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REQUEST" AUTHORITY
 
TO DISP~ OF RECORDS
 

(See Instructions on Rererse } 

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

1.	 FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S.C. 33030 the dis-National	 Archives & Records Service posal request, inc ludtnq amendments, 15 approved except for 
Items that may be stamped "disposal not approved" or "with-2. MAJOR SUBDIVISION 
drawn" m col umn 10.Office of the National Archives 

3. MINOR SUBDIVISION 

Data Archives Branch (NNPD) 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEl. EXT. 

-:--:G:::::e 'I--d8- 7d-r-::-a-::-ld-=-J-::-:.:--:-R-o-s-e-nk-r-a-n-t-z---------L-l-3---21-9_3_2_---1 
6. CERTIFICATEOF AGENCY REPRESENTATIVE:	 Date 

I hereby certify that I am authorized to act for this agency in matters pertcmmq to the disposal of the agency's records, that the records proposed for disposal In this Request of 
--'- page(s) are not now needed for the business of this agency or will not be needed after the retention pen ods specified 

3/10/72 ~4Q~~~Chief,	 NNPD 
(Signature o(A,tncy Representative) ~ ----------(T-i-tl-e)----------(Date) 

7. 
ITEM NO. (With Inclusive Dates or Retention Periods) 

8. DESCRIPTION OF ITEM 9. 
SAMPLE OR 

JOB NO. 
10. 

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) procuremenG, 
operations, and management functions. 

Proposed schedule is submitted in accordance with the 
authority contained in 44 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 GAO approval has been sought this date, and 
will be forwarded when received. 

Attached proposed
of forty pages. 

general schedule in two copies consists 

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 

common 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. 
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DATA SELECTION HANDBOOK
 
FOR
 

ARCHIVES ANALYSTS
 

Introduction 

This handbook is a guide to the Data Archives Analysts for determining 

the nature of data files (on magnetic tape) generated by Automatic 

Data Processing Equipment (ADPE). Hany factors wh Lch 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 manne r , whether they are 

primarily transaction (one at a time), or batched record (more 

than one at a time) systems. In- addition to the controlling so f twa re , 

and the operating software, there are master files (old and new) , 

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

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

or current) which are updated by data from the maintenance 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 old 

master records with the appended transaction records, or only the 

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

selection. 
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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 wa s performed) may 

be put in an error file as output of the ADPS, with an error code 

indicating why no update wa s made. Manual adjustment must follow 

analysis. 

1.4 Obsolete, deleted, and incompatible master records, may be 

output for revi,ew, analysis or archival storage. Depending on the 

system, these may be output in@ediately (as ascertained), on a 

cyclical basis, or on a scheduled cleanup (quarterly, annually or 

other) • 

2.	 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, 

records or blocks of data, for control or operation by the ADPE, 

may require manual or automatic preparation and verification 

before or after, but as they are read into the machine, they are 

input. 

2.2 Output includes everythin8 proc:1ucedby the ADPE. Master files, 

reports, error files, sUfi@ary information, run statistics, and 
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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 

data from the time it is input, until the time it is ready to be 

output from the processor. In the processing, determinations are 

made relative to the application of maintenance records in updating 

master recorcis, sorting and merging records for output as information 

or reports, and selection of records or files for retention in active 

or archival storage, wh ether on cards, disc, drum, tape or other 

device. All above ac t i ons are under the control of sof tvia re , which 

is the heart of an aut oma ted system. 

3.	 Preparation of data for an ADPS may be simpJ.y the representation of 

an event (or a condition) as recorded 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 introduce errors as well 

as to eliminate previous recording' errors. 
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GEJ\"'E-"R-ALRECORDS SCllEDUI£ 20 

Introduction 

This schedule covers machine readable records, related docurr.enta~ion 
r equi.red for their Servicing, and files related to the Automatic o.at.a 
processing (ADP) pr-ocur ement , operations, and managemerrt f'unc t ioris , 

The decision table format, rather than 'the columnar format, is used for 
two reasons: 1) footnote requirements are gr eat.Iy reduced vzith this 
format 8S compar-ed to the co.Iumnar format of the fir.st nineteen scheduLes ; 
and, ?) the number of times a given file of logical records bas been 
pr oces scd is often more Lmport.arrt than th2 name as s Igned to it. Fer 
example, in all update system, the last cr eut.ed Version of em interim 
master file bcco~es a final mast2r file after the sponsor declares it 
error free. The only difference bet •veen it and its piedeces sor s is 
the version number'. There may be many versions of' a given fj Le cr ea ted 
dur i.ng ti1e course of a pr oces si ng cyc le , Fa i Lur-e to pr ompt.Ly return 
unneeded tapes to the inventory w i Ll. Lead to cxce ss ive r equLreuent.s for 
tape. For' this reason, it is jlll})erc:tive th0.t the creator of mr.ch.ine 
:'Ce8d~11Jlercco:-:ds as si.gn file r2"centjcn times &t the out.se t v-Ll.e t is to 
say--at t~e time of the original system desi~n effort. 

The principle machine r ead ab.Le and support Lng records commonto more than 
one agency have been d.ivi.ded into I'our cat.egor-Lea. These classes of :records 
cor r cspond r ough.Iy to the typical organizational ar.d f'unc tl onaL s t.r ucLure 
found. in mast ADP installations and their perent organizations. 

Data Aut.oriat.Lon ple.rming and operational records, (Part I), ",r,:; normally 
t.hose created ·d.uring the life cycle of Lndi vLduaL computer Lnst sLl.at i.ons . 
They d.eal with planning for, managLng, pr-ccur Lng, se Lecc i ng , ut l Li zLnr;, 
and accounting for the physical facility investment of the 1.DP Lnst.a l 10.-
tion and suppcr t.Lng ac t.Lvi ties. 

Documentation r equf red for .servicing me.chine readable reco:-:r5i3, (Part II), 
isderli1cuas theoyganized ser Les of descriptive documents r equ'i r-ed to 
iuitiate, develop: operate, and maintain specific applications of AD? 
syst.ems 0 Thes2 include project docun.ent.at.Lon , system spec if i.cat ions , 
test da t a and procedures, file and. user document.at icn , and the various 
:i.nst&.llation procedureS and standards used Ln <ially oper ai.i ons . 

Erasab l.e J.Is~,ia, ~aY't III), covers all devices whi.ch store machine readable 
r ecorc s in an er a sab Le mode. f.t present, only magnetic medi.a are common.l.y 
used for SUCi1purpo ses , However , future technological d.evelopments may 
provide the same charact.eristics (nonvolatility and easy reu.sability) r.ow 
fo~nd on macn~tic t&pe. 

http:document.at
http:rough.Iy
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Since magnetic recorcls may be destroyed by overwriting, a variety of 
protective devices and tec~:J.iguE:s been developed over the yearshave 
to preclude inadvertant erasure of recordso 1he earliest techni~ue,
still in use, consists of a mechanical interlock devicE: known as a 
"write protection ring,1t inserted or left out of a reel of tape. With 
the later development of manufacturercOIJ1.puter supplied "operating 
systems, ,;an additional safeguard was inserted Lrrto 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 
tem:porary. However , punched car-ds are sometimes used as documents,
such as checks, savings bonds, and requisition formso In such cases,
the functional retention period, developed in other records schedules 
will apply. 

Procedural Analysis of data processing systems (Part V) is a 
guide for archivists, records and auditors in determining ofl':i.cers,
secolJda:ryuses for data files. Unlike }Japer, computers create more 
wor-kLng copies, wh i ch should be er-ased promptly. Bu t the secor-dn ry 
value, such as furnishinlS data for audit trails ancl statistical 
analysis must rccoe;nizcclwhen appr a.i.s re&uaLle records.be i.ngmachine 
Man;,!systems, in becoming more automat.ed upon procur-ement of ne:vtes: 
ADP equi.pmerrt , drop cert.ai,nmanual controls. Since many systems are 
dynamic, the;y-change due to corresponding changes in legislaticn and 
other factors. Thus, nonoperational p~ograrr0 may have to be kept for 
site-audit r-ecor'ds, 

3/72 
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DATA A(Yl'vJ:vI.4TION PROGAAl'.'I pjF~COR:;)S - G::::;]\TERAL,EECORDS SCHEDuLE NO. 20 

?art I Data Automation Planning and OFerational R8cords 

Covering document.atd on relating to objec ~iV0S, concepts, policies, and plans providing 
over a.l.L aspects of data, automation data needs and systems de s i.gn of management supporting 
systems and operational supporting syster.ls, includh,r; ec;uJ.pment selection and statistics. 

___ Rile De:::;ign~ion __ -+_. C_o_n_::;_~_·_o_i_·	 __ __&_r_e -I-_Th_e_l_-ls_t_i_n..;;;t1::,.· ..;.... v_!'n_".i_c_h	 _ 

___ anm.ng~"''JJ . document-s	 F~s~er plan, feasibility st~dies e;raphic, narrative o.nd disposal not
 
with associated charts and tabular information au tbor Lzed by this I
I diagl'ams, supporting datn thcd:. relating to the present schedule. I 

Ireflect on tl1.e char-ac ter Ls tLcs and/or p~anned ADP com- I' 
of the data uutomation a(!tivity position and req'J.irements \ 

of the dat.a aubomatd.on I 
i 
I__~	 ~------ __----------.-- __-- __---_- __---- __---~--3.--c~ivity:------------ __ 

2 Progr-am management	 development of' plans, po l.i.cy , maintained at policy rdiSposal not
 
and pr-ocedur-es govecrii.ng the Q(~terminG.tion level I authorized by this I
 
corrvei-s.Lcn to elect::::ical 1 sch edu Le , !
 
machine operations and rhe
 
supervision, control, ! 'i
 
cooz-danat.Lon , and operation
 I·	 !
of the meci1anization pl'og:cr.m-----------------~---	 1 Ii _ agency requirements, spec Lt'Lcat.Lons !selection criteria for dispose 2 yeurs !
 

3elardware selection for hardware, software, and support lprocurements in the r after specific I
 
capabilities of vendors of conro'Lcce festablishment'or 'm·od'.;'Jo,l·ca~'.-..l.·o,.\ '. of' i
i	 o·I	 v conlJ.gUl'at;lon _ i.J.. •• 

installations or of major llf.;riphero.l ;of an ADP installation i equipment is i 
equipment I~t.il~"JQSL 

4 I standardization data el.ements and codes, pr'omu.lgat.ed Federal or I d.t spoae wlien . Jj
 

I I
I 

and
standardization

justification 
req~ests

for all 
natd
cop i.es

ona L (e-'''{cept record 
at ]\JatiQnal Bureau I obsolete.

supcr sedeet (Q'

!
I "
 

! I
 

!, data sys t.ems L-.9J'__St.%nQ.~u:(L~.L -l--~....~------.----,--------~
. 
I	 1 other standards ego d:i 'l%1Josa]- n')t I
 

5 j developed by agency ;,cl__t:bc"6£~c1 bv ~fd':~(-j

sCl'leauie-:-" ..---

, 
r -- J , 

http:pr'omu.lgat.ed
http:govecrii.ng
http:aubomatd.on
http:syster.ls
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File Designatic;)1;' Cons Ls t Lng of'	 \tihieh ar e I 'Then i 
------------~-	 -------'------------~-----------------------------,-------- ---~ 

dispose6 Utilization and Maintenance forms or cards whi.ch cqui.pmerrt used for dai~ management I after . 
joper at.or s c omp.l.et.e r-e I8"civc to of operations	 I 3 years 

machine use, nonuse , or main-, i	 j 

1tenance I j

I I -'j 
7 da iIy de tail c.u-d.s , Lnt.ermed l.at;e I used for dai~ management IId,lspose aft er ., 

summary decks, related magnet Lc I of operations 190 days 
1 

tape files and machd.nc list:'ngs	 1Ie.I	 i
I 

~	 1i
8	 monthly summar-y of cOS'G I card dccks , magnetic tape ld'I lspose (;ft -er 

---1 

! 
I 

and utilization reports IIfiles and machine	 i3 years I 
llistings------r-------------------------------J------------------------------------,--~----~~--------------------~--------------------~

9	 i Accountability documents concerrifng the I original records dispose 2 years I 
1 management of ADPEequf.pmerrt I maintained at data following the date j 

/
I processing installation equipment is d.i.s- I 

!!	 cont.Lnued---	 ---+ r--'-'-'-j
I	 I 1 ~ 10 i l'equil'cments for cards, paper I Idispose af't.er I! and magnet i,c tape re eLs and 11 year .I i inventog of ADPE s".J.Tmlies ' 

ll~.	 !contractor! s invoices for --'1 I'dispose after II' 

!i rental. and other' charges I,~	 3 years II., 

!	 incurred for use of AD~E--~ ------------------------~~~----~~~~~~~~-----+----------------------~--------------~
!	 I ! 
12 II Magnetic tape library library transaction records	 decks and magne tic I dispos e when the I"tCaaprd~-

control records :file!,> llfth update cycle is III 

"	 Icreated ' 

Idispose after 90 
fdays _~_,,\ '~ __ ~l~r~l~s~'p~o~s_e~a~f~'t~e~r~9_0_, ~l : ~ s_a_c_t_l_o_ns_I_l_p_s uav s or wnen no ~f	 lohger needed 

Mf-l.R '1972 
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PART I 

NO~ES: 

Item 13: Tvlachinelistings of library tr8.nsactions are often produced daily.

Quite often, the transaction lis cings provide audit tra:i.lsof the last
 
recording made on a specific reel and may be useful in retrieving a lost file
 
or in determining how a file ID9.Yhave been inadvertently scratched. Accordingly,

some installations keep some copies of these listings for as long as one year.
 

Item 14: Transaction slips for military classified or other sensitive records
 
have longer retention per i.ods, 1'hcse retention periods are generally specified

as a matter of agency :!?olicyor regulation.
 

"--. 



Part II Documentation Req.ri r ed :for Servicing Ma.chine Rcad abLe Records 

Documerrt atzi.on se::.':~es	 scovering the organf.zed of descri::.:>t.~vedocumerrt relating 1;0 all aspects 
of system development and operation. These includ.e system planning documents, A;:)Psystems 
specifications, application program manuaLs , systems operating instructions and various 
management aids.r---'---'-- !t-- File Designation Consisting ol I wll.ich are Then ._~ 

1!:---s-p-e-C-i'-:f-i-C-'-'(l""", a-t-a-s-y-s·-t-em-S-~--d-o-c-um-.-e-n--t-s~c-o-n-t-8-'i-n-i-r::-'C;-d-c;-"--f-iLiof !t.Lon iI at departmental level IDisposal not su tnor-Lzeo I 
! plarmi:r.g records the system LncLudfing the system ~~a~q.-~a.~:t~rs !by this sch<::u,,'L6.Q'. . -.t;.. 

I _I objectives, reques t for the system,	 -,Revi ew·· after 5 year s • I 
I - . - ---'1I	 authorizing directives; I ----~ 
I I 

i 2 I	 sour ce data, det:J.ilcd s tu6.iE.;s I supplementary Ii le's I Dispose 5 years cf't er j" 
It 

I 
l r()flecting advant.agcc 3.11<.1 6.is- I at ADPunit level Ifinal ,action 

advant.Rges of alternate solutions; 
equipment requiremen~s, tangible ! 

: I benefits; output, zequi.r emerrts and I 
! I schedule for con.o Let.Lon I-----+I! 

