded machine
language instructions
arranged in proper
sequence (object deck)

read into computer
memory before running

a program to cause the
computer to perform data
processing functions

destroy after successfull
completion of a program
revision or after

related program has been

removed from system
bee Note Part ITII Ite /:Q_

prepunched utility or
processor program card
decks furnished by
computer manufacturers
(systems subroutines

or supplemental programs
written by agency
programmers

provided to assist in
computer operation
"housekeeping' functions

destroy after receipt
and successful use of
new cards from the
manufacturer or pro-
grammer, or 1l year aftex
discontinuance of
program or system

job stream (job stack,
job control) card decks

used to activate

program processing -
modules performingéfi:)
data processing Jjo

destroy individual
cards or sets of cards
when replaced by new
cards and when necessar;
changes (if any) have
been made to appropri-
ate data processing
manual




File Designation

Consisting of

Which are

Then

ADP? program
control cards

punched cards containing
data for program control
generated by the producer

and/or user
d yn T/

(See Note)

pertinent to a specific
run or cycle

destroy individual cards or
sets of cards when replaced
by new cards and when neces-
sary changes (if any) have

been made to appropriate datsg
processing manual

for repetitive use and
are updated by ADP and/
or user

dispose of individual cards
after replacement by new

cards destroy control deck
1l year after program has been
removed from system, or aften
system has been discdéntinued

5

6
@

7

8
®
T =10

ADP source data
cards (or paper .
tape as applicable)

punched cards or paper tape
containing data abstracted
from source documents and
used for conversion to
magnetic tape or processing
on (EAM) electric account-
ing machine equipment
created after January 1,
1970

retained by ADP
operational elements

as backup to magnetic tape
or disk

'fat?fz/back up

destroy when related magnetiq
file has been proved/(/"“\\
satisfactory and has grand-

)

FEAM output listings and
reports

‘being converted to magnetic

dispose after 180 days if
used in processing without

tape

on - tape

destroy after verification
of data on related magnetic
tape

punchied cards that have
source data entered
directly on them; with
film inserts; with written
information

source documents

dispose of in accordance
with instructions appli-
cable to non-card (hard
copy) files documenting
same transaction or case

i



-

PART IV.  ADP Punched Card and Paper Tape

NOTES:

Ttems 5 and 6. These items refer to parameter cards associated with the
execution of various options of operational progzams. These things

include date cards, periodic (monthly or quarterly) options executed

only occasionally and queries to information retrieval systems. They do
not include card decks for generalized interpreter systems used with
computer simulation software packages such as SIMSCRIPT, GPSS, DYNAMO,

and similar systems. These decks have the status of program source decks.
Similarly, all except report generation decks in file management systems
are considered to be source program decks and should be retained or
destroyed in accordance with the criteria of Items 5 through 7 of Part IIT.



DRATT JULY 1971

DATA AUTOMATTION PROGRAM RECORDS -~ CGENERAL RECORDS SCHEDULE NO. 20

‘art I Data Automation Planning and Operational Records

Covering documentation relating to objectives, concepts, policies, and plans providing
overall aspects of ‘data automation data needs and systems design of management supporting

systems and operational supporting systems, including equipment selection and statistics.

File Designation

Consisting of

Which are

Then

1 ‘Elanning documents

¢

master plan, feasibility sbudies
with associated charts and
diagrams, supporting data that
reflect on the characteristics
of the data automation activity

graphic, narrative and
tabular information
relating to the present

- and/or planned ADP come
pogition and requirements
of the data automation
activity

disposal not
authorized

\Y]

3

Program management

development of plans, poiicy,
and procedures governing the
conversion to electrical
machiine operations and the
supervision, control,
coordination, and operation
of the mechanization program

maintained at policy
determination level

disposal not
authorized

i
3 ‘Tardware selecction

agency reguirements, specifications
for hardware, software, and support
capabilities of vendors of complete
installations or of major peripheral
equipment

selection criteria for
procurements in the
establishment or modificatior
of an ADP installation

dispoge 2 years
after gpecific
configuration of
equipment is
discontinued

Standardization

data elenments and codes;
standardization requests
and Justification for all
data systems

promulgated Federal or
national (except record
copies at Natianal Bureau
of Standaxds.)

dispose when-
superseded or
obsolete

—t

other standards eg.

developed by agency

disposal not
authorized

! i


http:coor-d.i.na

File Designation Consisting of Which are Then
6 Utilization and Maintenance forms or cards which equipment used for dally management ||dispose after
operators complete relative to of operations 3 years
N machine use, nonuse, Or Maine —
’ tenance
7 daily detail cards, intermediate | used for daily management !dispose after
surmary decks, related magnetic of operations 90 days
. tape files and machine listings
8 monthly summary of cost card decks, magnetic tape jdispose after
and utilization reports files and machine !3 years
listings -
9 Accountebility documents concerning the original records dispose 2 years
management of ADPE equipment maintained at data following the date
processing installation equipment is dis-
continued
s s} - . - - |
10 requirements for cards, paper d;spose after
and magnetic tape reels and , 1 year
4 inventory of ADPE supplics
1 .t o
" contractor's invoices for dispose after
i rental and other charges - 3 years
| incurred for use of ADPE
a
12 Magnetic tape library library transaction records card decks and magnetlc dispose whem—the
control records tape files ' }tﬂupdate cycle, T=y
creedred
—— | - t
13 machine listings dispose after 90 /

days

Transacoion slips

81830%@ a ter 90
Ny en 1

longer neeued



PART T

NOTES::

{
1

tem 13: Machine listings of library traansactions are often produced daily.
Quite often, the transaction listings provide audit trails of the last

recording made on a specific reel and mzy be useful in retrieving a lost file

or in determining how a file may have been inadvertently scratched. Accordingly,
some installations keep some copies of these listings for as long as one year.

Ttem 1Lk: Transaction slips for military classified or other sensitive records
have longer retention periods. These retention pericds are generally specified
as a matter of agency policy or regulation.



-

Part II Documentation Required for Servicing Machine Readable Records

’

Documentation covering the organized series of descriptive documents relating to all aspects

of system development and operation.

These include system planning documents, ADP systems

specifications, application program manuals, systems operating instructions and various

management ailds.

File Designation

Consisting of

Which are

Then

}__!

specific data systems
planning records

documents containing definition of
the system including the system

objectiwv S}%W&4h«bhdu¢¢onqut
reoues’%" ‘/’é‘c {25HE directives,

at departmental level
headquarters

Disposal not authorized/
4%view after 5 years. .:

\

L,
years after

2 sourceAdata, detailed studies supplementary files
reflecting advantages and dis- at ADP unit level final .action_.
advantages of alternate solutions; '
equipment requirements, tangible ’
benefits; output requirements and
schedule for completion
© N .
3 system test system test specifications; test approved system ég;;;§;ﬁ?ﬁ;:;r: after
: documentation runs, machine listings of test discontinuance of the
data, test results system
L disapproved paepuses [destroy 1 year. after

system

systems design
specifications

documents which contain operating
procedures for implementation of

a specific data system, including
policles, instructions, details

for systems for which
related magnetic ftape
data is authorized for

] b&:&-ﬁl‘l&g—,«W

'Dispose of at time

final action

final mag. tape records

«produced by system have]

bccn.blagﬁgéwwcywdﬁﬁﬁzf

of computer technique, logic charts
input/output document flow data

Tor systems for which
the related magnetic
tape data is not
authorized for
blanking

retain with the related
magnetic tape

i
t




File Designation

~

Consisting of

Which are

Then

7

File(s) specifications

narrative description of
the source and functional
characteristics of the
file(s), a definition of

for system the related magnetic
tape data is authorized for
blanking

Dispose ¢f at time
final mag. tape records
produced by system have
been blanked.

the content of each record
in terms of the relative
position name, length, and
type of each data element in
a field (run layout)
explanation of the coding
system and a cross reference
code manual of every code
used together with all their
values

for system the related magnetic
tape data is not authorized for
blanking

retain with the related
magnetic tape
t

0

N

\\inpﬁ% specifications

detailed description of each
transaction that generated
some actlivity in the system
in the form they appear at
the time they enter the come
puter system; identification
title, recording media,
purpose, frequency, volume
and source; detailed descrip-
tion of the contents of each
imput to the basilc record
file and & graphic illustra-
tion of' each.

for system the related magnetic
tape data is authorized for
blanking

Dispose e&f at time
final mag. tape records
produced by system have
bcen blanked.

for system the related magnetic
tape data is not authorized for
blanking

retain with the related
magnetic tapec

7

t

W g o e
) //.Aﬂw Cosuafit

‘4W



[ile Designation

Consisting of

Which are

Then -

11

Output (Report Forms)
specifications

detailed description of
products of the system
that are to be used outside
the computer center

a listing of the out-~
puts by sequence, name, 4
media, purpose, frequenc
volume and distribution;
a detalled record de-
scription; samples of
output in the form of
layouts_or copieg, keyed
to names numberéfln the
utput I!sulngs ’

#| either obslescence,

dispose on termina-
tion of system by

update or discon-

tinuance E ,
1

L4

FJ

no

Application program
manual

documents reflecting the
latest information for a
general description of the
function, use and method-
ology of the program

a description of input,
files, and output; source
and object Qode listings,
flow diagrams showing the
logic of the program;
description of }as%xﬁzgf%g1
output messages; coding in-
formation} test plan, and
program test;and operating
instruction

dispose on termina-
tion of system by
either obsolescence,
update or discone

tinuance
L . ;

User guides

information used in train-
ing or explaining overall
system

handbocks, guides to data
avallability,Drocedures for
querying fiT

retain with systems
specifiication

& L2 4 5\44 =
W —
L4)6v49 . 25; 412»42u/

el p” oot

7WV 5//&”
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File D_sipnation

Consisting oi‘/’

Which are

Then

14

System operating
procedures

user oriente
to prepare imput data’ ez
Cor control of outpuu
repexrhs:
anq f’procesoln
the”*computer <
»

instructions™
‘magnetic tape data is

for systems the related

authorized for disposi~
tion

2z N
Dispose a%—the time <
magnetic tape reels are

blaﬁkﬁé??¢5v1n§%=ﬁia;;7

-t

ation
g work Sgihﬂ

ror systems the related
magnetic ‘tape data’is
to be retained

retain with file (systems)
specifications, -

Report

printed final report .
containing the statistical
tabulation and an analysis

~of the findings of a study
or survey, including a '
narxatlvd,descrlptlon of
methodology employed

—
for systeﬂ&@he related
magnetic tape data is

to be re aine

DL
431672u¢759——7Z;,a?ztozz;

i

retain 1 copy of the
printed report with
related file specification

sam&deposition as file
specification = ItemyT#B

T
¢
1



Part IIT

Magnetic Media

The term '"magnetic media" refers to tape (analcg, digital), drums, disks, disk packs,
data cells, and other devices which store data magnetically '

File designation

Consisting of

Which sre

Then

1 Scratch tape
(blank tape)

temporary magnetic tape used by

the console operators or tape
handlers to facilitate genera
compuber runs such as sort an
merge rulls

1
a

not included in a tape
library control or files
vhose retention dates
have expired, or new tape

available for immediste use
Or reusc 7

’

. T_‘est tape magnetic tape used in testing used by programmer for scratch. after system has
~ a proposed system individual run testing been accepted or dis-
and nct under library continued, whichever is
i control sooner

3 system debugging test
data )

L system acceptance test { SEE NOTE BELOW,
data —

5 Program tape tapes (disk packs) containing Updated scratch after 3rd update

or disk pack

sequence of instructions
required to acccmplish the
processing of data or solving
a problem

the last update of
specific EDP application 1
used in a terminated
system

ngaté% after agency has ex=-
I

1austed its use of the
tape

required in Audit Trail

scratch in accordance with
GAO guide lines for
specific functional appli-

cation (SEE NOTE)

1} .

\
!
|



http:magnet.Lc

File designation

Consisting of

Which are -

Then

10

Raw data input

magnetic tapes containing data
abstracted from source docu=
ments or other media and entered
into the system for the first
time

used- for g/e&?];lnput

fer—update Wx:. sting”
program and” afl TFequired
to support Feconstruction
of master file-

»

scratch lst gen-
eration data
upon successful
completion of
Lth processing
machine pass

not required to support
reconstruction of master
Tile and/or used as input
for a one-time study or
survey

scratch after raw
data 1s processed
into final data
and proved to be
satisfactory

offictally designated to
replace or serve as the
basic source data in lieu
of the "hard copy" or
other input source
document

seratch in accor-
dance with in-
structioris appli=
cable to the "hard
copy" or other
files documenting
the same process,
transaction or
case




File Designation

Consisting of

Which are

Then

Working tape
Input/Output

magnetic tape coantalning
output or control within

or from one run to a sub-
sequent run which manipulate,
sort snd/or move data thru
the systems, Includes
checkpoint, edit, correction,
reject list, unmatched data
eliminating error, rerun tapes

used in an updated
system

scratch after subsequent
magnetic tapes which
contain the accepted
detail data have been
created and proven to
be satisfactory

-

used in a one time
study or survey

LN

isfactory | a el

scratch after master date
tage hes—beenspasved e
e S/

1k

Valid Transaction

magnetic tapes containing
valid file of items used
with a Master data tape
input file for creation
of Master data tape output
file

partially wvalid
transaction after
all outstanding
items are -liqui-
dated from current
status tapes

scratch after creation of
Lth cycle :

valid transaction
after cumulative
final Master tape
is prepared and
determined successw
Tful and there is no
necessity for

scratch after creation of
Lth cycle

statistical
analysis

. 15 used in additional | disposition by individual
statistical agency authorizaton * 041
analysis