I 
3 II system test system test specifications; test approved system I D'i.spoae 1year: Cifter 

documentation r'LUlS, mach.i.ne listir.gs of test I I, discontim ..ance of the I 
data, test results I system -.it 

'	 i I.4	 j I disapproved proposed !Dispose' 1 year after 
I i system I final action I 

_ I, systems design documen t.s which contain operating Ifor systems ror which I Dispose 'at time ---I 
... spec Uic ations procedures ~o:cimplement" tim"~ I related magnetic tape i [inol mag. tape records i 

, a specific data sys t em, inc:Luding data is authorized for! produced by system have I 
policies, ins tructioi.1s., details blanking I been I 
of computer tecl1Dique, logic charts) I 

6 input/output document flO'\'I data I for '~ystems for which I retain with the r eLa t.ed' 
the related magnetic I magnetic tape II tape data is not I 

! authorized for I !,I blanldng I 

M{·Q 1972:
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File Designation Consisting of vi'hich are Then 

File( s) specifications 

input specifications 

I narrative description of for system the related magnetic Dispose of at time I 
I the so-urce and functional tape data is authorized for final mag. tape records I 

characteristics of the bLankLng produced by system have!
been hlanked. 1 

file(s), a definition of 1r-------------------------------~-----
the content of each record 
in terms of the relative i for system the related magnetic retain with the relatedl 
position name, length, and I tape data is not authorized for magnetic tape I' 

type of each data element in blanking 
a field (run layout) ! 

explanation of the coding 1 I 
system and a er-oss r ef'er ence ! ! 
code manual of every code I Ii 

used together with all their I
 
w~s ~
 

detailed description of each 
I

I for sys tem the related magnetic nt· spose at t'ame f! : 
transaction that generated I t.ape data is authorized for final mag. tape records I I 

I .. •
some activity in the system j b Lankd.ng produced hy system have I 
in the form they appear at been scratched ! 
the t~.me t.hey enter the COID-

I J --{ 
puter sys bem; identification! j 

title~ rccordinr, media, I for system the related magnetic retain with the relatedl ,,
plll~pose, f'r equency , volume I tape data is not authorized for I magnetic tape 1

jand source; detailed descrip-l blanking ;
tion of the contents of each I i 
imput to the basic record 

(

i 

file and a graphic illustra- I 
Ition of each. 

___________________________ ~ . ~ J Il, 

MAR 1972
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File Designation 

output (Report F01~S)

specifications 1
 

Application program
manual I
 

I
 
I
 
I
 

I
 __________________~L--

User gud.des 

Consi.s ti.ng of 
I
 

detailed description of I
 
products of the sys t.era I
 
that are to be used cutside I
 
the computer cente:c 

documen-:;sreflecting the 
latest information fer a 
general description of the 
function, use and method-
olo~J of the program. 

information used in trGin-
iDg or explaining overall 
system ________ ~ 

I.-lhichare 

a listing of the out-
put.:;by sequence, name,

media, purpose, frequencY,

volume and distribution;
 
a detailed record de-
scription; samples of
 
output in the form of ,

Layout-s or ccpf.e s , keyed I
 
tc names and numbers in the,
 
output listings
 

a description of input, II
 
files, and output; source I
 
and object Code listings, ,
 
f'Low diagrams showing the I
 
logic of the prcgram; I
 
description of program
 
out.put messages; coding in I
 
formation, test pl.an, I
 
program test,and operating I'
 

instructions 

handcooks , guides to data I
 
availability, and procedure$
 
for querying files I
~ 

Then 1 

di spes e on t.ermi.na-
tian of sJ~ter:Jby 
:ither obs ~~ce~ce,
update or "l"CO,.-

tinuance 

dispose on termina-I'
 
tion of system by
 
either obsolescence"
 
update or discoD- I
 
tinuance I
 

I
 
I
 

retain with sys t eins !
 
specification I,
 

. 0 
i,
 

M!~R i972
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File D~si~nation Consisting of	 'h'hichare Then 

I14 System 0perating user oriented instructions: I
I 

for systems the related Dispose at the time 
procedures l)to prepare input data; I magnetic tape data is '\magnetic tape reels are 

2)for control \ authorized for disposi- scratched. 
and interprp.tation ~,~t_i~o~n ~ -4i 

of. output reports; and 3) i 

15	 fo:cp:cocessing wor k on the \l'lorsystemswn icn reqUirJ retain with file (systems)
computer I :cetention of related I specificationsi	 \magnetic tape data. I

1.1 Report I printed final report \for systems, which' re-. \ retain 1 copy of the 1 -
I i ! containing the statistical \quire retention of ' I printed report with 1 
I ! tabulation and an analysis related magnetic tape related fil.e specification II I "of "thefindings of a study I data	 II 

or survey including a I·	 ~ narrative description of . .-
~ ~ I __ __ -L ~ _~~m_e_~~uh~o_d_olo~gy~em_p~_l_o~e_daI	 

I
I 

MAR 19-(2
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?art III	 Erasable Media
 
The term er a sab Le 1J1ecUa refers to tape (analog, d:'gital) drums, disks, disk pacts)
 
data cells and other devices vrhi.ch st.or e d a t.a in an erasable mode•. The t.erm
 
", • 11· 1 \.	 .tt .h' ,. "" 11 " " , QlSpOSe In co umn 4 a s synonomous 'IVl n ~ e t erms 'ccr at.cb , erase, and blank. 

~	 -4t----+- File de-signation J Co~i.r;ting of	 Lhich ar e Then .-------.1 

I 1 1\	 Scratch tape t.emporar-y magnetic t.ape u seu oy , not f.nc Iurted in ::l tapo available for immediate useI':' 1,1I . (blank tape) . t.he console operators or tape I Li.brar'y control or files 0:1.' r-euse . I hand.Ler s to facilitate gencr aL I'Hnos,,, r etent.Lon dates IIl;	 Icomputer runs such as so:ct and have expired, or new tape 

I! I' merge runs t -.--~ 
, ~ ':, T t t . t d· J.. J. d ' f D· ft h IJ..	 .L'.. es v ape magne a c ape use In ces Iiang use lJy programmer or t nsposea -e}.' sys cem ias , 
II I' '-- II a proposed system individual run testinp?; I been accepted or dis- \I and not under library' I' continued, whichever is I 

control sooner	 I 

'j, -:; I::; 1	 ~-----+-I -----.----. "'-I 
system debugging test j' Retain until related pr_ogram I!\ 

data is discontinued.I 
oJ	 r-~~--------------------~ 
4	 f I system acceptance test I


I I
 data	 I 

----~	 -.r--. ,------------------------+------------------------------~i I	 I
I ! '	 II 5 :':Yogra.."lltape tapes (disk packs ) cont.atru.ng I Updated IDispose after 3rd update I
I or clisl<'.pack sequence of instructions i [cycLe•.
 
Ii 

l 

r equa r ed to accompLash t.he ! '
 I p.coces s i.ng of clata or solving I	 Ie I a problem. • I 

6 ! Dispose after agency has ex-~l-t-h-e-.-J--[-~s-t-.-u-p-d-a-'t-'-e--o-f-------	 ~II 
I speca t'Lc EDP appLi.ca t.i.on haust.ed its use of the
i USf~~ Ln a t.ermfnat.ed t ape I 
rSyscem	 'Ict 

7 ! required in Audit Trail IDispose in accor~1:mce with 
fUnctional guidelines 
provided by GAO. 

L- J- -L	 ~ . j .~_____ " 

'I\!~(.. \1\r- 1972
H. 
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File designation 

Raw data input 

10 

I 
I 
I 
! 

IConsisting of	 IHhich are 
I	 IImagnetic tapes containi~g data lused for updating with I 

abstracted from source docu- I'eXlS lnp:program "t" and h i ~w., lC_,I ments or other media and entered j are required to support j
! into the system for the first lreconstruction of master lI tilne files ,_ 

I	 not required to suppo~t I 
!reconstruction of master II Ifile and/or used as input!I for a one-time study or !I I,su::cvey 

10ffiC~lly designated to 
replace or serve as the 
basic source data in lieu! 
of the "hard copy" or I 
other input source I 

idocument 

j 

Then 

Dispose 1st gen-
eration data 
u.pon successful
conro'Lec i.on of 
4th~ processing
machi:..1e _R_a_s_s 

Dispose after raw ! 
data is processed I 
into final data 
and proveD to be 
satisfactory 

IDispose in accor-
dance with in- \ 
structions appli- I 
cable to the ~'hardl 
copy" or other : 
files document.i.ng" 
the same process, l 
transaction or 
case 

http:document.i.ng


~ !~F_~_'_l_eD_e_s_i~g~n_a_t_i_o~n__	 !~~_n_1J_'._c:_~a_r_e +!~ITI~'~le~1~1 -_-_-_-_-__ ~~!c_o_n_s_i_~_t~i~n~g~0~f __	 __-_'-_-_-_-_-_-_-_-_=====_--'-,t 

II	 IWorking tape -, I magnetic tape containing Iused in an updated IDiSI'OSe after subsequent I 

Input/Output out.put or control -dthin I system magnetic tapes which 
I or from one run to a sub- I contain the accepted 

sequent run wh i.ch manipulate, i detail data have been ~ 
sort and/or move data thru I I created and proven to 
the systems. Includes ~ ~~ . ~ __ __.-+_b_es_a_t_i_B_f_n~c~i_~(~)ryi 12 ! checkpoint, edit, cor r ec td on , luS-ed in a one time IDispose after lli-a-s""'"t-e-r-'d:-a""'t-;'3.

I _ I ,reject list, unmatched data. s tudy or survey I tape has been proven to be -J 
I 1_ __ ...,..,;- --::....-e_l_i_11J_i'"7n-;a_t_i~ngreru.YJ.tar'es I satisfactory_	 e:cror,,r 13~:rcr-T".cansaction i magnetic tapes containing jpartially valid Dispos'e after 3rd update cycle"1 
,. . vs Li.d file of items used !transaction afterI I I'tlith a Ma3ter data tape Iall outstanding
! II Lnpu't filE: for creation i i"cems are liqui- II,I I of Master data tape output rda-ced from current ,II: ! file Istntus tapes 

! 11+ , I Ivalid transaction 
, I a:!:ter cumulative Dispose after 3rd update cyc LeJ 

!~ I :!:inal Master tape
! ! is prepared and
 
!i ,i determined success-,
 
I	 ful and there is nOI 

necessity for i
 
I i i statistical I
 
' I .analysis !
 

! ~ I !	 1I'·J.tse~, ,.Cad~.Li iDt,i~P6sahl'not' auth~Tized'-byin tional
 
I, s a u~s, t~ a I crn,s scr edul,e , .
 
r_, ~ ~la~r~la~ly~~s~l_s
~I~	 ~ 

http:e_l_i_11J_i'"7n-;a_t_i~ngreru.YJ
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t	 J 

I 
16 Information retrieval i magnetic media containg 0.cumu'Lati.ve index to Dispose after 3rd updateI system master reference I data created by the 

I
I scientific and technical cycle.

I merging of prior master publications;
file with valid bibliographic and other 
transaction data to non record materialI I create a new master file I 

1~7 I (including the security .an index to record material Disposal not authorized 
I 

11' I copy tape of data on i such as cor-respondence; by this schedule. I , I dd.sk packs ) I legal hearings and 
decisions; patents,	 I 

ji, trademarks; and record 

l
II	 i copy of publications 

18	 Federal loan and grant I magnetic media containing! cumulative data of funds Dispose after 3rd update 
program master file daca created by the I made available through cycle • . I I	 I

I me~ging of prior master ! Federally supported ,I	 ! 
,, I	 file with vaLid rl=1~0=8.=n~a=~=.d~g~r=·a=1~1~=~_p~r~0~g=r=8~m=s ~~ 
I I transaction data to ! I I 

19 I , create a new master file! non cumu Lat.Lve periodic I Disposal not authorized I 
,, (initial data includes 'I file of status of by this schedule. - I 

excerpts from forms .Federal 100.n and grant I IL-J I placed in case fi18s) ! o.ctivity ! . J 
. _0 I

I (/"d~/-')4' /sil\,A r.i/ G l I Dispose in accordance with I 
II 4:t3eli:09fJia@) systems: magnetic media containing not required for ' instructions applicable to 1 

data d.ata for sucha.iJHt,~J'(I'Vi¥~-cr"eral I the hard copy or 'othel'file master file	 Accounting·1	 " !	 tlHOc!:B€dr;e:c;zil~ systems" I Office site ~ documenting the same proces,<'
as fiscal accountability ';.! .;;.a;,:u.:.:d.:.:i=t=-- '01"caSe Q+I_t::::.:r:..:a::;;n~saction _-, 

supp.ly management, i j
21 payroll adminis~ration required for General,' Dispose in accordance with I 

Accounting Office site functional guidelines
i ~ ~ -L~a~u~d=i~t~ ~I~'p~r~owv~i~d~e~d_by..~GAuQ~ ~J 

'g.7?J I~, 

http:0.cumu'Lati.ve


r r;ile Designation fconsisting of	 Then i 
I 

22	 iEconoFic, statistics I~~~~etic media containing ! cumu Lat.Lve data such as

I Master file data created by the status of oaliks and
 
I merging of :prior master Lnsur-ance institutions;
I Dispose after 3rd update 
i file with valid· production, consun~tion cycle.

I 'transaction data to and mone tcr-y status ofI create a new master file i:-,.o us try and agr Lcul,ture ; ..i	 I' value of foreign 
conmer ce and other'
 

I I economi,c indicators
 
I I I con struc tLon of houses
 

I i I	 :~~ ;~l~;:e:i;motor, rail

I	 I con~.Th"ications including 
i!..' brcadcasting, telephone
I 0.:".0. t.e Legr aph
 

i ,	
I 

23	 I noncumu LatziV8;· used to Disposal not authorized by I
! pr'cpar e z-epor t s covering this schedule. I
I a liii'i ted period of II ! "GllYle	 I 

•
1

I	 
I-I	 -----
I,:	 noncumu'Lat.Lve recurring Disposal not authorized by241
' periodic surveys this schedule. I 
ii incluJir.g wholesale and ! 
i consumer 'price indexes; II i I annue.L ind:clstry ; housing I 
! vac[m:::.y and other II 1- economic i;.:n;;..d.....;i..:..c;;..a.:.;,"..;.c..;.o_r.....;s_.-l	 -r" 

I 
!	 i noncumulative economic Disposal not authorizedI	 251 l census t.aken during five by this schedule.L~ _	 ~JI _________________________~~~.....;y~e_arintervals 

1872 



----."...-.----
( --1 
I 

1 are. [File Designation I Consisting of \':'hich 'I'hen I r II Social statistics I magnetic medi,a cont.a.ir ..ing c~ulative social and Dispose after 3rd UPdat~ 26 IMaster file data created by the c'i:";:ir,o[7Ci.phicdat.a such as cycle. I 
I I

I merging of prior master births, deQ ths, and I
I
; 

file ,nth valid rr.D.rl'iages.;income taxes I!I ! transaction data to ~aid; social security
I I create a new master file acccunt s; employment ! 

ini'o.L'mation;Law enforcement, II-I crime and civil dist"LU'bance,
. and other social Lnd.i.cat.or-s I

I .1
I

I ,~~~~.~~~~~~~~~~~--~--------------.--------------~I 
i ! I r.oncumu.Latri ve ; 'Used to Disposal not authorized byl

pz'epor e r epor t.scovering a I 
27 I 

I I
j i, limi'u<3dperiod of time. this schedu.Le , I
 .J~----. I 

,I 
28 I noncumulative recurring Disposal not author-Ized by!