¥ Standard Form 115
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FFile Designation

Consisting of

Yhich are

Then

Information retrieval
system master reference

magnetic media containg
data created by the
merging of prior master
file with valid
transaction data to

a cumulative index to
scientific and technical
publications;
bibliographic and other
non record material

scratch after creation
of Lth cycle

create a new master file
(including the security
copy tape of data on
disk packs)

an index to record material
such as correspondence;
legal hearings and
declsions; patents,
trademarks; and record
copy of publications

disposition by individual
agency authorization *

7R

18

19

Federal loan and grant
program master file

magnetic media containing
data created by the
merging of prior master
file with wvalid

cunulative data of funds
made available through
Federally supported

loan and grant programs

scratch after creation
of Lth cycle

transaction data to
create a new master file
(initial data includes
excerpts from forms
placed in case files)

non cumilative periodic
file of status of
T'ederal loan and grant
activity

disposition by individuai
agency authorization *

.

21

"Housekeeping systems:
master data file

magnetic media containing
data for such
"Housekeeping systems"

as fiscal accountability,

not reguired for
General Accounting
Office site

audit

scratch in accordance
with standards applicable
to the equivalent

"hard copy'" records

supply management,
payroll administration

required for General
Accounting Office site
audit

scratch in accordance
with General Accounting
Office requirements

|

% Standard Form 115

4
i

i




File Designation

.Consisting of

Which are

Then

22

23

2L

25

Economic statistics
Master file

magnetic media containing
data created by the
nmerging of prior master
file with valid-
transaction data to
create a new master file

cumulative data such as
status of banks and
insurance institutions;
production, consumption
and monetary status of
industry and agriculture;
value of foreign
commerce and other
economic indicators
construction of houses
and buildings; motor, rail
and air travel;
communications including
broadcasting, telephone
and telegraph

scratch after creation
of Uth cyele

” :

6/r¢oﬁg> .

noncumulative; used to
prepare reports covering
a limited period of
tine

disposition by individual
agency authorization *

noncumulative recurring
periodic surveys
including wholesale and
consumer price indexes;
annual industry; housing
vacancy and other
economic indicators

disposition not authorized

noncumulative economic
census taken during five
year intervals

disposition not authorized

'

% Standard Form 115
{

| N




Iile Designation

Consisting of

Which are

Then

27

28

Social statistics
Master file

magnetic media contailning
data created by the
merging of prior master
file with wvalid
transaction data to
create a new master file

curiulative social and
demeographic data such as’)
births, deaths, and
rriages; income taxes
paid; social security
accounts; employment

crime and civil disturbance,
and other social indicators

information; law enforcement,

scratell after creation
of Lth cycle

noncumiiative; used to
prepare reports covering a
limited period of time

disposition by individual
agency authorization ¥

noncumulative recurring
periodic surveys including
current population
statistics; annual
industry; housing vacancys;
voter participation;
statistics of income
sample.

disposition not authorized

noncumulative
demographic censuses

disposition not authorized

¥ Standard Form 115




I'ile Designation

? Consisting of

Which are

Then

Natural Resources
Master file

contlinuously updated

‘magnetic media contalning
data created by the irerging
of prior master file with

valid transaction data
to create a new master
file

cumulative data on
characteristics, use
and ownership of
natural resources such
as land titles, water,
mineral and timber
TesCuUrcees

scratch after creation
of 4th cycle

X

31 noncumulative; used to disposiedon by individual
prepare reports covering agency authorization *
a limited period of time

32 | Longitudinal studiesi magnetic tape containing a series of obscrvations dispos##th not authorized

Master data file

data recorded over time
from one or more sources

relating to individual
units (persons, places,
things)

¥ Standard Form 115 \
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File Designation

Consisting of

¥Which are

Then

S,

w
w

3k

35

36

(U]
co

Scientific data files

magnetic media source
data recordings received
from experimental sensor
instruments for scientific
measurements such as

outer space orbiting
spacecraft, oceanographic
and geophysical phenomena
and medical research
(including analog tape)

converted to raw
data digital magnetic
tape media

scratch after meaningful
data has been analyzed

not converted or
converted only in part
to raw data digital
magnetic tape media

scratch after
determination has been
made that the dabta will
not be converted to raw
data digital magnetic tape
media

magnetic media contalning
data created either frcm
analog magnetic tape or
recorded directly on
magnetic digital tape

for scilentific measurements
of astronomic, outer space,
oceanographic phenomena;
air and water quality,

and medical research
measurements

held in national data
centers

disposition not authorized

not duplicated in
national data centers

disposition by individual
agency authorization ¥

duplicated in national
data centers

scratch after determination
is made that data is not
required outside of the
data centers

not calibrated or
validated

scratch after subsequent
magnetic tapes containing
the accepted data have
been created and proven
to be satisfactory

¥ Standard Form 115




File Designation

Consisting of

Which are

Then

39

Summary data file

magnetic tape containing
aggregates of individual
observations {rom valid
transaction or master
data file which are
disaggregates of
published data

substantially unpublished
such as ‘tapes containing
data that are disclosure
free

disposition by individual
agency authorization ¥

4O } Publication tape magnetic tape containing reproduced and record copy not
source output data disseminated as a authorized for disposal
extracted from the system publication or used for
(without destroying the reproducing a printed
source tapes) publication
L1 | Print tape used for producing scratch after output has
reguired printouts of been released and approved
tabulations, ledgers,
tables, registers
and reports
42 | Reformated data magnetic tape containing created for the disposition as provided
file egsentially duplicate specific purpose of for master data tape
! data from the master irformation interchange
. data file but which is
L3 crcated for use with of specific application scratch when determination
other computer hardware for agency computer is made that such format
systems hardware systems is unnecessary

¥ Standard Form 115
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File Designation

Consisting of

Which are

Then

b5

Security back up file

magnetic tape which is
identical in format to
master tape retainecd as
security in case master
tape is damaged or
inadvertently erased

updated

scratch after creation
of Uth cycle

a one time study or
survey

scratch or retain in
accordance with
standards for scratching
of corresponding master
file :

L6

ther agency files

magnetic tape created
by other agencies

not -altered substantially
by the receiving agency

scratch after determination
1s made that retention of
the data 1s no longer
necegsary -




PART III

NOTES :

Items 3 and 4. This type of data is differentiated from simple debugging
test data in that the data set is used to exercise all possible data system
options within the complete set of programs. System debugging test data
means data used to debug individual programs or groups of programs prior

to final acceptance tesving. It must be retained until the related program
is discontinued. ~—— e ST
Acceptance test data may also be & contractually defined specification or
item in software systems being procured and it or a listing of it may have
to be kept with the cotract file. PFor details in this case, see General
Records Schedule 3, item L.

In other cases, particularly in systems where accounting for funds is involved,
the files may be required to be kept until a particular version of a system
has been audited and approved by the General Accounting Office. Retention
pericds in this case will be in accordance with the specific funciional file

in one of the other General Records Schedules. This means that specific
acceptance test data sets might have to be kept for the life of the particular
version of a software system or until all records produced under that system
have been disposed of.

Item 7. Just as the acceptance test data may be required to be kept beyond
its useful life for auditing purposes, programs which processed that data may
also be kept for audit purposes beyond the operational life of the particular
system. Disk packs are relatively expensive for long term storage and there
is usually a back-up copy of the system on magnetic tape. In these cases, the
tape copy of the program together with all relevant documentation may be used
in lieu of the disk pack version, Either source or object versions of the
system may be used for this purpose.



Part IV ADP Punched Card and Paper Tape

File Desgignation

Consisting of

Which are

Then

)

ADP program card files

punched cards containing
common langusge scurce
program data

(source deck)

processed with a processor
or utility program to
produce a machine coded
object program

dispose of individual
cards when replace-~
ment by new ones.
destroy program deck
after program has been
cemoved from system
See Note Part IIT
Ttem 1 ‘ ‘ A

machine punched cards
containing coded machine
language instructions
arranged in proper
sequence (object deck)

read into computer
memory before running

a program to cause the
computer to perform data
processing functions QS*

.

]

destroy after successfull

completion of a program

revision or after

related program has been
~- removed from system

See Note Part III Item 1

prepunched utllity or
procassor program card
decks furnished by
computer manufacturers
(systems subroutines

or supplemental programs
written by agency
programmers

T

provided to assist in
computer operation
"housekeeping' functions

destroy after receipt
and succegssful use of
new cards from the
manufacturer or pro-
grammer, or 1 year after]
discontinuance of
program Or system

job stream (job stack,
job control) card decks

used to activate
program processing
modules performing a
data processing job

destroy individusl
cards or sets of cards
when replaced by new
cards and when necessary
changes (if any) have
been made to'appropri-
ate data processing
manual




1 File Designation

Consisting of

k]

Which are

Then

ADP program
control cards

punched cards contalning
data for program control

~generated by the producer

and/or user
(See Note)

pertinent to a specific
run or cycle

degtroy individual cards or
sets of cards when replaced
by new cards and when neces-
sary changes (if any) have

been made to appropriate datel
processing manual

for repetitive use and
are updated by ADP and/
or user

dispose of individual cards
after replacement by new
cards destroy control deck

1 year after program has been
removed from system, or after
system has been discontinued

7

O

+ 10

ADP source data
cards (or paper
tape as applicable)

punched cards or paper tape
contalning data abstracted
from source documents and
used for conversion to
magnetic tape or processing
on (EAM) electric account-
ing machine equipment
created after Januvary 1,

1970

retained by ADP
operational elements

as backup to magnetic tape
or disk

\

déstroy when relatéed magnetid
file has been proved
satisfactory and has grand-
father back up

j BAM outpuv listvings and

reports

dispose after 180 days if
used in processing without
being converted to magnetic
tape

on tape

destroy after verification
of data on related magnetic
lape

punched cards that have
source data entered
directly on them; with
film inserts; with written
information

source documents

dispose of in accordance
with instructions appli-
cable to non-card (hard
copy) files documenting
sane transaction or case

g
¢



PART IV. ADP Punched Card and Paper Tape

NOTES:

Ttems 5 ard 6. These items refer to parameter cards associated with the
execution of various options of operational progwams. These wxisess
include date cards, periodic (monthly or gquarterly) options executed

only occasicnally and queries to information retrieval systems. They do
not include card-decks for generalized interpreter systems used with
computer simulation softwaggo ckages such as SIMSCRIPT, GPSS, DYNAMO,

and similar systems. Thesé decks“-have the siatus of program source decks.
Similarly, all except repof% generation decks in file management systems
are considered to pe source preogram decks and should be retained or
destroyed in accordance with the criteria of TItems 5 through 7 of Part III.



PART V. PROGESURHF—ANALYSIS OF DATA PROCESSING SYSTEMS, -~ GUIDELINES
FOR APPRATSING FILES AND DATA SETS FOR PERMANLNT RETENTION

}( Introduction

This section is a guide ,to ADP systems enalysts, records officers

and archivists, for determining the nature of data files (also “
called dats sets) generated by computers. eFactors which influence
the selection of specific data files for permanent revention in

machine readable form (c e magnetic tape)
are indicated and explalned here.

In examining a variety of documentation files for different ADP

systems, substantial dlffgfences were found in the usage of tech-

nical terms between agencies, and in some cases, within agencies.

These differences are being resolved by several vocabulary

standardization groups, ameng them Federal Information Processing

(FIP) task Group 5 and its successors and the American National

Standards Institute (ANSI) X.3.5 Committee on Vocabulary. However,

the definitions ir the vocabulary have not been standardized to the

extent that Tlow chart symbols have been in ANST Standard X3.12-1968,

Flowchart Symbols and Their Useage in Information Processing.

= . S I R0G Ly s ol s

Accordingly, betser—guidence—for—sppredsing data files can-usually be

ackmmesrec~ by studying the high-level system flow charts in addition to

the narrative description found in the system docunientation files,

The system files are enumerated and described in Part II of the schedule.

This sectien—lras—been—writter—based-oi~bhe~faeb—thatbdstuedtyr—ald

Automatic—beta—ProTessing ~systens—are—conpesed-oi~a-shnall-nuber-ofasic.

precedure—types—connected~itr-sequarices—that~can ~be~-cailed-medules. The

% following sections organized around a small number of
za~protétypreal fiow charts 1nto‘32Ech almost ‘21l existing ADP systems can

be resolved. A swmdld- glossary is appended to this section to cover most

of the commonly used terms and synonyms found in both the charts and

narrative descriptions.

/_@fLﬂ$he Elemenss of Data Processing Systems

Data processing systems are composed of four basic elements. These are
hardware, software, people-ware and data files. The hardware consists of
the central processing unit and all cf its peripheral devices aﬁdzﬁegggging
g@@ifg? The software consists of the machine instructions which direct the ¢
hardware to perform the processing. People-ware is listed in Parts I and
IT and consists of specifications, hard-copy-decumentation and user manuals
for all personnel involved in running a system. The data files themselves
are listed and described inm Part ITI. Appraiszl criteria for them will
constitute the bulk of sections 3 and 4, below.