1 

!periodic surveys including 
i I current popul&tion this schedule. 

I
~

I
I Istatistics; annual
 

industry; housing vacancy;

voter J)articipation; !
 

Istat.istics of income 
Bamnle,I I !

j 

l 

I
I _,I not .j

! 
ncncumu'Lat.ave Disposal authorized 

~~ ~ . ~ • ~ demographic censuses ~-J} by this schedule. 

MAR 1972
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of	 arel~ile Designation Consisting 'i:11ich f Then	 I 
!I 30	 Natuxal Resources II continuously'u:pdatcd cw~ulative data on I Dd.spose after 3rd update I 

Master file magnetic mcc.ia containing ch&rRcteris~ics, use I cycle.I· [	 data created by the rr.erging and ownership of I
of Feior master file with natural resources such I 
valid transaction data as land titles, water, I

[

I	 I
! 

to create a new master mineral hnd timberi .-l	 f 

I 
l ~ : " file	 resourcesI	 :---~~--~------------------~------------------.------------~ 

! ~1 ' l	 ' 
J \' I' noncumu'Latd'vo; used to Disposal not authorized by

· .)~I Ii pr eparo :reports covering this schedule. 
, I , a limited pericd of time 
~--r---- ------------------+------------------------------------
! 32 1 Long.Ltud.lna.l, I	 magnetic ta:pe containing a series of observations not authorized bystudies	 Disposal

Master	 data file I data recorded over time relating to individual this schedule.• II 1 

· I from one or more sources	 un..t.s (persons, places,
things)! !	 !

I .1.	 -<-__ 
4"" 

10-'/MAR " ,.... 



Ii File DesignationI 33 

! 
I 
II 3}+
',tA 

I .. 

! 
!, 
i 
l
 
!
 

'!
I 35I 
I 

I
I 

'36 

37 

Consisting of 
SCien-t-~-'f-~-'~c--d-a-t-a--f-'~-·l--e-s--~-ma--g-L-.-G-t-i-c-.~m~c-Q-'~-·a---s-o-tT---c-'e--------~i~c-.o·-n-v-e-L-"-t-e-d--t-o--r-a-v-l--------,~!'--D-~-·S-p--o-s-a-l-a-1-'t-e-r--m--e-a-n-i-n-g-fu--l----~il 

dat.a a-ecor dangs received
 
f'r o,n experimental sensor
 
ir~str_u:rncntsfor scientific
 
mea sur emerrbs such as
 
outer space Ol'biting

spacecraft, oceanogr apha,c
and geophys.i.c e.L phenomena 
and. med i.ca.l,research 

__(~.j_,l_1c_l_u__ __o~g~t_a~p_e_)~d_i_n~g~J_a_n_a_l

n.agnet.Lc media ccrrta.i.m.ng 
data created either from 
analog magnetic taI>e or 
r0corded directly on 
magnetic disital tape
for sc.i.cn tLf'Lc measur emerrcs 
of astrol1omic, out.er space,
ocsanographic phenomena;
air and '\vater qua Li,ty ~ 
and medical research 
measu:rements 

Wl1ic;1arc 

I data digi t8.l magnetic 
t:-2-_ape _Dl_e_d_i_a
I 

not converted or 
!	 converted only in part 

Jco raw data digital
magnet.Lc tape media 

~ '~ 

held in national data 
centers ,

I not duplicated in 
~ national d.ata ceDters 
!I. d~9licated in na~ional 
I data centers 
I 

I 

not calibrated or
 
validA..ted
 

I Then I 
I data has been analyzed.l-------------------11 

Dispose after 
determination 
made that the 
not be conver 
data digital

~r-_n_le_d_l_'_a 

\. 

has been i 
data will I 

ced to r aw I 
magnetic tape , 

~ 
I 

Disposal tlot authorized 
by this schedule. I 
Dispoal not authorized
 
by_.!-his schedul.e ,
 

Dispose after dcternllllatioi.1 
is made that data is not 
required outside of the 
data centers 

Dispose. after subsequent
magnetic tapes concaining
the accepted data have 
been created and p~oven
~o be satisfactory l 

~------~------------------------~------------------------------~~------------------------~--------------------------------J
 

MAi~. l.972
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I
i
L ! :Fi1e Designation Consisting of \'ihich ar e Tilen	 

I 

I 
I 39 .1 ~umm.ary data :file magnet.Lc tape containing substant~lal~ unpublished II Disposal not authorized I 

I 
aggregates of indivi(~ua1 such 2,8 tapes containing by t.his schedule. I 
cbser-vat.Lons fro;:n valid datu that are disclosure ! 

transaction or master freeI !	 l
I

I 
I data file which are \
I d.i saggr-egat.cs of I
n, II	 I


published data	 -------..-;I'--------------i 
I, ro Publication tape magnetic tape containing :..'epl'oc'!ucedand record c011Ynot 
! i source output data clissemin8ted as a I authorized for disposal I 
I i extz-ac t.ed from the system publication or used for I by this schedule. i 
I I (-wi thout destroying the reproducing a printed ! ,I 

l I source tapes) publication i I 

!" 11-1 P-.cint tape	 used for producing Dispose after out.put has 'I:" 

,	 reqQired printouts of been r.eleased and approved 
I: tabulations, ledgers, 
1 tables, ree;isters !
i---;--------------. and reports I ~ 
I 42 i R:-fol'Inated data magnet.Lc tape conto.ining	 cfpourr_ of' I Dispose as provided~.l:~Pe~c~:CfCdl. .pthoe
i j flle essentia1~ duplicate ~."J .~ sp

_ for master data t.ape 
.11, 

t; 

I I,	 data f'r om the master information interchange 
-_---J 

I A I dat a file but which is i 
1\ ~ II cr eat.ed for use "Iith of specific application Dispose when determination i 
, othel' cccnput er hardware for agency computer is made that such format i 
! systems hardware sys bems is unnecessary I 
lr-_-;, . ~------------ __ --+_-- __-----------~-------------~----l 

magnetic tape containing in- disclosure free or44	 Disposal not authorizedSample and sub-sample	 dividual observations selected usef'u l. in statistical by this schedule.data files	 from a larger census or surv~y analysis or policy

file such as stratified or formulation models and
I pure random sample files 'vi th s iurc Lat i.on studies or without weighting factors 

I
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r , 

I File Designation Consisting of I \{r1ich are Then5~--r---~-l-------+-----I 

Security back up file magnetic tape which is upda~ed Dispose after 3rd update f identical in format to cycle. 
master tape retained as 
security in case master II'I )+6 I' tape is damaged or a one time study or Dispose or retain in ! 

_ inadvertently erased survey accordan~e with
' standards for scratching III 4It \ , of corresponding master 

L--1-_______ file--l 

I ~7 I Other agency files magnetic t.ape created not altered substantially I Dispose when no .Longer \I .0 I by other agencies by the receiving agency needed. 

IL--__~ ~ ~ ~ ~ ~,I' 

1972 



PART III
 

NOTES: 

Ite~~3 and 4. This type of data is differentiated from simple debugging 
test data in that the d~ta set is used to exercise all possible data system 
options v!ithin the comp'Let.e set of programs. System debugging test data 
means data used to debug Lndiv i.duaL programs or groups of programs prior 
to final acceptance testing. It must be retained until the related program 
is discontinued. 

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 1'lith the c cot.racc file. For details in this case, see General 
Records Schedu1e 3, item 4. 

In other cases, part.icularly in system.s wher-e accounting for I'unds is involved, 
the files may be r equf r ed to be kept. until a par t i cuLar ver s ion of a sy st.em 
has been s.udi ted and approved by the General Office. RetentionACC:OUi1ti21g
periods in this case w i.Ll, be in accordance 'with the specific functional file 
in one of the othe r Ge21el'al Records Schedules. T~1is means th0t spcc If'Lc 
acceptance test data sets might have to be kept for the life of the particular 
version of a sof'twar e system or until all records produced under that sys t.em 
have been disposed of. 

Item 7. Just 8S t.he acceptance test data may be requ i r-ed to be kept beyond 
its useful life f'or aud i,t.Lng purposes, programs whi ch processed that data may 
also be kept for audit purposes beyond the operational life of: the particular 
system. Disk packs are r-eLatLveIy expensive for long term storage and t.here 
is usually a back -up copy of t.he system. on rnagnet i.c tape. In these cases, the 
tape copy of the prcgram 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. 

Items 16, 18, 22, 26, and 30. ItCumulative date!! iIllJllies no earlier data is 
deleted in present pass. 



Part r/. Nonerasable Media 

Nonerasable media refers -to ADPpunched cards, paper tape, and other nonerasable, machine-
readable medi.a ,r-------~~~~~--~~~~~~r~--~77----~----------~--~~~--------------------~~~----------------~"--rFile Designation ' Consisting of F!1ich are Then I 

1 ADP program card files ! punched cards containing processed viith a processor I Dispose of individual 

~ 

I common language 

I program data 
. (source deck)
I 
I 

source 

I 
I 
II 

-+ -4 

or utility program to 
produce a machine coded 
object program 

. 
cards when replaced
by new one s v 

Dispose of program deck 

after program has been 
removed from system. 
See Note Part. III 
15tem1, Hem 7 I 

c,~ 

! machine punched cards 
I containing coded machine
I language instructions 

\I read into computer 
memory before running 
a program to cause the I 

Dispose after 8uccessfuJi' 
completion of G. program I 
revision or after. I 

! arranged in proper computer to perform data related program has beed 
sequence (object deck ) \' processing functions r' removed from system 

ee Note Part III Et.em 7__ 

I, 

-i 

I pr epunched utility 

I 
pr-oces scr program 
decks 

or 
card 

I 
I 

Used to 
systems 

update installatiorl 
software. 

Dispose after rece i.pt 
,'and successful use of 
. new cards from theI manuf'actur er 01' pro-

II 

I 
. 

\ 

1I 
gram.mer, or 1year 
discontinuance of 
program or system 

afteI1 iI 
~.	 job stream (job stack, used to aciivate IDispose 

job control) card decks	 program processing 
modules per rormtng a. 
~ata processing job 



f· iFile Designation CO::1siscing of I Then..---_. 

.AD P program I punched cards containing I pertinent to a specific I. Dispose individual cards or l 
control cards 'I data for program control I run 01' cycle sets of cards when replaced I 

generated by the producer I by new cards and when neces- I! or user I I sary changes (if any) have 
II been made to appropriate datalI processing maTIual ! 

6 Ifor repetitive use and ! Dispose of individual cards !I II lure updat.ed '\,either by ADP i after replacement by new ~ 

I-
 user. cards destroy control deck
I I ! or I 1 year after program has beet
I removed from S'Jrstern, or after

I ! syGtem has been discontinuedI~~----~----+I--~~--~---_--~_--~I
~~-~~7=-------'7-rAD~ source data I punched cards or paper tRpe !retained by ADP [Df.spoae when re Lat.ed magnctil! I 

------~------------------~~--------------------------~------------------------~------------------------~.


I cards
! tape 
I 
II ! 
• 

(or jJaper 
as applicable) 

contair.ing data abs t.r ac t.cd 
from source documents and 
used for conversion to 
~4gnetic tape or processing 
on (EAlvn electric account-
ing machine equapmerrt 

operational 
I as backup 
lor disk 
I 

II 

elements 
to magnetic 

: 
tapel I 

file has been proven 
satisfactory and has 

father back up 

to be 
grnnd-

, I 
I 
I 

I 8 

I 
III a 9 

l" 

'I 

iI 
I 
1
I 

created 
1970 

after .Tanuary 1, II 

l :E:i~.lv\ out.put listings and dispose after JBO days if i 
I'reports used in pr oce ss i.ng without I 

being converted to magneticl 
! I ~!p~ata on related magnetic J

it.apei on-,-lr-,a-g-n-e-t-·.~-· verification--:c-+-,,-ap-e-------1Ii-TD'"'i=-'S'-p-o-s-e-a-f7:ter

I 

, 

lI 
I . 1 0~ !-p-'l-m-c-h-e-d-car(fs-t-h-8-t-c-on-t~~-.),:J~·.n--""l-s-o-ur-'~-c-e-cl-o-c-·um-e-n-t-s-------!'~D-:-':i..spos~in accor'danc-e ,,,i th - . 

original entry data with i'iL.'1l! instructio:Gs applicable to tHeI 
or written inserts. \' I hard copy or other files II' 

documenting the same process" 
transaction or case. . I 

; 
,- JI r 
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PARTIV. ADPPunched Csrd and PaYJer 

NOTES: 

Items 5 ana 6. These items refer to parameter cards associated with the 
execution of various options of operatioD3.l prog::,ams. These things 
include date cards, periodic (monthly or quarterly) opt.i ons executed 
only occasionally and queries to Lnf'ormat.Lon retrieval systems. 'Ihey do 
not include card decks for gener-ala.z ed interpreter systems used vIi th 
computer s imuLat.Lon sof'bwar e packages such as SD1SCRIPT, GPSS, DYNAMO, 
and similar systems. These decks have the status of program source decks. 
SimilFlrly, all except report. generation decks in file m9.nagement systems 
are considered to be sour-ce program decks and should be retained or 
destroyed in accordance "lith the cr i t.er i.a of Items 5 through 7 of Part III. 



Rev.i s i.on Draft Janu3ry 1972 

PARTV.	 PROCEDURAL JiIJ..AJ~YSIS Of' DATAPROCESSH:G SYS'l'F;:[(3 -- GUillELINES 
i-OR AFPRAISi~ITi1:s 1\1\0 DATIlSErfS E'OR'~41~N'I~'RETENTImf 

1. 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
 
machLne readable form (chiefJ~- on ms.gnetic tape) are indicated and
 
explained here.
 