‘ ;o (e A 7
pph Ayt e 2
mm 2 rrsln—g
/[eu;, /N/"'DW-&' .
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é%?l Hardwafe

For records retention purposes, the main problem‘hardware presents 1is (
the-one-of compatability and obsolescence. Computer hardware and |
recording media are still undergoing relatively rapid evolution and

this presents a problem in[gﬁj@mpting tofind equipment which can
successfully read some older machine -readable files. Files to be
permanently retained may have to be periodically recopied onto newer

media or totally converted in format and most other physical characteristics.
Since costs for this type of work are g¢ei#d declining, this situation presents
no undue burden to the holder of this data. In general, the property value
and conversion costs of mechine readable records are less than one-tenth

of one percent of the data collection and editing costs of the information
recorded on it. Upem—consultatiom, the Office of the National Archlve%,

e National Archives and Records Serviceg will fu&%mﬁﬁbiuma,paapar,qu,zﬁhh,ﬁ(
procedures and technlqueg needed for the physical preservation of the

rquaging—meé&um beyond its record content /¢;‘: )nA;czﬁvfcxa‘h
WMM 2 L s
4.2 Software

WW@%W’%%
This is divided into two main tyge e first is systems Software This™
WS, is furnished by the computer manuf CtUI‘:I‘ and is concerned primarily with
efficient and accurate operation of the central computer and all the perip-
herzl devices attached to it. In general, this type of software is not
related to any specific record or file within an ADP system beyond specialized
.— cecntrol characters of data elements mixed in,with the record content of =
P ~ file. It wquld,—therefore. _almgst-never~have*aﬁ§~§£rmaq;nt value &ert—in
a v its own right. Subclasses of system software whdedr=irave IITTIC"permanent
N valpemra=ealed utility, sorts, merges and compiler software.
2~ L .
Application software consists of computer programs which-are orlented towards
the processing of data on specific files. ILvIT sy -either -written
by empleyees—of--the_installation.cr—procured_to.work-cn—specific~data_sels,
The retention value of application software Sewextrcuely—raridodes

In some cases, software must be kept regardliess of its fO{Ebfo” auditinge
purposes. If the software. has_bgen written in machine language, it ZEZQ;QEfﬁz
generally not executable on snother computer and, therefore, .
ermaweTtIT~reboinedr There—is-a-capability-en<bome compuuers te emuld+e
* programs written for other computers, but this,is generally a tempo*ary
expedient, useful for only a few years in par} ar instellations.
‘ . o
An exception is application software written in one of the standardized
machine independent progremming languages. COBOL, FORTRAN, and PL-1 are
the three most widely used such languages. In most cases, application
software written in these langusges may be considered for retention along
with the files. FHowever, only a small porticn of the total software
written for an application need really be retained permanently. For
example, a file that has been closed off and covers a specific period of
time will not be updated. Therefore, the update software is unlikely to
be ever required again and can be safely destroyed.



v

POTI

If the file is a large complex data base designed Lo service many inguiries,
retenticn of this portion ¢f the software mey be warranted. However,

much gocd query software is available to handle the prcblems of file
inguiry. Therefore, retention of this software is less important than
retention of user documentaticn described in section 2.3, below.

The final class of software whieh may have permanent value is that used
in computer simulation work. There are several software systems wiich
have been used in pollcy formulation and evalvation work for high <level
management in agencies. The three best known such software systems are
SIMSCRIPT, DYNAMO and GPSS (Ceneral Purpose Systems Slmulator. Like
COBOL and FORTRAN, these sysctems are availlable for most vonmutprs orm=tire-

-~ marketT—Ft—te—edsme likely tn&é—%hey—wiiﬂ-ﬁuxﬂﬁm%ﬁﬁ Lo be available for the [/,
forseeable future. Whav—xs imporse—e<—to—ggve=inlstuch applications ax @ thé
source programs d@cKs.' The ?Eﬁlcy alternatlives énd myuch of the information
on a project S eaC s 215, ek (R AT d@tks-anﬁmﬁhsy,oftep constitute records
of intwinsic=value for historical purposes. Economic and financial pro-
jection models and war game scftware are typical examples.

[ -

?ﬁ3 People-ware

. . o) o .
1 - wide variety of hard-copy documentation“is—preduced—d ata processing
systems. People-ware is that documentation required by the personnel
involved in the design, development, operation and maintenance of ADP
systems. The files are listed in parts I and IT of thig schedule. Of
interest in this section are primarily those files required for the direct
serving of files declared permanent.

b

The basic concept to graép in data processing is that the record constitutes
"a representation of an event and not the event itself. As such, the rep-
resentation or record may have been recorded by a sensor (as in scientific
measurement) or may have been transcribed and encoded from some other
document or document group -as in all transaction reporting. In edbher
case, a reséafeher needs to know what kindsof transformations occurred
between the aetmesl event and its representation:on-megaetictGepe. This

. EkEnowiedge is in the documentation described in part IT of this schedule.

-

"”)
For EXample, most housekeeping systems usuallypencode ev;;;\}u51 zlaborate
code tables rather than narrative fields on the recordx A payroll system
may have dozens of deduction code pOSS’bl] T2 ad=number
dr of pay plans. Typical cocdes would représent bond deductions, local tax
rates for states and municipalities, bond and charity deductions, overtime
and prenmium snift differential rates, etc.  In scieptifi orﬂ, usually

instrument s are read‘ﬁgrmepresen%{pﬁﬁsfﬁa! phendn ?ggriaeéiy
ocaurring. 2 g then Prorepr78n sty

n
Fach time a transaction is =sncoded orpinstrument reading is made, there is The

a possibility of aw error or distortionh%akiugiﬁ&ﬁcc TrtNE- process™ The
/’/errord thes mey be sdmpde random,ceewrerces such as,digit trans-

. position by keypunch operators or transcrlbers or7éystemat1b becau"e~of'
< V/- seme bias in the recording instrument or obqervar In general, the scientist

_3_

Yt
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. attempts to calibrate his instruments andsdjustijinstrum
for -ekirer known factors, s#@ the systems accountant devise
checks, batch totals.dnd clerical training programs to as

recording ef—iriz oTtT.

The preceding documentation requirements are met by retal
and input specifications (items 7 through 10 of part TI)

ent readings
g consistency
sure "accurate" ofed <—

.

ning the file
along with Llhe

final version of the tape file.
guality and cocverage of the file

They tell a future user
and,for those with much

of the probable
encoding, the
the bias and

meaning of all of the descriptive &ﬁ%a fields along with
judgement that went into transcribing a record of an event in%gfglcp%edlpT ment,
"Some portions of system operating procedures and user guides'are also fuseful
for later reference wor These are particularly important if the scftware

_-, 1is not to be accessioned inesmuch as the kinds of queries to a file anc the

'3

~ managerial uses of the repcrt products can be determined with them.
‘9‘{':& .lrlx{ 7

L~Data Processing Systems Flow Charts and Their Use in File Appraisal

abdréi\/?vﬁflffai;fyi
Aégta in ADP systems gees-Through-a series of runs on the computer in

addition to severasl manual processes before pezmaﬁeﬁ%&y,rgsiding\in a
file as a correct record sh=sems=smzL: This section illustrates “RSswest
typical Torms of the flow charts dn—tRtmagorrerrormsrerestiyrse Data
processing epplicatiogs can be divide%bintgdg n&}pqin* and one-time systens.
Most agency housekecping bssee systemns ﬁg&éﬂin%a*%ﬁGQEZQQﬁrmea%egory; most
surveys simulation projects and census surveys fallidbebEeedatter, ao M T
. TP Aot e b AB A T T
. Real-tine systems are usually foupd=Tr houeekseping tywe applications of
- the continuing type. They differ from batch type ADP systems primarily
in the manner in which input and updating occurs. ?ngsumggf fﬁypevgggogﬁiiﬁ%ﬂ
systems are identical with batch processing systems. TS 2 Leat Téal time ¥
master files Smemmddbmespmblosasre Usually backed up(ﬁi tapé~a§§£3 at periodic
intervelsy. Both the transaction and master files arcit¥snscribed onto tape
as backup! peric@ifal X -to allow for quick recovery of “operations should the
equipment\éﬁﬁfféazgtion fail. Appraisal of these files is identical to that
of batch processing systems.

As protection against loss real time maste
periodic intervals, backed up byfftape dumpss), Likewise, to allow
for quick recovery of pperations" d--thé equipment configuration
fail, trangaction and master files are periodtcally transcribed

onto tape. These files are appraised in the same way that B batch
processing systems are.

iles are usually, at

& e,

Phage pol
foow s VRl \

Source Data Conversion

Several -methods can-be used-to convert datasto machine ;
Formerly, therc was a t¥amscripsion phase—from the raw forms themselves
onto transcript sheets. These were t Reypynched, converted to magnetic
tape and then machine processed. Mexefecen S the use of turnaround
documentigor direct input to computers through terminals. £E§ real time

. fary
RN

readable form: = {1
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GENERAL SERVICES ALV STRATICN BATL TP
OFFICE OF ELMANUCE AND SOMIMISTRATION Page 1
ADP DIAGK NGFRGai D g HARTIRG FOTA . of 2
TITLE(S) i : e TYPE &f CHART CODE NO.
-GENERALIZED INPUT UFDATE (1)
Event
or
3 Tmn;cciion
A\
N [ ———"
-~ N
; - .
i) i3 . / \
Source 1 Keyboard
Document Términal
: :Device l
MECHANICAL | ‘ /
CORVERSION \
:lo'lz i
. Deck
Raw Data - ’
i Inpui File
(Disk)
o
Manufaciyier
, : Softwrre:
Subsidiar ) EDIT P Application
Master Fi)l’es & — o PHASE Fiod . Programs
Code Tables SORTS AND A
I VALIDITY CHECKS
\\J Error
‘ Listing -
Fartially '
Valid — ,{‘—
Transac— & - -
tions { ] @
GSA WASH DC 64.6156 - 5 _ . GSA OE$R“643 965A
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.~ “number, j, At T
_ .

3.1.2

Ey T
- M % W x£((}3 SiRRg '7 K
éh/fvﬂ ¢ iﬂgtﬁkﬁ;»ngiffi’ZQ
ms»""‘"‘ﬂw ,vt!v;,x ‘?\a\ (7
systems, transactions are handled #Fom beglmwring to end,individually.
In batch processing, they are hfndled in groups or "batches. 45—:f

Closely interwoven with the mEﬂkan*caT conversion process is the data ., =
. 3 . v A
control function, IL ¥&% batch control Lnt315 and @p®h pre-

liminary editing is performed, Depending upon the Tature of the source

document used to create the inmut, 2 varying amount of manual edwtlng,,mgggj

is performed.?# One-time survey forns with a great deal of na fratﬂve'“’V =
data may require’ “several minutes for a single sheet(at GRe exdreme

At the other extreme in sditing.per-decsment. magnetic 3 1nk“&hecksAth ﬂ‘fj
only the coded amcunt transcribed and only the dollar amount and|batch

counts are complted in editing C L ~,<f;“4Ec/ g
l o~ ‘”/

@e typical sequence, uh%? iz as shown on the flTSt«P4 dlagram. A

manual handliing phase is follo”ﬂd by a conversion and} s validity

checks perform;d by machine /Wﬁhnaal.correctlop i's done by tkeé&“Source document
hendtime—Wrok EQrmsgk%zj?zgzggkwhp mechanical Pnﬂvem§logbused a keypunch
and caﬁarﬁb~tape sequence oday, varigus kind g;ggrect entry @evices such
| as key-to-tape or key-to-disc devices ate 5seé Breer, the theory thal the

N

sooner an error is discovered, the cheaper it is to correct, many systems
now combine-much—of the machiég‘edlu and transcription phaqeg Either a
mlnlcompute is used to perform format editing or the main computer is used
tofperform this plus certein data-element validity ohet?skéuch as account

H
~F

However many steps and cycles occur in the processgﬁgge end product is

The end-product, no matter how many steps or cyles it has gone through,
g X AP XRXAE nkaxkzpm is most often referred to as

¥raw data tape (1ess often used terms include unsorted transactions,

partially edited transactions, or sorted preliminary update file).

Raw data tapes, because they eontain erroneous and duplicate records,
are seldom mf considered permanently valuable.

I1ie. suc SOle other Usage is for system test data or some simple trans-
action couating for real-time system workload studies.

Edit FPhase-3orts and Validity Checks Fors, Mﬂwﬂmﬂﬁg?f¢4;caaz

Many tapes with records of temporary value are produced here Anoth

common deqlvnatlon for tapes at this stage is work tapes. This phase

for module processes transaction files against various editing and

“YValidation criteria. These criteria may be found in a computer program,

such as a taeble of valid transaction codes or in a subsidiary master file,

such as valid account numbers or a name and addresgss file. Other common

checks performed here are for mumeric characters in quantity fields, transaction
batch totals, transaction counts and consistency checks. :

~

The output of such a phase.is a flle of partially validated transactions.
Two methods are used in handling errors at this time. .Jﬁ’gpe,Flnvalld

e, - N ” i
- - .
sttt S5 >
e - %\ :
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transaction items are diebed on a printer zlong with the error indica- ,
tors for irmediate correction on 2 batch basis, -FBrotirer—sysbems,. [/t 11
erroneous records,ava—ee&ed’to indicate the presence of certain
errors, bht are-not delefed}fTOﬂ the transaction file, Instead, *‘rﬁm}"
they-ame—kevt in the transhction file for still further checks in h
the update program luoeLf This gives a consolidated error listing
-ab-one e Tor a given batcn of transactions. . The most common
additional tests performed cn the data wouid~be,tests against the
master file key itself., ‘Examples are transactions which attempt to
delete a nonexistent record or insert a duplicate record into a file;
others may be guantities which—are checked for "reasonableness"

3.1.3 Update Master File cor Data Base Phase

The output of the edit phase is input into the updating run or sub-
system. If the rile contains only one applicatioe’such as accounts
payable or receivapble, it is normally called a master file. If it

contains data from a series of applications or is primarily summary
data from a variety of sources, it is usually ca“lei data base.