In examining a varLet.y of documenta tj on files for d.if'f'cz-en t ADP 
systems, substantial differences \<Terefound in the usage of technical 
terns between agenc i.es , and in some cases, vTithin agencies. Theae 
differences are being resolved by sever aL vocabulary st.andar-di.z.at.Lon 
groups, among them Federal Inf'orrnat.Lon Processing (FIJ?) task Grcup 5 
c:.nd its successors and the Amer:ican National Stand.ards Institute (ANSI) 
X. 3. 5 Cormnitt'2e on Vocabu Lary , Hovrever, t.he defilli tions in the vocabulary 
have not been standardized to the extent that f'Low char t symbols have been 
in AESI Stando.rd X3.12-1963, F'Lowchar-t SyT'lbcls and Their Useage in Information 

Accor dingIy , better guf.dance for appr-ar s i.ng data. and c.oc1..l.mentationfi12~ can 
usually be ach'Leved by studying ti:le high-level system f'Low char t s in L Id i,+Lon 
to the narr at.Lve des crLpt.Lon f'ound in the system documentation :ilcs. '='he 
system :files arE: enmnera"ved ona. descrjbed in Part II of the 3chedu~eG 'l:-Jis 
section has been wr i.tt en bas ed on the fact that virtually all Jmtccu'J.tic 
Dat.a Processing sy s t.ems are composed of a sma.l.I number- of basic pr-ocedur-e 
types connected in sequences that can be called modules. The text and charts 
in the f'o.lLovri.ng sections ar e organized ar-ound this concept. p.,J.mcst all 
exi s t i.ng ADP systems can be ana Lyzed into portions or groupings of these charts, 

2. The elements of Data Pr9cessing Systems 

Data processing systems are conposed of four basic classes: hardwa:.ce, 
sof twar e , peopleware, and data files. The har-dwar-e consists of the cent.r aL 
processing unit and all of its peripheral devices and recording media. 
The software consists of the machLne instructions whi.ch direct the hardwar-e 
to perform the processing. Peopleware is ljsted in Parts I and II and 
consists of specifications, hard-copy documentation and user manuals fcr all 
personnel involved in running a system. The data files themselves are listed 
and described in Part III. Appraisal criteria for them wi Ll, constitute the 
bulk of sections 3 and 4, below. 

http:hardwa:.ce
http:Stando.rd


2.1 Hal'dware 

Compucer' hardwar-e and r'ecoz-d i.ngmed i.aare still undergoing 
relatively rapid evolution and t;hispresents a problem in 
atrtemptLng to find equipment wh lch can successfully read some 
older machine readable file. Files to be retained permanently
may have to be recopied periodically onto newer media or totally
converted in f'ormat 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 med.i.um, 

2.2 SOl'tHare 

This is divided into two main types, ~yst~ and ~lic8tion software . 
System software is furnished by the computer manufacturer and is 
designed prim3Tily to manage the available resources of the computer
complex in an efficient manner. Tbe comput.er complex consists of 
the central proc essor and its attached peripheral devices such as 
card readers, magnetic tape drives, high speed printers and others. 
In gencr aL, t.h.i.stype of sof't.war e is not related to any specific 
file or record maintained in an instalJztion. It is, therefore, 
of no permanent value except as evidence of history of the development 
of computer science. Selected portions of systems softuare specifi-
cati.onsare useful for readi.ngfiles produced on one computer "vith 
another equipment conf'Lgur ati.on, Hovever , this information may be 
documented in less than one page and does not require extensive 
documentation. Subclasses of system softvlare include utility,
operating system, sorts, merge and compiler software. 

An exception is application software written in one of the standardized 
machine independent programming languages. COBOL, FORTRAN, and PL-l 
are the three most widely used such languages. In most cases, appli-
cation 60ftware written in these languages may be considered for 
retention with the related files. However, only a small portion of 
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. 
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If tbe file is a large complex data base designed to service many inquiries ,-
retention 'of the query softw,Te may be 'ltJarranted. However, much good query 
software is cOlYmercia1J:y'-a;9.ilab1e to handle the pr obLems of file i.nquiry. 
Therefore} retention of this softwar e is less Lmpor tan t than r et.er.ci cn of 
user documentation described in section 203, be Lov, 

The final class of scf t.vraz-e which may bave permanent vaIue is 'that used 
in computer simu.Lat.Lonwork. There are several sof't.ware sys tems which 
have been used in policy formulation and evaluation work for bigh level 
management in agencies. The tbree best known such sof twar e systems are 
SD1SCRIPT,DYNAMOand GPSS (General Purpose Systems Simulator Iri.ke 
COBOLand FORTRAN,these systems are aval LabLe for most computers on t.he 
market. It is also likeJ.y tbat they \vi11 continue to be avai lable for the 
forseeable future. What is Lmpor-t arrt to save in such applications 8r8 the 
source programs decks. The policy aLt.errrat.L yes and much of the Luf'orrn« tioD 
on a project is corrcai.ned in these decks and they often constitute r-ecords 
of intrinsic value for historical purposes. Economic and financial p:co-
jecti on models and war game sof twar e a:cc J~~r.flicalexamples. 

A wide variety of hard-copy documentation is produced in data pr occs si q; 
systems. PcopLe-ware is that document.ati on r equf.r eo b;'l t.ho per sonne L 
involved in the design, development, operation and mai.nt enancc of ADP 
systems. The files are listed in parts I and Ii of thj s schedule. ()~;:' 
interest in this section are primarily those files. fa::' the rec~1.-;.iTed direct 
serving of files declared permanent. 

The basic concept to grasp in data processing i3 that the record constitutes 
'a represent::ttior.. of an event and not the event itSelf. As sucb, the Tep-
resentation or reco:cd may have been zecor-dcd oy a sensor (as in scientific 
measurement) or may have been t.r ans et-Lbed and ericod.ed from some other 
document or document. group .as in all transaction reporting. In ei.the.r 
case, a researcher needs to know what kLnd of transformations occur red , 
be tveen the actual event and its representation on magnetic tape. This 
know.Ledgeis in the document.at.i.on described in part II of this schedule. 

For example, most houaeke ep.i.ng systems usua l ly encode events using elaborate 
code tables rather than narrative fields on tbe record. A payroll system 
may bave 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, oveTtime 
and premi.um shift differential Yates, etc. In scier...t:Lfi r work, 
instruuent readings represent observations of physical phenomena and other 
occurrances. 

Each time a transaction is encoded or instrument reading is made, there is 
a possibility of an ez-r-or or distortion taking place in the process. The 
errors may be simple r-andomoccurrences such as digit tninsposi t.Lori by 
positio):1 by keypuncb operators or transcribeTS or systematic because of 
some bias in the recording Lns tr-ument, or observer. In general, the scientist 
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attempts to calibrate h:i_S Lnstr-uments and adjusts instrument readings
for other known s systems devisesf'act.or and the accountant consistency
checks, batch totals, and to assure "accurate"c1p.rical traiGing p:>:>ograms

recording of his data.
 

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 probable 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 fields along with 
the bias and judgement that went into transcribing a record of an event 
into a coded element. Some portions of system operating procedures and 
user guides (items 13 to 15 of part II) are also useful for later refer-
ence work. These records are essentriaL for determining hOI" the related 
data files were used for operations and reSearch and must be retained 
even if the related software is disposed. 

3. Data Processing Systems F10l-lCharts and Their Use in File Appraisal 

Data records in ADP systems are processed both manually and mechanically 
before finally residing in a file as a correct record. This section 
presents typical syst~ras charts found in the high level documentation of 
most such applications. These charts should be use1 by en appraiser for 
de ternunfng wh i ch files among many are mos t useful for permanent :>:>etention. 

Data processing systems are categorized by two sets of terms. One break-
down is be tween continuinc; and one-Lime ey st.cus; t~!(; second is bctvccn 
real-time and batch processing systems. Rea Lvt.Lme systems handle one 
transaction at a time end complete the function of pos ting and vaLi.da-
tion before going on to the next transactior:. These operat.ions occur 
at the time the actuaI r-ea event occurs or at most, r oon d , Lvwor-Ld af't.erwar
Batch processing systems per f'orm one stage of rrocess5_ng for a £1'01.12 

(or batch) of transactions. These operations occur after "Ghereal vIOr1d 
event took place. The delays Illayrange from hours in some cases to 
months in others. 

Continuing systems are those which are run periodically ,-Ti th.a repet i,tion 
rate ranging between hom's and annually. Most housekeeping systems are 
of this type. The most famiHar applications are payroll, inventory 
control and financial management. Alt.hough the file cOr'.tentsare con-
tinually changing, such systems have high continuity from one period
to the next and are 1<71211 for auditing and operational purposes. documented 
One-time systems are less well documented than continuing systems. There 
is usually pressure to deliver the results in the form of reports w i thLn 
a time constraint. Ivlarwundocumented ad-hoc decisions 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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Various comb'inat.ions of +hese attrihLl.tesare found in ADP systems 0 

Real-time systems are used in cont.inuous housekeeping systems, the 
most notable being military command and control and airline reserva-
tion applications. Batch processing is used for both one-time and 
continuous systems and constitutes the bulk of existing data processing 
applications 0 

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 pr ocedur es dictate that magnetic 
tape copies of the fi12 be created. These are usually called either 
I1filedumps" or "safe data dumps." They are also created for running 
off summary reports since total file scanning of disk files is in-
efficient. These files can be appraised in the same manner as tape
resident files. 

301 Input and Update Subsystem Phases 

These two phases are COlmnon to all data processing systems which involve 
file mai.ntenance , Tv10 typical f'Low charts are shown and labelled 
"Gene:calized Input Update. II They show the processing steps taken to 
record, cODvert, check, edit and post a record to a file for later use. 

3.101 Source Data Conversion Phase 

Dat,a can be converted to machine-readable form by severa L methods. Former ly , 
data were transcribed from sour-cedocuments ont.o transcript sheets. They
wer e 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 terminals (source data automation). 

The data control function is closely interwoven w ith the mechanical con-
vers:ion: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 fieldso Examples 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 typical sequence is shown on the chart entitled "Generalized Input
Update 10" A manual handling phase is f'oLl.owed by a media conversion 
stepo 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 logical and transcription errors. Some systems combine error 
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detection and cor'z-ec t i.on processes by attaching the conversion 
equi.pmcnt. to a comput.cr , 

However many steps and cycles occi..r in the pr oce ss , the end 
product is usua Lly called a raw dab. tape. Other names used are 
unsorted transactions, partially edited transactions, sort2d 
preliminary -u.pdate file, etco 

Raw data tapes are seLdomof any permanent value since they contain 
erroneous and duplicate recordso A possible exception is the case 
of real-tim~ systems wher-e the tape m8Ybe named 1Ilogging file" in 
such applications as message 3witching or production control syst ems0 

Usually, such tapes ar e kept for a short period of time as backup to 
recreate a :real-tir(1e fileo The sole other usage is for sy s tern test 
data or SOenE:! simple transaction counting for real-ti:ne system work-
load studies o' 

3.1. 2 Edit Phase-Sorts and Validity Ched~s 

Many tapes with records of temporary value are produced at this staGe . 
.Another commondesig:~lGtion for these tapes is work tapes , This phase 
or module pr oces ses t.r anaac t.Lon files against, var i.ous editing and. 
validation cr i t.er ia. 'I'hese criteria may be found in a computer 
program, such as a table of valid transaction codes or in a subsidiary 
master file, such as valid account numbers or a Dame and wldress fileo 

Other commonchecks performed here [ire for numeric characters in quarrt i ty 
fields, trensactj.on botch totals, t.r an sac t i.on C01..1Xlts and consistency 
checks. 

The output of such a T,hR.seis a file of partially va.IId at.ed Lransac t.Lons . 
Two methods are used. in handling errors at this time. In one invalid 
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transaction items are listed on a printer along \vith the error indica-
tors for immediate cor-rec tLon on a batch basis. In other systems,
erroneous records are coded to indicate the presence of certain 
errors, but are not deleted from the transaction f~le. 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 en the data would be tests against the 
ma st.erfile key itself. Examples are transactions which attempt to 
delete a nonexistent record or insert a duplicate record into a f~le;
others may be quantities which are checked for "reasonableness". 

3.1.3 Update Master File or Data Base Phase 

The edit phase's output is the updating run's input 0 This is shown in 
"Generalized Input Update II." If the file contains only one appLica'ti.on, 
such as accounts pay abLe or receivable, it is ncrmally called iJ. "mast.er 
file." If it contains data from a series of applications, or surumary 
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 reports
for an important research and develop~lent project, construction jOb, or 
loan -- all of wh i ch mi.ght have enduring vaLue , 

Tnere arc several types of master fileso In some systems, they include 
only currently active records. PLlrged master file records are pe:riodi-
caJly transferred to dqrmant account (history) files. Personnel and 
payroll files are typical viith the purge generally occuring et year's
end , Many other files are cumu'Let i.veand continue to grow ill size 
depending upon the application. As in the case of paper reco~ds, the 
frequency of use is the major criterion wh en cleci::ling theupon Lengtb 
of time "detailed transactions" will remain on t!'1emaster file. 

In the case of periodically updated files, wher-e transactions are de]eted, 
purged records are often mer-ged into hi.st.orLceL files. These files are 
valuable. However , they may lack data found on the master r-ecord file. 
Therefore, both the merged periodic transaction file and the master file 
should be retained. Items 13 through 15 of Part III denote the types of 
transaction files created. Items 16 through 32 of Part III furnish 
disposition criteria for naster files. 

Master files are seldom updated for a given period in a si~gle 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 r'un, 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 44 and 45 of Part III).
This retention plan is called the "grandfather system." In apprai si.ng 
master fiJ~s for permanent retention, it is preferable to reta~n the 
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lIas-ofl! date from trie official files. "\\1hilethis is usually possible, 
there are many cycle biLl.i.ng systems in Hhich the maacer 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 puyposes and audit trails rather than the master 
file itself. Items 39 through 43 of Part III describe alternative 
selections to master record tapes. 

3.2 Report Generation Phase 

Tnis section describes the files, processing and software used to 
produce output from ADPsystems The chart labeled I!Report Generation 0 

Phasell shows the usual processing sequence in such modules fYOn1the 
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 vJi11 dominate. 

As indicated previously, unless its usefulness or transferability to 
future computing systems is assured, it is unnecessary to retain out-
put-oriented sof twar e , This evaluation should be ad hoc. 

3.2.1 Report Data Extract and Fo:crnat Phase 

If the printed report and the master file are in identical sequence, 
the data selection, tabulation, and printing phase may occur Ln one 
program. This is characteristic of bi I Li.ng , of payroll, and of m~)st 
housekeeping systems. Hovever , often it is necessary to }!I'int the 
report in a sequence different from that of the master file. The use 
of a sort vTill resequence the selected records as desired, cr eat Ing 
a series of intermediate v;orl, files between the mast.er file and thE:. 
printed output. The flowchart labeled "Repor-t Genez-at.I on Phase If 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 vli thin the IIjob stream. I! (See i tern 1~ Part IV) 0 

The input file, the job control deck and the final printed output only 
are visible to the uninformedo Thus, there is seldom need to retain 
intermediate files, because they can always be recreated from t.he 
master file. 

In one cas e , extract files .are useful and should be retained. Files 
tha.t contain "s t.a't.l s t.LcaL samples of the entire body of data of t en 
have long term value when the methcdo Iogy is documented. Tnese 
sample files, along wi t.h appropri9.te weighting f'ac tor-s and stripped 
of identifying info:cmation disclosing individual persons or es t.abl.i.sh-
ments are immediately releasable to public researchers. 
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The next problem is to determine wh i.ch of several work files to retain. 
In general, this depends upon the degree of decoding stub descriptors 
requf.red to intel'pret the file. Heavily encoded files -with litte or 
no narrative de scr-Lpt.Lor- are suitable provided that the stub descriptor 
files and tables requ.ired for buman reading and interpretation are of 
reasonable 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 encoof!d as they
can be decoded by simj!le computer programs. For large corle tables stub 
descriptions are preferable for long-term preservation. 

3.2.2 One or 1110reSorting Runs 

Extre.ct files are often in the wrong sequence for producing reports or 
tabulations required. In fact, th",same file may be sorted into as 
many as ten different sequences for different types of analysis and 
tabul&tion. Tbe criteria for retention of sorted work tapes are the 
same as for extract tapes described above. Tbe outllUt of this phase is 
a sorted vlOrk tape or file ready for tabulation, andsummarizat:::'on
editing. 

This type of file on tc:pe is often a useful research file, particularly 
if there has been some editing and interpreting bas been performed.
In gener aL, continuing adirri nlst.ret.Lve systoms have reLati.veIy f'ew 
processing steps be tvrccn the first extract run and the final output
pass. This is differer.t from one-time reports as described in Section 
l~, below. 

Tabulation Run 

The inputs to the tabulation run are the sorted wor-k files, and usually 
'vith a stub descriptor file. The stub descriptor file is Lnvar LabIy 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 disle, most of 
this decoding can be performed during the tabulation run. Wnen 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-reade.ble file. 

- 11 -

, .." P 1C7
• ')'\ ~~ 'u '. ". 

http:Extre.ct


The final 01J.C1"J.C 2. t abuLat.Lon run may cons i st of either SUJEPl81'Yof 
data files or a pr i nt t.ape (Itews 39 and 41 of Par t Ill). Summacy 
data files may also s eive as pubLt.ca t.Lon tapes (Item 40 of Part III) 
when they are r-eproduccd and disseminated to t.he public and/or 
other Federal agencies 3urnma:cydata files are occasionally used0 

as input for published and wi.deLy -d i.s semi.nat.ed printed reports. 

Many installations do not use print tc:.pes when they produce a 
computer Li.st i.ng or report. Instead, the data are t.emporer l Iy 
transcribed on disks untiJ the pr:i.nted report is complete However,0 

tapes can be created upon specific request if t.here is a knoFD demand 
and further use for the same information in machine-readable form. 
This. procedur-e is often f'o Ll.owed by producers of general proposal 
statistics. 

vJhen a tape file may be classified under more than one of these 
three categories} disposal is not aubhorizcd by this schedule. 

4. One-Time Surveys and Rc:port Generation Systems 

The sequence of operations in one-time surveys, censuses and tabulations 
is shown in the f'ol.l.ovrlng tvo charts. Hnen the f'Low process charts are 
compar-ed to the typical cont inuous file main+euanc c sy st ern , t.he sim:'-
Lar i.ties are evident, The basic dLf'f'er-enc e between cont inuous ly 
r unning systems and one-it.Ime jobs is the mucu hi.gher ~j!r.O':.ll'.t of manusL 
ed i t ing and encoding r equ i r ed , UnLess tte job i.3 a ve::.y laY'8;C:effort 
vii th tnany t.houaands 0.[' ol.s er ve t l ons , the I'ortus us cd a Ll.ow SOlIl'2·.-i:1Cl~ 

more vari.ab i.Lity in field ent.r+es than accounting type; document.s , 
Sillce line respondents to these sllrvc:ys rarely have opportunity to 
coir ec t the inputs, much more manual edLt i.ng and cncodi.ug is r-equ'ir ed to 
correct (clean up) a file prior to its use in tabulations. 

As the second sheet shovs , t~ere is <3 file buildup process whi.ch OCClli'S 

w i t.h no changes occur r i.ng to Lnd i.vidua L records aft.er they have entered 
the file, Hhere a muLt.Lpl i.ci Ly of systems and sources feed the file, 
the individual records arc usually of variable length to minimize 
storage requirements. 

Documentation for such systems contains complex record formats but 
inelude few of the elaborate codes f'ound in administrative systems. 
vJhen these files are retaiu8d, it is iml'ortant to identify the 
original sources of information, the insJ~ructions to resI,ond~nts ~or 
filling out the forms, together vri th sample forms, and t.he dir ec tri ons 
given to t.he response fo::m editors for proper interpretati~~ an~ 
secondary us age of these files. t~ost such files are desc r i.bed In 
part II of this :3chedule. 
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5. Adjustments in Une.-Time Jobs 

A variety of additior..s,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 audit 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, respondents 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 alVlays occurs in accounting 
systems while cost usually precludes this process in most one-time 
jobs, 

Therefore, such files of recorded observations contain a variety of 
errors which in summary tabulations are nonsense entries. For example,
male YT5_dmTsmay appear in a tabulation, Such errors arise from a 
number of cau::;es, Correction of the tabulations can be made at any
step in the process be tween the f:inal survey f'J le and the printed 
report. The accompany i.ngf'Low chart shows the points in the pro-
cedure where this is usually made, 

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. This vrou Ld lead to a discrepancy
between the published table and the final master file. The illogical
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 b~ 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-
dual disclosure; 2) by correcting the print tape and 3) by correcting 
only the printed report, In the first method, the summ.ary 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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/DRAFTJ1JTZ1971 

GENERAL RECORDS SCH:EDULE 20 

DATA AUTOMATION PROGRA~1 RECORDS 

This schedule covers machine readable records recorded on erasable media, 
related document.at.Lon required for their servicing, and files related to 
the ADPoperations, pr ocur emerrt and management funct;h.on. .

Z-=~~~ .. 
The pr-Lnci.pa L machine readable and supporting r-ecorda- that are COIDi110n to /_~~
 

several or all agencies have been divided into four &.a-t-eeories-. These ~'-r:::.
 
~ugh~ correspond to the typical organization and functional structure
( 

found in most ADPinstallations and their parent organizations. 
A-}f:t1M ..~..~.rt-?~ -"""~'k.l~f: IV'!..-
In thJ"development of this scheclule,ithe de 1.sion was made to use the 
decision table format rather than the col ar format used in the other 
General Records ScheduLes ~ two reasonsi: TI1'OJ ax e:: 
1.) footnote r equi.r-eicents ~re gr ea t Iy reduced with this form~t as compared 
I·Ii tIl tht~ first nineteen schedules; and 2) the number of times D. gi ven file 
0.:' 108icr~1 records has been processed is often more Jmpor-t.arrt than "the name 
c-s;~ign(;(Jto it. For example, in an update system, an interim master file 
c·~'comesa final master file after the sponsor declares it error free. The 
only difference between these two files wou.Ldbe the version or generation 
number on the file label record. 

'<""L~-a~A 
Data automation planning ana operational records are normal.Iy 'Jr_ created 
during the life cyc le of individual computer installa t i.ons . The~ dea1 'Iii th 
pLanrri ng, manag.ing, procur ement , selection, utilization and accountability 
for the pp-ysical facility investment in ADPsystems and supporting activities. 

Documentation required for servicing machine readable records ~~~ 
organized series of descriptive doc"U.'llentsrequired to initiate, develop, 
o])erate and maintain specific applications on ADPsystems. The. include 
project documentation, system specifications, test data and procedures, 
f'ile and user documentation and the various installation procedures and 
standards used in daily operations.

; Va-4-
TI1e teTIn~1agnetic media refers to ?ll devices w~ store data in an erasable 
mode. At present, only magnetic media are common~ used for such p1rrposes. 
However. other technologies may in the future have the same characteristics 
noV! present on magnetic tape. These)are nonvolatility combined with the 
characteris~ic of easy reusability. L ~~/~ ~ ,
~t?Y-~~t??-21 ..",., :'"rlt .~/..~~ ~~ .~~ 
S~nce magnet.ic med.1.8.can be overvr It.t.en , a var Lety of pr ot.ect'ive devlces 
and techniques have been developed over the years to insure ~~t ~~n-
ad:vertant erasure (Gf re'~GFEl_~ "sB"\>CS pJ ace.. The earliest technique iL. still 
in useJ.~onsists of a -r...'rite protection ring inserted or left o~t of a 
reel of tape. This is a mechanical interlock device and is now a standard 

http:magnet.ic
http:normal.Iy
http:pr-Lnci.pa
http:funct;h.on


• PART I 

NOTES: 
:> ". ~l/1. -/ C. ~ j P-y.L I 

Item 13: Machine listings of library transactions are oft~h produced daily.

Quite often, the transaction listings provide audit trails/of the last
 
recording made on a specific reel and may be us~ful in re~~eying a lqst file
 
or in determining how a file may have been inadvertently scr:atched~ Accordingly,

some installations keep some copies of these listings for:as-long as one year.
 

Item 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 III, ~ol~~n,4 
~ 

i\~OS.11:' 17 1" 23 t27J etc: "disposi tl' on b - ,.I., '" , , ') , "I _ ~ ,J Y lndl vid-
ual ager.cy aut;-lorizatl;·:~:."t t\r{~y ,~ot, since this is '1i/rAt-,
permissive, put in a ~ :"b8S eo olsposa1 date, such as -
) yrs, lb yrs, etc, as lS done in ?arts I & II? 

http:i\~OS.11
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DRAFT JULy 1971 

DATA AUTOMA'llION PROGRAM RECORDS - GENERAL RECORDS SCHEDUlE NO. 20 

Part I Data.Automat~on Planning ~~d 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

tems and orti nt selection and 1tatistics. 

"1File Des tion	 Consis of wllich are Then '1 
Pla~ng documents	 master plan, feasibility studies ~raphic, narrative and disposal not 

'h 

with associated charts and tabular information authorized 
diagrams, supporting data that r~lating to the present
reflect on the characteristics aJ?d/or p~anned ADP com-
of t~e data automation activity position and requirements \:' 

of the dat~ automation 
act 

2 Prog~am management	 development of'plans, policy, maintained at policy disposal not
 
and procedures governing the determination level authorized
 
conversion to electrical
 
machine operations and the
 
supervision, control,

coordination, and operation

of the mechanization am
 

ageney requirements, specifications selection cniteria for dispose 2 yearsHardware selection	 for hardware, software, and support procurements\in the after specific
capabilities of vendors of complete establishment"or modificati configuration of installations or of major peripheral of an ADP installation equipment is 

t 

4 Standardization	 data elements and codes, promulgated Federal or dispose when'
 
standardization requests record (lr
national(except superse$'lee1.
and justification for all copies at National Bureau obsolete. 
data systems 



..._l . , 

File Designation Consisting of	 Which are Then 

6 utilization and Maintenance 

7 -8 

9 Accountability 

--, 

io 

12	 Magnetic tape library
 
control records
 

13
 

14
 

forms or cards which equipment
operators complete relative to 
machine use, nonuse, or main-
tenance 

daily detail cards, intermediate 
summary decks, related magnetic
tape files and machine listings 

monthly	 summary of cost 
and utilization reports 

documents concerning the 
management of ADPE equipment 

,.'------------------l 

requirements for cards, paper
and magnetic tape reels and 
inventory of ADPE supplies 

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

library	 transaction records 

used for daily management 
of operations 

used for daily management 
of operations 

card decks, magnetic tape
files and machine 
listings 

original records 
maintained at data 
processing installation 

'_ 

card decks and magnetic 
t.ape :file~ " 

machine	 listings 

t;ransa.c"G~onS.L~ps 

dispose after 
1 year 

dispose after 
90 days 

dispose after 
1year 

dispose 2 years
following the date 
equipment is dis-
continued 

dispose after 
1 year 

dispose	 after 
3 years 

dispose when the 
4th update cycle is 
created 

:dispose after 90 
i,days 

J r 
r \ \	 , , '~-

) 



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 

t a •	 ~. r" ..... \.>-a-

specific data systems
plann1Dg records 

2 

3	 system test
 
documentation
 

4 

systems design
specifications 

6 

containing definition of 
including the system

, system establishment 
authorizing directives,

) ta, detailed studies 
reflecbtng advantages and dis-
advantages of alternate solutions;
equipment requirements, tangible
benefits; output requirements and 
schedule for 

system test specifications; test
 
runa,. machine li~tings of test
 
data, test resu~ts
 

documents contain operating
procedures for implementation of 
a specific data system, including 
policies, instructions-, details 
of computer technique, logic charts 
input/output document flow data 

at departmental level Disposal not authorized 
?ea~~te~~_.	 rp.view after 5 ye~rs 

supplementary files	 destroy 5 years after 
at ADP unit lev.el	 final.action 

approved system	 destroy 1 year: after
 
discontinuance of the
 

disapproved proposed destroy 1 year after
 
tem final action
 

fqr .systems for which dispose of at the time 
related magnetic tape magnetic tape reels 
data is authorized for are~y,blanking I~------~------------+---------------------~
 