Individual transaction and status reports are not- deays exeluded
frow bedng called. data bases. This—3s-particularly txuerwh@n individual
status repovtérarg the dlrEE% concern of an organization's top manage-
ment. Examples are status reports for a series of research and develop-
ment projects, construction job;}and loan files. - —

L ; There are several types of master files. In some systems,, onLy currently

/ // active records .are-found on the file. Purged master file recordo are

; ; periodically transferred to dormcnilaccount or history files. Personnecl

//' and payroll Tiles are typlcaL Oé;%hﬂS“ﬂiﬂSS the purging generally

occurring at year. end. Nan&’éthor files are cumulative and continue
to grow in size imdefinitelyy depending upon the appllcatlon Just as .~
As the case of paper records\ the frequency of referenfe is the ajor
design criterion when de01d1ng upon the length of t“mgﬁﬁgéail ransactions”’

reside—on the master file.
frqnﬂﬂiﬁmt

,‘z In the case of periodically updaped files,vwhere e transactions are
deleted¥ e purged records are often merged into historical files.

are often quite valuable for long+~term retention, and—kistorical
i . However, th@se:inansaci&a£X£iies—e£teu lack mweh required
gﬁimﬁig; Letail found on the master file record. In such cases, both the merged

or periodic transaction file plus the master file for the given as-of

date be retained/ for historical and research purposesi) 7

I-By /5 s
Magster files are seldom updated for a given period in a single update pass.
-, Some errors cannot be detected until the actual posting attempt is made.

«r- '~ The-pesult-is—that a series of 'interim' mester filess.-ereated. The only
valid file would then be the one from which the periodic,xeperts WeEe run.
Usuall?,“proces51ng deadlines determine which version off such a file
is 'valid'. Interim master files are usually retained f0r short periods

as back up tapes for the final master file itself. Th{s retention syjfzgﬁk/

iy S0
-7 - [~
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OFFICE OF

DATE
Page 2 -
of 2

TITLE(S})

GENERALIZED INPUT UPDATE (il) .

TYPE OF CHART COOE NO.

A Master

File

 Validated

{ Transacticn
| Listing

UPDATE
MASTER
FILE
PHASE

/v lid 3
Transaction}

File(s)

Master A
File }
"Output’ !
. NSRS A |

*1 or work tape

MERGE

STORE AND

USE FOR

HISTORY FiLE

*2 A series of these filez may be merged into.
o continvous history file.

*3. May be cumulative or noncuslative file.

*4 Until final version is apbrovéd, all

STORE

__prior versions are interim master files.
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MM’ wu—a/ié)i
is called the grangfather system. In appraising master files for
permanent retentign, is preferable trat tFe official files for
an as-of date be ®wdmttied. While this is qsually possible, there
are many cycle billing systems in which the mas er file is never
completely purged of detail transactions or n a.final state.,) In
such cases, 1t may be 3 reﬁerable to retain extracts of the magter
file made foL reporting p cses and au24? trails rather th the

bagic file itself. (:Aﬂiz

3.2 Report Generation Phase

This section describes the files, processing and software used in pro-
ducing oulpuigproducts from ADP systems. The chart labelled as Report
Generation Phase shows the usual processing seguence in such modules
from the machine-readable gn%z record to the final printed report or
listing. Since mass random afcess storage is being increasingly used,
the f&ﬁ? chart shows tape and disk files used interchangeably, although
in practice, one or the other medium will predominate.

As wes indicated previously, it is not necessary to retain output medute
oriented software unless its\usefulness and transferability to future
computing systems is assuréé This typef evalustion should be made on a

case-by—ceseljpasisr “ﬁﬁ'ézfﬁ?" éyﬁé:¢1*v~4“5§,1ﬂzér f?f

3.2.1 Report Data Extract and Format Phase

Sequence that=the
printing phase may

If the printed report or tabulation is in the- identica
master file is in, the data selectiomn, uao lation an

occur in one program. This sd¥vewion is = biXling, payroll and most
houseéeeplng systems, However, 1t 1s often aeeﬂtfﬁgwo print the listing J
in

sequence different from thn««ézéfhe master file, jekept~ 1In these s A
cases, | sorting-pass must—be used to ‘sEquence the’ selected records.) Thes =
—~F
er(&yC::- resuli#+-be a series of intermediate work filés between the master file
and the printed ocutput. The flow chart labelled Report Generation Phase
shows both tapes and disk files in the processing sequence.

The newer large-scale computer and operating systems seldom produce work

tapes excépt for the largest of multiereel files. The intermediate files reside
on disk as transient files within the 'Job Stream!. To an outsider watching
the computer, only the input file, the job controll deck,and the final printed
output ere visible. In such cases, there is seldbm any need to retain any-
intermediate filesy Thie—is because they can always be recreated from the
master file itselzg

. 7%65431’/%\
There-is--one se where extract files are u;eful and should be *‘etal:led."oa.:\\\k
Lalnal This. is. where the file is a carefully developed sample or
subsample Thich is considerably shorter than 5 very large (over ten reels
of tape) file. These sample files, along wifh appropriate weighting
factors and stripped of identifying informaqion disclosing individual
persons or establishments are very useful for release to public’'researchers.

.}:1:;;~ / /¢L7£%§k~44/4;{%1Aéﬂ2;;p¢%;
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3.2.2

3.2.3

The next question is to determine which of several work files is—best
suibeble_for metewbien. In general, thig{@gpends ypon the degree of
encoding of stub descriptors required to interpret the file. Heavily
encoded files with 1ittle or no narrative descriptions are suiltable
rovided the stub description files and tables required for human °
reading and interpretation are of reasonable length. In eeses Whexre (!7
the code is an actual Federal Information Processing standard, the
length of the codc table is urimportant. This weﬂi&ubeﬁthe case for
state and county codes of the United States; a table of over 3,000

- ’

entries, For individual agencies or one-time studies, tables of less

than 200 entries are resgoneble to leave iw”encoded form as.they can
be reinserted by simple computer programs: Lérger code tabiES should
be inserted into the recovrds themselves A%iﬁ%ugh there is no hard and
fast rule 4n_this I‘E’T%}:(_i_. '

One or Mocre Sorting Runs

Extract files are often in the wrong sequence for the final report or
tabulation required. In fact, lhe samec file may be sorted into as many
as ten different sequences for different types of analysis and tabulation.
The criteria for retention of sorted work tapes are the same as for
extract tapes described gbove. The output of this phase is a sorted

work tape of file ready for tsbulation, summarization or editing.