for ~stems for which retain with the rela
 
the related magnetic magnetic tape

tape data is not
 

~~~~for 

I 



7 File( S) specifications 

8 

9 input specifications 

10 

narrative description of 
the source and functional 
characteristics of the 
file(s), a definition of 
the content of each record 
in terms of the relative 
position name, length, and 
type of each data element 
a field (run layout)
explanation of the coding
system and a cross reference 
code manual of every code 
used together with all their 

s 

detailed description of each 
transaction that generated
some activity in the system,"
in the form they appear at 
the time they enter the com-
puter system; identification 
title, recording media, 
purpose, frequency, volume 
and source; detailed des 
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 authorized for 

~1anklhng~ " 

for system the related magnetic
tape data,is not authorized for 
blanking- ) 

for system the related magnetic
tape data'is authorized for 
blanking' ,/

./ 

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

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

retain with the rela 
magnetic tape 

dispose of when all 
the related magnetic "\ 
tape reels are blanked, 

retain with the relat 
magnetic tape 



File Designation 

11	 Output (Report Forms)
specifications 

12	 Application program
manual 

User guides 

Consisting of 

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

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

information used in train-
ing or explaining overall 
system 

Which	 are 

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 

7 
"t" C.~f~" 'ta descr~p ~on 0 ~npu,

files, and o~tput; source 
and obj ect(dode1lis tings , 
flow diagrams showing the 
logic of the program;
d~scription of instructive 
output messages; coding in. 
formation; test pLan ; and 
program test· and operating
instructions 

handbooks, guides to data 
availability procedures for 
querying files. 

Then 

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

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

retain with systems
specification 



14	 System operating user oriented instructions Dispose at the time 
procedures to prepare input data and ma~etic tape reels are 

for control of output ;p.i.anke~\ Q 1 I ") 
reports and interpretation, ~~~ ~_~~~ ~__~_C_f__ , ~ 

and for processing work for 
15 the computer	 retain with file (systems).

specificatJ-0ns)~7~ "'1 

16 Report printed final report for system the related retain 1copy of the
containing the statistical magnetic tape data is printed report with 
tabulation and an ana~sis to be retained related file specification

~of the findings of a study
or survey including a same deposition as file 
narrative description of specification - Item 7-8 
methodo 



.. 
. Part III Magnetic Media 

The term "magnetic media" refers to 
data cells, and other devices which 

tape (analog, digital), 
store data magnetically 

drums, disks, 

File designation Consisting of vJhich are Then / 

1 
S1,t!,V;' "' 

( Scratch tape
\..~~lankjtape) 

Test tape 

3 

4 

5 Program
or disk 

tape
pack 

6 

7 

1._. L-

temporary magnetic tape used by
the console operators or tape
handlers to facilitate general
computer runs such as sort and 
merge runs 

- magnetic tape used in testing
a proposed system 

tapes (disk packs) containing
sequence of instructions 
required to accomplish the 
processing of data or solving
a problem 

~ 

not included in a tape availabl for immediate use 
library control or files or reus 
whose retention dates 
have expired, or new tape 

used by programmer for (~r;t~fter ~ystem has
 
individual run testing U~~n accepted or dis-

and not under library continued, whi~hever is
 
co'ntrol Rooner
 

system debugging test
 
data
 

system acceptance test SEE NOTE BELOW.
 
data
 

Updated ./scratch after 3rd update 

the last update of scratch'" after agency has ex-
specific EDP application' hausted its use of the 
used in a terminated tape
system 

required in Audit Trail scratch in accordance with 
- GAO guide lines for 

specific functional appli-
~ ~~ca~t=i~o~n~(~S~E~E~N~OT~E~) ~ 



8 

File designation 

Raw data. input 

Consisting of 

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

9 

10 

Which are 

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

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

offici:"al~ de sd.gna'bedto!
replace or serve as the '" 
basic source data in lieu 
of the_"hard copy" or 
other input source 
document 

Then 
./ ~ 

~cratch,lst gen-
'------- --eration data 
upon successful 
completion of 
4th processing
machine pass 

(;cr~~~h after raw 
data-is proce~sed
into final data 
and proved to be 
satisfactory-

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



II 

12 

15 

" -

Working tape magnetic tape containing 
Input/Output output or control-within 

or from one 
sequent run 
sort and/or
.the systems.
checkpoint,
reject list,
elirnina 

on 

run to a sub-
which manipulate,
move data thru 

Includes 
edit, correction, 
unmatched data 

with a -Master data tape
input file for -creation -
of Master data tape output 
file 

14 

\ ' used in an updated	 sc tch after subsequent
system	 magnetic tapes which 

contain the accepted 
detail data have been 
created and proven to 
be satd.sf'ac 

use 
study 

transaction after 
all outstanding
items are liqui-
dated from current 

ans 
after cumulative 
final Master tape
is prepared and 
determined succes 
ful and there is 

sposition by indi 
agency authorizaton 

,~. ~,,« 

* Standard Form 115 

ata 

* ~ 
I - ( /r ,» ." I'" 1. • ../ 



File Designation Consisting of vJhich are Then 
r - -~\ 

16 Information retrieval 
system master reference 

18 

19 

Federal 
program 

loan and grant
master file 

_ 

21 

"Housekeepang systems:
master data file 

magnetic media,contain~~
data created by the /\
merging of prior master 
file with valid 
4ransaction data to 
create a new master file 
(including the security
copy tape of data on 
disk packs) 

magnetic media containing
data created by the 
merging of prior master 
file "0ith valid 
transaction data to 
create a new master file 
(initial data includes 
excerpts from forms 
p~aced in case files) 

magnetic media containing
data for such 
"Hcus ekeepfng sysbems " 
as fiscal accountability,
supply management,
payroll administration· 

a cumulative index to ( scratch after creation 
scientific and technical 'of 4th cycle \ ' 

publications;
bibliographic and other 
non record material 

an index to record material disposition by individual
 
such as cor-respondence; agency.authorization *
 
legal hearings and
 
decisions; patents,

trademarks; and record
 
copy of publications
 

cumulative data of funds scratch after creation
 
made available through of-4th cycle

Federally supported

loan and grant programs
 

non cumulative periodic disposition by individual
 
file of status of agency authorization *
 
Federal loan and grant J), 1(1.)


rr-t;; -? ,:. J ..... c;activity 

not required for ~cratch in accordance
 
General Accounting with standards applicable

Office site to the equivalent

audit IIhard copyll records
~------------------------~r-------~~----------------~ 

,/ ---."required for General, scratch ,in accordance

Accounting Office site ~ith General Accounting

audit Office requirements
 

* Standard Form 115 



File Des~gnation ~Consisting of 

22 Economic statistics magnetic media containing
l\1asterfile data created by the 

merging of prior master 
file with valid 
transact~on data to 
create a new master file 

23 

24 

25 

Which are 

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;
commlmications including
broadcasting, telephone
and telegraph 

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

noncQmulative recurring
periodic surveys
including wholesale and 
consumer price indexes;
annual industry; housing 
vacancy and other 
economi,c indicators 

noncumulative economic 
census taken during five 
year intervals 

Then 

, \
C scratch after creation 

of 4th cycle 

disposition by individual 
agency authorization * 

I I / r),.,./t~ f.... ~ .. J u-v"-'./ 

disposition not authorized 

disposition not authorized 

* Standard Form 115 



File Designation	 Consisting of 

26 Social statist~cs magnetic media containing
Master file	 data created by the 

merging of prior master 
file with valid 
transaction data to 
create a new master file-

27 

28 

e29 

vJhich are 

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 

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

noncumulative recurring
periodic surveys including
current population
statistics; annual 
ind~stry; housing vacancy;
voter participation;
statistics of income 
sample. 

noncumulative 
demographic censuses 

Then 

scratch after creation 
of 4th cycle 

A-r~ d-i-s~ individual 
agency authorization * 

d· C?t'-:-P t th	 . d~SpOSr 2on-no au or~ze 

dispos~ot authorized 

* Standard Form 115 



File Designation 

30	 Natural Resources 
Master file 

31 

32	 Longitudinal studies 
l~ster data file 

Consisting of 

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

, 

magnetic tape containing 
data recorded over time 
from one or more sources 

Vv'hichare 

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

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

a series of observations 
relating to individual 
units (persons, places,
things) 

Then 

s:rat:B after creation
 
of 4th cycle
 

d~,--~~0.:e Lndd id 1~~i~ony ~n ~v~ ua 
agency authorization * 

. 

disposition not authorized 

* Standard Form 115 



File Consis of 

.33 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 

35 

37 

magne~~c 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;
air and water quality,
and medical research 
measurements 

\ 

Which are	 Then 
".... ~ _..... * 

converted to raw ~~atch~ 
data digital magnetic data has been 

media 

not converted or I'"scratch after , ......converted only in part determination has been 
to ~aw data digital made that the data will 
magnetic tape media not be converted to raw 

data digital magnetic tape
media 

held in national data disposition not authorized 
centers 

not duplicated in disposition by individual 
national data centers authorization * 

duplicated in national ~scratch after dev~~~~.•~~ 
data centers	 is made that dat 

required outside 
data centers 

not calibrated or	 scratch after subsequent
va:l.,idated	 magnetic tapes containing 

the accepted data have 
been created and proveif d 
to 1'>e- satisfactory ------

* Standard Form 115 



File Designation Which are Then 

39 Summary data file magnetic tape containing
aggregates of individual 
observations from valid 

substantially unpublished
such as tapes containing 
data that are disclosure 

disposition by individual 
agency authorization * 

transaction or master free 
data file l'lhichare 

JIIl~~ disaggregates of 
~_~pU~bli~s:h~e~d~da~t~a~ ~ ~ ~ 

40 Publication tape 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 

41 Print tape used for producing
req~ired printouts of 
tabulations, ledgers,
tables, registers
and reports 

',scratch after output has 
been released and approved 

e 
42 Reformated 

file 
data magnetic tape containing

essentially duplicate
data from the master 
data file but which is 

created for the 
specific purpose of 
information inter~hRn~e 

disposition
for master 

as provided
data tape 

43 created for use with 
other computer hardware 
systems 

of specific application 
for agency computer
hardware systems 

.scratch/when determination 
~s-~de that such format 
is unnecessary 

* Standard Form 115 
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File Designation 

44 Securi ty back up fi'le 

46 other, agency files 

Consisting of 

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

magnetic tape created 
by other agencies 

Which are 

updated 

a one time study or 
survey 

not altered substantially
by the receiving agency 

Then 

~h after creation 
of 4th cycle 

~h or retain in 
a-ccordance with 
standards for ~cratching 
of corresponding master 
file 
/' --.......,

s~ratch'after determination 
is made that retention of 
the data is no longer
necessary 



PART III
 

NOTES:
 

Item 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 reqlired 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. 



\.b1~ 

1 

Part IV ADP rtL~ched Card and Paper Tape 

File Designation Consisting of 

ADP program card files punched cards containing
common language source 

. . _program data 
(source deck) 

'Which are 

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

.. 

Then , \ 

dispose of individual 
card,S~hen/jeplace-~ 

, ment by new one s . 
"'Aestroy program deck 

;/after program has been 
removed from system ,
See Note Part III"7 ,I 
nern'-i) \..v-» \J- -

2 

3 

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

prepunched utility or 
processor program card 
decks furnished by
computer manufacturers 
(systems subroutin~s 
or supplemental programs
written by agency 
programmers 

I 

read into computer
memory pefore running 
a program to cause the 
computer to perform data 
processing functions 

provided to assist in 
computer operation
"housekeeping' functions 

destroy after successful 
completion of a program
revision or after 
related program has been 
removed from system l..f'ii? 

~ee Note Part III Ite~ 1 ' --destroy after receipt
and successful use of 
new cards from the 
manufacturer or pro-
grammer, or 1 year after 
discontinuance of 
program or system 

4 job stream (job stack, 
job control) card decks 

used to activate 
program prOCeSSing~ 
modules performing aI' 

~ata processing jo 

7 
\ 

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 



·~ 

5 AD? program punched cards containing
control cards	 data for program control 

generated by the producer 

and/or user 7 71/ Ii) 
(See Note) '1 v I 

6 

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

8
 

9. 

. ~ 10 
source data entered 
directly on them; with 
film inserts; with written 
information 

pertinent to a specific	 desGroy individual cards or 
run or cycle sets of cards when replaced

by new cards and when neces-
sal~ changes (if any) have 
been made to appropriate da 

ocess manual 
dispose
after replacement by new 

or user cards destroy control deck 
1year after program has be 
removed from system, or a 

stem has been discontinued 
re	 stroy n re 
operational elements ·file has been proved (~--.--..., 
as backup to magnetic tape satisfactory and has grand-
or disk ·fath.-0back up .~----

~-	 3;J~.~j 

e 
source s	 dispose of in accordance 

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

7 



i \. • 

PART IV. ADP Punched Card and Paper Tape 

NOTES: 

Items 5 and 6. These items refer to parameter cards associated with the 
execution of various options of operational prog~ams. 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 III. 



__ 

DRAF'l' JULy 1971 

DATA AUTOMATION PROGf-illM RECORDS - GE1'ERAL RECORDS SCHEDTJLE 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 su OTting systems, including equipment selection and statistics, 

! __ ~F~1='l=e~D~e=s=i~g~n~a~t~i~0~n~~ __ ~C~0~n~s~i~s_t~i~n~g~O_f J ~;iCh are	 I llien " 

leJ?lanning documents master plan, feasibility studies I cro.phic, narrative and disposal not
 
1 - wi th associated charts and tabular inforwation authorized
'I 

diagrams, supporting data that relating to the present 
1 reflect on the characteristics	 and/or p~anned ADP com-

of the data automation activity	 position and requirements \ 
of the dat~ automation 
activity 

Progr-am management	 development of plans, policy, maintained at policy disposal not 
and procedures governing the determination level authorized 
conversion to electrical 
machine operations and the 
supervision, control, I 
coor-d.i.na tion, and operation
of the mechanization progrslli .,--~-~.

I agency requiremeDts, specifications f selec tion criteritl for dispose 2 years I

3 eTardware selection for hardware, software, and support procurements in the after specific
 I,capabilities of vendorl:)of cOffiplete esbob Li.shmenf .or mod'i.f'Lca t iori configuration ofinstallations or of major peripheral lof an ADP installation equipment is 

!
I equi-pment I

I 
(1; ~ -'()l1t:inU8<L 

J
I 

I I
I
 

4 Standardization ! data eLemerrt s and codes, promulgated Federal or ddspose when - Jj
i 

I I standardization re~uests I national (except record super sedeet (lr
-' 

I and justification for a]J. I copi.es at National Bureau obsolete
 
data systems 1---2-:L...S.:tru1dru:.d
s )
 I

I
I I 0 ther standards eg, dis!,osal not
 

I
.' I	 develoued by agency authori:r.~d j 

,I ~ 

http:coor-d.i.na


File Designation Consisting of	 lmich are I'Irien 

6 I utilization and Maintenance	 forms or cards which equipment used for dai~ management dispose after 
operators comp l.ete relative to of operations 3 years
machine use, nonuse, or mi.lin- 1

I 
1	 tenance I 

I 

7 daily detail cards, intermediate used for dai~ management Idispose after I ! summary decks, related magnetic of operations 190 days!e tape files and machine listings
i 8	 monthly summary of cost card decks, magnetic tape j~ispose afterI;	 and utilization reports files and machine I

I listings	 . ~13years I! 
~ Accountability document-s concerning the original records dispose 2 years

management of ADPE equipment maintained at data following the date j
,processing installation equipment is dis- II 

continued 
I..	 !------------------------------------~,- -

I 101	 requirements for cards, paper dispose after 
II I	 and magnetic tape reels and , l.year

inventory of ADPE supplies
!	 I I
, contractor's invoices for	 d~spose after Irental and other charges	 3 years1_\	 II	 incu.rred for use of ADPE I 

12	 Magnetic tape library
 
control records
 

t 14 T	 -cransaCHon sups a1~03f ~E~grn~O _ _'''''.1',' 
~ I 

",.j 

IlonlZer neededJ/~~'--~----------------~--------------------~--------------~~~~~~~~.
 



... 
PART I 

!-JUTES: 

Item 13: Machine listings of library transactions are often produced daily.
 
Qui te often, the transaction listings provide audit t:rails of the last
 
recording made on a specific reel and ms.y be useful in ;:-etrievinga lost file
 
or in determining how a file ms.y have been inadvertently scratched. Accordingly,

some installations keep some copies of these listings for as long as one year.
 

Item 14: Transaction slips for n11itary classified or other sensitive records
 
have longer retention periods. These retention periods are gener~lly specified
 
as a matter of agency policy or regula ti on.
 



Part	 II Documentation Required for Servicing lf~cblne Readable Records 

Documentation covering the organized series of descriptive documents relating to all aspects
of system development and operat.Lon , These include system planning documents, ADP systems
specifications, application program manua'Ls, systems operating instructions and various 

t aids. 

____ ~~}~'~i=l~e_D~~~~t=i~o~n~------~--~C~o~n~s~i~s~t~i~~o~f~	 -+~Wh~i~c~b~a~r~e~ ~~---~rr.hen 

1	 specific data systems documents containing definition of at departmental level Disposal not
 
planning records the system including the system .h~a~g.ua.rj;.~rs. .~p.view after
 . 

obj ect:}ye....s.,;s',;95ct;:lZm::Ell.lJ.iQlhhfacnt
./ requem~l1O¥.f~D€r d.irectives, ~-? 

2	 sourceAdata, detailed studies supplementary files ~ -5years after 
reflecting advantages and dis- at ADP unit level final,llction..-.
advantages of alternate solutions;
equipment requirements, tangible
benefits; output requirements and 
schedule for c ion 

3 system test system test specifications; test approved system after 
documentation ~~s, machine listings of test 

data, test results 

4	 disapproved after 

systems design doc'uments wbich contain operating for which Dispose of at time 
spE;cifications procedures for implementation of tape final mag. tape records 

a specific data system, including for ')produced system have 
f ,been ~~~~~~~~R~policies, instruction~, details . ,
 

of computer technique, logic charts
 
6 input/output document flow data . for ~ystems for which retai.n with the
 

the related magnetic magn~tic tape
 
Itape data is not 

authorized for 
blanking 

) 



I File Designation Consisting of Hllich are I Then -~ 

! 7 File (s)specifications narrative description of for system the related magnetic Dispose ¢ at time I 

the SOUTce and functional tape data is authorized for final mag. tape records I 
produced by system have characteristics of the blanking been blanked. II file(s), a definitjDn of

I the content of each record - I 
in terms of the relative for system the related magnetic retain with the relatedI position name, length, and tape data is not authorized for magnetic tape

! type of each data element in I blank.ing
a field (run layout)Ie explanation of the codingI system and a cross reference 
code manual of every codeI• used together i'lith all their


j I values .
 i 
9 I inpUt ~pecifications I detailed description of each for system the related magnetic

transaction that generated tape data is authorized for 
some activity in the system blanking
in the form they appear at 
thE: time they enter the com-
l'uter system; identification 
title> recording media, I for system the related magnetic retain with the 
purpose, frequency, volume tape data is not authorized for magnetic tape
and source; detailed dcscrip- blanking ! 
tion of the contents of each 
iroput to the basic record 

! 
e·I I file and a gr aphi,c illustra-I tion 01' each.

I I 



l, -,~~F~i~l~e~D~e~s~~~·g~n~a~t~i~o~n~------+_---C~on~s~i~s_t~i~n~g~o_i_'\_'ili~.i~c~,h~a~r~e ~ 1_Th_e_n . -~	 __-i 
i 111 Output (Report Forms) detailed description of	 a listing of the out- dispose on termina-i 
! specifications products of the system puts by sequence, name, q tion of system by
1 that are to be used outside media, purpose, frequenc~ either obs1escence,
! the computer center volume and distribution;~ , update or discon-

a detailed record de-i,	 ti~uanc/rscription; samples ofi output in the form of 
I 13youts or copieR' keyed " 

to name~numberslin theI
! output listings " 
i 
I Application program	 documents reflecting the a description of input, dispose on termina-121 manual	 latest information for a files, and output; source tion of system by I 

general description of the and object <rode iistings, either obsolescence,I function, use and method- flow diagrams showing the update or discon- I 
ology of the program logic of the program~~~ t.Lnuanc e 

descr-Lpti.onof in8trl[..Q~i "--ve : 
! output messages; coding in-
! i formatio~ test plan) <*1d 

I	 

! 
Ii I	 program GestJand operating

instructionS'" !I 

I 
~- I
! e! User guf.des information used in train- handbooks, guides to data I retain with systems I 

ing or explaining overall availability~ocedures fori sp~cification 1I 
I' system	 querying fil~ l

~ 

I • 



. . 

14 System operating for systems the related Dispose ~i time 
pr-ocedures 'magnetic tape data is magnetic :tape reels are 

authorized for disposi- bla~~~ 

15	 lor systems the related retain with file (systems)
magnetic tape dataAis specifications ,. 
to retained .l 

Report printed final report for syster~~e related retain 1 copy of the 
containing the statistical magnetic tape data is printed report with 
tabulation and an analysis to b re aineq"J related file specification 

....of the findings of a study 
~.rJ/r.--,;,I- ~ ~ or survey including a ' same deposition as file 

narr:ativ"Jdescription of spedfic~:hon"":. Iterrtt7f8 
methodolo d 



Part III Magnetic Media 

The term "magnet.Lc med.La" refers to tape (analog, digital), drums, disks, disk packs,
data cells, and other devices which store data magnetically 

C File designation	 Consisting of M1ich are 'l'hen 
i ,--+-~~~~~~~------~~------------~~-----------------~~~-----------------

1 Scratch tape temporary magnetic tape used by not included in a tape available for immediate use
I (blank tape)	 the console operators or tape library control or files or reuse '7 

handlers to facilitate general . \ilioseretention dates 
computer runs such as sort and I have expired" or new tapeI	 merge rUllS 

_ ! Test tape mae;netic tape used in testing I used by programmer for cr-atch. after system has
 
i a proposed system , individ.ual run testing been accepted or dis-


and not under library continued, whichever is
!
-	 I control	 sooner' 

I 3 
t
I I system debugging test 

-
~ !

I 
I I data I

I~ -I I4, i	 I system acceptance test ISEE NOTE BELOW.I ,	 II	 I data .-. II
I

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

!• or disk pack sequence of instructions
 
I required to accomplish the
I processing of data or solving
I I a problem
e ' . --

\ 
I
, I

I
6	 the last update of ~ after agency has ex-

specific EDP application hausted its use of the I used in a terminated tape
! ' system II 
I 
I I I Irequired in Audit Trail scratch in 'accordance with 

! 
I GAO guide lines for 

I 
i specific functional appli-

cation (SEE NOTE) L.
7	 

I 

http:magnet.Lc


File designation Consisting of	 IvJhich are - Then 

8 Rai-ldata input magnetic tapes containing data us ed- for :z.mput scratch 1st gen-
,abstracted from source dccu- fe-:l!L ..4,1:~?da:te w;ij)l ~xi sting eration dataI merrt s or other media and entered Iprogram ~n~~equired upon successful 
! into the system for the first Ito suppor-t ~econstructi'on completion of I

I time 'of master f~le. I 4th processing 1'_!	 machine assJa,.,9 not required to support scratch after raw 
reconstruction of master da~a is processed 
file and/or used as input I into fi.nal data 
for a one-time study or and proved to be I i satisfactory _surveyI	 I10 offic~lly designated to ~~ch in accor-

I replace or serve as the dance with in-
" basic source data in lieu structi.orisappli-

of the Ithard copylt or cable to the "hard I other input source copylt or other 
I document	 files documentingI 
I	 the same process,

transaction orI case 



JFile Designation t Consisting of ,Which are Then 

i 1 Working tape magnetic tape cODtainiD~ used in an updated scratch after subsequent IiII , Input/Output output or control \"!ithin system magnetic tapes which 
I \ or from one run to a sub- contain the accepted I 

sequent run whicn manipulate, detail data have been I 
sort end/or move data thru created and proven toI the systems. Includes be satisfactory ~ 

I 12 checkpo.irrt , edit, correction, used in a one time scratch after master data ~y.."
A reject list, unmatched data study or survey ~ta e has 'f;eefi·iW~d'/A ~ 
__ eliminating error, r-er-un t.ane s isfactory , ~ "')/ 

I i~3~~I~vr~~~~a-n-s-a-c7t~i-o~n~~~~m~a~g-n-e~t~i-c~t~.a~p~e~s~c~o~n~t~a~i~n~i~~~lg~~~~I~p~a~r~t~i~a~l~~~~v~a~l~i~d~scratch afte~ creation of 
valid file of items used Itransaction after 4th cycle II with a M.aster data tape all outstanding
 

i, input file for creation items are ·liqui-
of Master data tape output dated from current


i file status tapes

I 14 0.:-' -t:-r-al'-)s-n-c-t:-i,-o-n-+s-c-r-a"""t:-c-=h-a-f-:::'"'t:-e-r-c-r-e-u"""t:-·!~v-8.-:l:-~:-· i'-o-n-o-f~---1 

I

....
after cwnulative 4th cycle 
final Master tape
is prepared and 
determined success-
fUl and there is na 
necessity for 
statistical 
ana~sis
 
used in additional disposition by 'individual /
t~5 

I

statistical agency authorizaton * ~ 
ana sis 

* Standard Form 115 



f fFile Designation Consisting of /1,I,nichI are	 r Then 

r-:7 I Information retrieval magnetic media containg a cmnu1stive index to scratch after I ~u system master reference data created by the scientific and technical of 4th cycle 
merging of prior master publications;

I	 =:file 'I'lith valid bibliographic and other 
transaction data to non record material 
create a new maste~ file 
(including the security an index to record materia~ disposition by individual.7 copy tape of data on such as cor-respondence; I agency authorization * 
disk packs) I LegaL hearings and 

I decisions; patents, I tro.demat'};:.s;and record I copy of pubLi.cat.Loris 

L 18 II Federal loan and grant magnetic media containing cumulative data of funds ! scratch after creation 
program master file data created by the mqde available through of 4th cycle . merging of prior master .FederaJJ.:ysupported 

i file 1vith valid loan and grant programs ,	 r---------~----~--~-------+----------------------------~transaction data to	 .I19 create a new master file non cumulative periodic disposition by individualI (initial data includes file of status of agency authorization * 
! excer-pt-sfrom forms Federo.l loan and grant PI.placed in case files)	 activity
--;-.----,----t-'---------"---t------"'-------l'----------;I 

"Housekeeping systems: magnetic media containin1 not required for	 scratch in accordance leo master data file	 data for such General Accounting with standards applicable
"Housekeeping syst.ems" Office site to the equivalent 
as fiscal accountability" audit "hard copy ''records~~------------------------~--------~~----------------~ supply management, I I 

21 payroll administration I re~uired for General scratch in accordance
 
Accounting Office site with General Accounting
 

i audit Office requirements

I
 

* S·tandardForm 115 



File Designation 

22	 Economic statistics 
Master file 

23 

I 22+

,-I
I
I 

I ! 

j 
I 1- ---

25 

1 

!consisting of 
I 

magnetic media containing
data created by the 
merging of ~rior master 
file viith valid,
transaction data to 
create a new master file 

~
 

vfl.1ichare	 Then 

cumulative data such as scratch after creation
 
sto.tus of banks and of 4th cyclr
insurance institutions;

~roduction, consumption
 £~".and monetary 'status of i
 

industry and agriculture;

value of foreign

co~nerce and other
 
economic indicators
 
constL~lctiow of houses
 
and buildings; motor, rail
 
and air travel;

conununications including

broadcasting, telephone

and telegraph
 

noncumulative;' used to disposition by individual
 
pr-epare reports covering agency authorization *
 
a limited period of 

I
 

time
 

noncumulative recurring disposition not authorized 
periodic surveys
including wholesale and 
consumer price indexes;
annual industry; housing ~ 
vacancy and other 

__e~c~o~n~o~~_'_c -+	 -t--a-u-t-hOr"__~~'n_d_~_'_c~a_t_o_r_s	 n-0-' zed 

noncumulative economic disposition ~
 
census taken during five '
 
year intervals
 

y 

j
 

II 

I 
-"O.J 

* Standard Form 115 



l File Designation Consisting of I 1ATnichare 'I'heni--2-6--~S~0~c~~~·-a~1~s~t~a~t~i~s~t~i~c~s----+-m~a~gn~e~t~i~c~m~te~d~i~a--c-o-n-t--a-i-n-i-n-g---rll-c~w~'~~ill~l~a-t~l~·v~e--s-o-c-i-a-l--a-n-d----------4--s~c~r~a-t-cl-1--a-f-t-e-r--c-r-e-a-t-i-o-n----~ 

lf~ster file data created by the demographic data such as I of 4th cycleII I merging of prior master I births, deaths, and L 

! file with valid I marriages; income taxes 
III! 

e; 
transaction data to I paid; social ·security I 

_ create a new master file accounts; employment
information; law enforcement,
crime and civil disturbance,
and other social indicators I 

I noncumula tive; used to disposition by individual I 
prepare reports covering a agency authorization .X-I limited period of time 

28	 noncQ~ulative recurring I disposition not authorized 
periodic surveys including
current popUlationI statistics; annual 
industry; housing vacancy;
voter participation; II
 statistics of income 
sample, 

nonctL'11ulative disposition not authorized 
demographic censuses 

* Standard Form 115 



hiFile Designation Consisting of 

I I 

I I
I 
I 30 t Natural Resources continuously updated

! Yaster file 'magnetic media containing


d.ata created by the lc.erging
 
of prior master file with
 
valid transaction data
 
to create a new master 
fileIe,. ( 

II 31" 

. t I 
I 32 Longitudinal ctudies I magnetic tape containing I 
I Y.L3.ster file data recorded over tjllledata 

I 
j', 

from one or more sources 

~_-l. .~~. ..l- ~I 

which are Then 

cumulative data on scratch after creation 
characteristics, use of 4th cycle land owner'shf.p of 
nat.ur aL r esources such 
as land titles, water, Imineral and timber 
rescurces I,;;e
noncumulative; used to dispos~n by individual 
prepare reports covering agency authorization * 
a limited period of time 

a series of observations dispo.s~n not authorized 
re13.ting to individual 
urri, (persons, places., ts II 

things) j--,", ---4 

* Standard Form 115 



1I]~ile Designation Consisting of v,'hichare Then	 \ 

I 33 I Scientific data files	 magnetic media sour-ce converted to raw scratch after rr:eaningful
data recordings received data digital magnetic data has been analyzedI I	 from experL~ental sensor tape media 
instruments for scientific 
measurements such Cl.S not converted or scratch afterI I34 outer space or'biting converted only in :part determination has been I ' 
s:pacecraft, oceanogra:phic to raw data digital made that the data 1IIillie" and geo:physical :phenomena magnetic tape media not be converted to raw 
and medical research data <iigital magnetic tape I 
(including analog ta:pe) i . media 

35	 
I magnetic media containing held in national data disposition not authorized 

! data created either frcm centers II
I 

analog magnetic tap8 or 
I 36 recorded directly on not duplicated in disposition by individual
I 
! magnetic digital ta:pe national data centers agency authorization * 
I ,

!	 
for scientific measur emerrt.s 

;• 3'7 !
I	 of astronomic, outer space , duplicated in national scratch after determination I 

;1 

I 
j I	 oceanogra:phic phenomena; data centers is made that data is not 

air and 'Hater quality,	 required outside of thei 
i • and medical research data centers! I	 !, 
I I I measurements1_38 not calibrated or scratch after subsequent
I validated magnetic tapes containing 
i the accepted data have 
1	 

I 

been created and proven I 
! .. ~.	 I to be satisfactoryI	 II 

* Standard Form 115 

, ' 



I 

39 

File D~~g.nation 

Summary data file 

40 Publication tape 

41 Prj.nt tape 

3 

Ref'ormated data 
file 

Consisting of 

rr~gnetic tape containir~ 