This type of file on tape is often a useful research file, particularly
if ‘there-has-been-some editing and in?e%pretati8§’work—perferme@~en~$tw-
In general, administrative systems wasch run ¢ same files on a pericdic

el a2 e T et ve ; r . ; Aoy
basisiy”have relatively few processing steps between the first extract run
and the final output pass. This is different from one-time reportslas“
ig described in sectio§’$, below.

A commeon variation in many administrative systems with relatively short
files and no discs is to generate multiple copies of the selected records
for a series of reports. Usually, vhe first sorting key field is the
report number itself. &% having a series of files on one reel, with the
key fields rearranged to ggherate different sorting sequences from the
same computer run,slarge savings in machine time.emswes* This is due to
the elimination of multiple setup operations in the machine room. In
general, these files are seldom-of permanent value.

Aor

Tabilation Run ¢

bg)
The inputs tTo the tabulation run are the sorted work files anddusually

a stub description file. .The- stub description filg;ié:invagiably
present in those cases with a very large list cf codesnxﬁbh must be

-displayed in plain text. If 4% is on magnetic tape, one or more sorting

runs are typically required of the extract tape in order to apply the
descripbions. If on disk, most of the table lockups can be verformed
during the tabulation run. Although these lookup programs are much

slower than a straight tabulation andjligtprogram, they are usually
more efficient on an overall basis when e(eral sorts are eliminated,

- 11 -
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The final cutput of a tapulation run is the printed report itself.
T%’mo t early com pufcw</211ﬂw.t tape waﬂfgenemuted—and-lauer run”off
on & smaller computer or peripheral device. Iny ever systems, éf'tapo
is not-even- produweed unles AqgéklflcaITy requested. The print file

is stcred on a disk as 2 transient file and is listed whenever the
high speed printer is free. Systems which can do this work in a é>
multiprogram mede. That is, they execnte several computer programs
simulteneously. The primary Justification Fer-thisg--ie- 4o -achiewe much
higher computer efficiency by minimizing idle time of peripheral devices.

/
Quite often)t;;'fs these print tapes or flLé\éb&eh-are very useful in
further studiet”after the report is printed‘or published. > Usually,
they are disclosure-free, having been modified in subsequent operations
(#hie—isfdescribed below in section 4). Much of this type of data,
especlally from the Census ureal, 1s now being retained and sold. In
most administrative systems?¥ the “usual retention period for such tapes .
vhen they are still being produced is about five work days after the
printing is complete. Retention ¢Eriteria for print tapes are simple!
,//Eﬁey should be less than one percent of the length of the parent file
or have had considerable manual and computer processing in their
preparation.

One-Time Surveys and Report Generation Systems

The sequence of operations in one-time surveys, censuses,and tabulations

is shown in the following two charts. When the flow process charts are

compared to the typical continuous file maintenance system, the simi-

larities are evident. The basic differences bebween continuously

running systems and one-time Jobs is the much higher asmount of manual

editing and encoding reguired. Unless the job is a very lerge effort ,

with many thousands of observations, the forms used allow somewhat

more variability in field entries than accounting type documents.

Since little feedback occurs between respondents to these surveys in

case of error, much more manual editing and encoding is reguired to

clean up a file prior tc use in tabulations.

!

As the second sheet shows, there is a file buildup process widich occurs
-7 with no meintenance ocgurring to individual records after they have

entered the file. Where a multiplicity of systems and. SOQTCCb feed the

flle the individual recordﬁigge usually of wvariable length for the sake

4Of minimizing storage reqp_remﬂnff,\ll T ——

Documentation for such systems generally contains complex record formats
but few of the elaborate codes usually found in administrative systems.
When these fiies ere retained, it is weey important to identify the
original sources of informatijﬁ, the instructions to respondents for
filling out the forms togetherd with sample forms ,and the directions
given to the response form edttors for proper interpretation and
secondary usage of these files. Most such files are described in

part II of this schedule.
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Adjustments in One-Time Jobs

If a payroll record contains an error, the originating orfice usually
hears about it in short order: inartmcalar}#—wnen—an~emp1oy?%"lsnshort
caanged. In sample survey@,ﬂrecoruwng and transcription errors ame-
seldon,..cepreaiasimgy “the giver of information‘unless elaborate review
procedures have been establisned “calliig for a review of the machine —
prepared record. This correction and review process almost always
occurs in sccounting type SJsbcmb while cost usually precludes this

process in most one-time jcbs.

The net result is that qUch files of recorded. ohsgrvations contain a
variety of errors w‘&en £an lead to nonsense entriesgyin summary tabu=
Jlations.. Male widows mlght be a theoretically poss blc category in a-
tabulatiord Eh&ch‘is{@iiiicul‘ to imagine existing in actuallb;\ fThese~ I
errors can arige from a number ¢f causes. Correction of the~zbula-
tions can be ddhe”at any step in the process between the final survey
file and the printed report. The accompanying flow chart shows the
points in the procedure where this is usually dene. ’

If the error is thought to be a random event, the illogical counts are
.generally distributed to all other possible categories and deleted from
the tabulation array where they occur. This would lead to s discrepancy
between the published table and the final master file., The illogical
records would remain in the file uncorrected. !

Systematic encoding ernoxs.alsp cccur frequently in encoding and processing.
e

In these cases, | the _summary *1le>%ey-be"correctﬁd*thmov1ac the entire

nonsense count to the correct location in the tabng? These~errors- can/élso

be corrected in the final master Lll%jublng the comp Lor 1tsell. ~
e e . A AR e war “-\ -
- R L . e J iy
Another common adjustment operation occurs in cases wbece Qrscl@sﬁaﬁ

individual confidential information mayzoccunmln_xhemtabulatlon- In these
cases}/*he specific tabular entry is deliberately deleted and consolidated
with enough cther entries so that this confidentiality 1s maintained. If
the correction 1s performed on a summary tape, thew thiS—tape and the

prinved report will be identical. If the correction made only to the /Qé;/
camera~ready hard copy, the file will be accurate, but widl not L% re-
leasable to the public. /@ 1 £

In summary,/b variety of _additiaons ccginges, and _deletions can occur to
either individual or groups of entries-within a file at any stage of //;g\/

- processing. The chamges® can occur for a variety of reasons andf\lead to

magnetic tape f¥les of different aceessibility gnd validity. It 1s important....—
‘to document the errors and adjustments m&de;bolsuch files 123y are Lo be
retained pormanerulJ.. This record of changes consbltutes the equivalent of
the accountants audit trail for evaluating the accuracy of a financial file.
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