aggreGates of individual 
observations from valid 
transaction or master 
data file which are 
disaggregates of 
published data 

m.agnetic tape containing
source output data 
extracted from the system
(without destroying the 
source tapes) 

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

vT..'1ich Thenare 

substantially unpublished disposition by individual
 
such as tapes containing agency authorization ~.
 
data that are disclosure
 
free
 

reproduced and record copy not 
disseminated as a authorized for disposal
pub.Li.ca'ti.on or used for 
reproducing a printed

jl~blication 

used for producing scratch after output has 
required printouts of been released and approved
tabulations, ledgers,
tables, registers
and reports 

created for the disposition as provid8d

specific purpose of for master data tape

information interchange
 

of specific application scratch when determination 
for agency computer is made that such format 
hardware systems is unnecessary 

* Standard Fonn 115 

http:pub.Li.ca'ti.on


r , 

r 
l 

I
I 

j

I

I

I 
! 
i 

i 
\ 
! 
i 

I 
i, 
i 
I
 
I
 
1 

! 
I File Designation
t 
I 

1+4 Security back up fileI 
I 

45 

_"I 
i 

46 ! other agency files 

I
I 
J 

r 
f 

I 
·1
I 

I
 

Consisting of 

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

nagnetic tape created 
by other agencies 

T 
I 1>lhichare 

updated 

I a one time study or 
survey 

not ·altered substantially 
by the receiving agency 

Then 

scratch after creation 
of 4th cycle 

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

1file , 

scratch ~fter determination! 
is made that retention of 
the data is no longer
nece~sary - I 



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 testing. It must be retained until the related program
is discontinued. ~-----~- "...
-------~~ 

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 vri th the ccntract file. For details in this case, see General 
Recor d s 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. Retentioll 
periods in this case v!ill be in accordance with the specific f'uncti.onaL 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 sof'bware system or until all r-ecordsproduced under that syst.em 
have been disposed of. 

Item 7. Just as the acceptance test data may be required to ~e kept beyond 
its useful life for auditing purposes, programs wh i ch processed that data may
also be kept for audit purposes beyond the operational Hfe 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 ~~ched Card and	 Paper Tape 

.:<]File Designation Consisting of ~!hich are	 Then 
, I 

processed ,\-lith processor
corr®on language SOUl'ce or utility program to cards when replace-
program data produce a machine coded ment by new ones. 
(source deck) object program destroy program deck 

• I
after program has been 
:cemoved from system 

1 ADP program card files punched cards containing	 a dispose of individual 

I r-eeNote Part III 
, Item 1 I 

I	 \1:-, • f~------------------------+---------------------------~~.~--------------------~ 
i 2	 machine punched cards read into computer destroy after suc:cessfu" 

I	 containing coded machine memory before running completion of a program I 
language instructions a program to cause the revision or after ! 
arranged in proper computer to perform data related program has beell 
sequence (object deck) processing functions •y.....removed from system

'i~)eeNote Part III Item 1 I~--------------------------~----------------------------~1..	 ~ 
3	 prepunched utility or provided to assist in destroy af't.erreceipt I 

processor program card computer operation and successf'u.Luse of :I decks furnished by Ilhousekeeping' functions new cards from the j
computer manufacturers manufacturer or pro-
(systems subroutines grammer, or 1 year afteX! 
or supplemental programs discontinuance of I 

written by agency	 program or system I 

programmers 

1 4	 job stream (job stack, used to activate destroy individua.lI job control) card decks program processing cards or sets of cards 
I modules performing a. when replaced by new 

§.ata processing job cards and when necessarYI 
\! I changes (if any) have I 
I been made to'appropri-l 

ate data process :L'1g )'
manualL· 

.,---------"----.----l.-----,J!,.	 ., 



r~"------~!~F~i~l~e~D~c-s-~~"g-n--a~t~i-o-n----~~C~o-n-s-~~"-s~t-in--g--o-f----------------~\~li-c~'h--a-r-e------------------~~1~~e-n------------------------~ 

5	 ADP program I punched cards containing ! pertinent to a specific dee broy individual cords or . 
I control cards i data for program control I run or cycle sets of cards when replaced 

'I' ,generated by the producer by new cards and when neces-
and/or user sary changes (if any) have 
(See Not.e) been made to appr'opri at.e daba 

processing manual16 for repe'ti.t.Lve use and dispose of individual cards 
I I are updated by ADP and/ after replacement by new 
! I or user cards destroy L deckcorrtr-o

jl'e	 I 1 year after program has been, removed from system, or after 
system hSls been discontinued ~~7~~A~D~P~s-0-ur-'--c-e~d-a~t-a------~I-p-un---ch~e~d--c-a-r-Q~'s--o-r-~-p-a-p-e-r--~t-a-p-e--~'-r-e~t-,a-i~n-e-d~b~~-r-A~D~P------------~d~e:-s-t~r-o-y~whenrelated tnagneti

cards (or paper containing data abstracted operational elements file has been proved
tape as applicable) from source documents and as backup to magnetic tape satisfactory and has grand-

used for conversion to or disk father back up
magnetic tape or processing
on (K~M) electric account-I ing machine equipment;

I created after January 1, 
1970 

8 'EAM output listings and dispose after 180 days if~ 
reports used in processing wi t.hout ~ 

being converted to magnetln~C 
tape~o-n-l------~t-a-p-e--------------+-d~est~r-o-y---a~f~t-e-r--v-e-r~i~f~i-c-a~t~-i~o

{ of data on related magnetic I
L	 t.ape__ .......,- .,..-__ -I
 

pun·~~~n-e~d~c-a-r~d~s-~t~h-a-t~h~av--e----·~~s-o-ur--c-e--d~0-c-w--l-e-n7t-s~~------~I-d~i~~oseof in accordance 
source data entered with instructions appli-
directly on them; with cable to non-card (hard
fiL~ inserts" with written copy) files documenting
information same transaction or case 



PARTDl. ADPPunched Card and Paper Tape 

NOTES: 

Items 5 and 6. These items refer to parameter cards associated with the 
execution of various options of operational prog:;:-ams. These ~ 
include date cards , periodic (monthly or quarterly) options executed 
only occasionally and queries to information retrieval systems. rney do 
not include card+decks for generalized interprete:: systems used \vi th 
computer simulation softwa~~ages such as SIIv'J.SCRIP'r,GPSS, DYNAIvD, 
and similar systems. These d-eckS'-have the status of program SOUTeedecks" 
Similarly, all except repoA 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 III. 
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PAR'r v.	 PROGliiJ}URk"h AN.ALYSIS OF DATA PROCESSING SYSTF.MS -- GUIDELINES
 
FOR APPEAISTNG FILES AND DATA SETS FOR PEllitAI~T RETENTION
 

~ Introduction 

This section is a guide .. systems e.nalysts, records to ADP officers 
and archivists~_for determining the natur~ of data files (also
called. data set;s) generated by computers. rFactors which influence 
the selection of specific data files for permanent retention in 
machine readable (cw::can:t~.,.-:p;t;~:e;:l±1:t;rl1rjr.r-oJ::t-magnet±cform tape)
are indicated and explained here. 

~ In examining a variety of documentation files for different ADP 
systems, substantial dif7erences wer e 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, among them Federal Information Processing
(FIP) task Group 5 and its succ essors and the American National 
Standards Institute (ANSI) X.: 3. 5 Comnrittee on Vocabu Lary • However , 
the definitions it:: the vocabulnry have not been standardized to the 
extent that flow chart syubols have been in ANSI Standard X3.12-1968, 
F'l.owchar-t Symbols Useage in Info.rmation Processing. Q~ _and 'IT'neir	 ~~ 

~ ,..,.-.r>v-"- ~p ~ ~ 
Accordi.ng Iy , bet~u±tl:ance for appraising data files CaR wmaJ Jy be 
a@9:@,;"ee-·by studying the bigh-Ievel system f'Low charts in addition to 
the narrative description found system docunent.at.Lon files.in th·:::
The system files are enumerated and descriped in Part II of the schedule. 
This s;;.ctiOR Bao "QQQB llri1r!;eli bMed en tho faet-tha.:~~~ 
Aut~jG Beta Pro~~s~1ng-systems-&r~mpeSBd-of-a-smfr~1-nwQber-ef ba&i~ 
p~ur-e-ty"P€-s-e-eHll€c.t.ed-in-se-guetrc~that-c all -be-cal~l.ed-rnGdu~s . The 
~ I JfI~ fo:Howir:tgsecti9ns~ organized around a small number of 

~rot6tyPTcal-flow -~harts -into wh~ch aImost "aLl.existing ADP systems can 
be resolved. A s~glossary is appended to this section to cover most 
of the co~~only used terw~ and synonynls found in both the charts and 
narrative descriptions.

I f~'I'hC ElemEnts Sw~msof J2Bta Proc;!e2.sing
Data processing systems ar~ composed of foux basic elements. 'These are 
hardware, softwar e, people-ware and data files. The hardware consists of 
the central processing vnit and all of its peripheral devices af:~ing

:, ~-;? The softwar e consists of the.machine instructions which direct the 2 
hardware to perform the processing. People-ware is listed in Parts I and 
II and consists of specifications, hard-copY'do~umentation and user manuals 
for all personnel involved in rvnning a system. The data files themselves 
are listed and described in Part III. Appraisal criteria for them will 
constd.t.ut the bulk of sections ~e	 3 and 4, belo~'l---

_ f1/~ I "---~-t--/	 
t 

~~f'C..z~;~	 . 

~	 r p-'fJ,//&'.,-/	 f7 -z:;:;r;/~
iLd~~~	 ~---p

~c."GIt" C/u;..,,tr;; I,...,It/.J~~	 .; 
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, 
Hardware~.l 

For records retention purposes, the main problem'hardware presents is 
th~l€-of compatability and obsolescence. Computer hardware and 
recording media are still un~ergoing relatively rapid evolution and 
this presents a problem in[att~mptine; to1find'equipment which can 
successfully read SOTIeolder 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 onar-ao terLstlca. 
Since costs for this type of 'work are ~ declining, this situation presents
no undue burden to the holder of this data. In general, t.heproperty 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. ~-consultation-, the Office of the National Archive~ 
~e National Archives and Records ServicJ wi.Ll,f~:rfiiBBis",,, p~9Fl"i'T ~ 
procedures and techniques needed for the physical preservation of the 
re~ beyond its record content. /' L.JI../ L-;e:;.. ~ . 

J ~-~~~ -dA '~/..- "5 
1f-.2 Soft"rare _~~~~~ 

«: Thi s is divided into two main type~. ~s systems software. -Ti1:ts--~ r,. is furnished by the computer manuf'1!fcturer concernedand is primarily i·;ith 
efficient and accurate operation of the central computer and all the p-erip-
her aL devices attached to it. In general, this type of sottware is not 
related to any specific record or file within an AD}? system beyond specialized 
control characters of data elements mixed in,.,·d.th content of athe record 
file. It wQi.JJd,therefor.e.,--aJ..,roost-nev.er-tmve-a~rmanentvalue ~pL=in
 

., ./ its OvIDright. Subclasses of system software ,-t};],;i,8h haVe Il~nc :fieFillanent
 
\\. vap a:r~*Jed _~ili ty, sorts, merges and compiler software.
 

~~ .~ ~ . 
Application software consists of computer programs ,·[hich--:are 'towardsoriented 
the processing of data on specific files. I~, is in ;":i"~-e:i:ther-wr i tten 
by cmplBy~€£-of-the_installation_o~procur.e~to_work-on-speci~ic-d&ta-s~t~
The retention value of application software ~xk~j,Q,~llf ye:r'i~~) 

In some cases, sof'bvare must be kept ree;ardless of its fo~for auditing c
 

purposes. Ef the soft>vare,:has_b_~e~writ·tenin machine Language , it ~ ~
 
generally not executable on another computer and, therefore, 08'~'lb ;
 

~erm~ Ther~i~-a-capabi±ity-en-~ome computers ~ e~ate 
• programs written for other computers, but this~iS generally a tekporary

exped.Lerrt, useful for only a f'ewyear's in par. c ~ Lnst.e Ll.at.Lons
. . ::u,·~ 

. 

An exception is application software written in one of the standardized 
machine independent programming languages. COBOL, FORTRAN, and PL-l are 
the three most widely used such languages. In most cases, application 
sofbTare vlr.ittenin these languages may be considered for retention along
with the files. However, only a small portien 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 '!tTill be updated. Therefore, the update software is unlikely tonot
 
be ever required a8ain and can be safely destroyed.
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If the f'5.le is a large complex data base designed to service many inquiries, 
retenticn of this portion cf the sof't.ware may "be warranted. However, 
much good query software is ava i Lab Le to handle the probl.ems of file 
inquiry. Ther-ef'or-e , retention of this sof'Lwar'c is l.ess important than 
retention of user documentation described in section 2.3, below. 

The final class of sof twar e 'wh:i:eh,may have. permanent value is that used 
in computer s.imu'Latd.onwor'k. 'rnere are several softvrare systems wiri.ch 
have been used in policy f'ormuLat i.on and evaluation work for high --3..evel 
management in agencies. The three best known such sof twar e sys tems are 
Sll".sCRIPT, DYNAMO and GPSS (General Purpose Systems Simulator.. Like 
COBOL8.:r..d FORTRA1\f,these systems are available for most cornput.ers on-the-
markee-. It ie e!l!e@ likely th&~i-}"l-G{.~oo.~o ue available for the (. 
forseeable future .. )'ffi~t-;-j~::.~()r·e,: ~. Lo ~~<R'rst\ch app.li ca't.i.ons ase- the 
source programs ded!s.'· The po'Li.cy alternatives '1:lndmuch of the information 
on a project i.g-·cOll'tnri:l~el'!""'i,.rtl1esea~!rn-a~hl9-yfo'ft;E;1 constitute records 
of ~nt~ins~c-value for historical purposes. Economic and financial pro-
jection models and war game scf'tvar e are typical examples. 

'i. 3 People-,-rare
I 

;: wije variety of hard-copy docu:mcntationD~-.fH.'-e4u-C~d-i~ ba processing 
systems. People-ware is that documentation required by the personnel 
involved in the design, development, operation and ma'irrt.enance of ADP 
systems. The files are listed in parts I and II of this schedule. Of 
interest in this section are primarily those files required for the d~.rect 
serving of files declared permanent. 

\ 

The basic concept to grasp 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 ~r . ) 
case, a !'e-s-ea-r.eherneeds to know what king; of transformations occurred, .....: 
betvreen the ae i:;ua-l event and its representation' on~d;c""7~e. This 

,kn~ge is in the documentation described in part II of this schedule ..« -
,	 /-') -' -~ 1'7) 

For example, most housekeeping systems usuallY.te-.::.code events "usi~laborate 
code tables rather than narrative fields on the record,; A payroll system 
may have dozens of deduction code:possibilitie; a-s-well as·=an-equa03..-number 

or	 G~ pay pLans, Typical codes 'wouldrepresent "bond deductions, local tax 
rates for st1tes and municipalities, bond and charity deductions, overtime 
and premiurr! shift differential rates, etc. In scie~j[j~work, usually 
instr~ent ~..s. _are 1""'R%3~'epresent1.1?ty's'1'~a:r-:pnetThml!na,~ 
OCL:l]rppg- • .,~~~ ~~	 (7 

)~	 ~-
Each time a transaction is encoded ori\instrument reading is made, there is lrlI' 

a possibility of ~ error or distortionf,'i::ak5uJ*s:H in t1re-pI!oc~ The .	 ...... .... -, '-'" ~ 
/ error' t.h~ may 91!!@t:S may be ~ randorn,Q~e~-el't'Ces such asAdigit trans-

'.J.." t -:'1 h t t "b ,T""'" ~tT '~t" b f''. pos i.t.i.on ,y seypuncr opera or s or r ans cr i er.!J0risys ema l~ ecuase=o -
~. s~ bias in the recording instrument o~ observer. In general, the scientist 

- 3 -
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attempts to calibrate his instruments andl\8.djUst~strument r-ead.i.ngs 
for ~r known factor;;~. the systems accountant devises consistency , _ " 
checks, batch tota1s;and clerical training programs to as sur e "accurate" d~~-}...:---
recording, ef hL" d.::tt:a:. 

The preceding document.at ion requirements are met by retaining the: file 
and input specifications (items 7 through 10 of part II) along with the 
final version of the tape file. They tell a future user of the probable 
quality and coverage of the file and for those with much encoding, the 

.r	 meaning of all of the descriptive d{ta fields along \\lith the bias and 
judgement that went into transcribing a record of an event into a c,01ed e~l ment. 

4, "n	 .L " d d "d 1c£. < 1 ,,...-/ 1Some por t.Lons 01 system 'opera ui.ng proce ures an user gua es are a so use, u 
for later reference vlo:ck. 'I'hese are particularly Impor-t.arrt if the software 

_',' is not to be accessioned Lne smnch as the kinds of queries to a file and the 
.( managerial uses of the repcrt products can be determined \\lith them. 
V ~ i- d L, i ('::. 
"'"~ta ITocessing Systems 11'102' Charts and '!!leir Use in File Appraisal 

,d1	 ~ ,;'J-Y1n:.", J- ..--<:.--,1 
~~ata in ADP systems g-GeSthrough-a series of runs on the, cQilll~uter in 
addition to several manue.L proces ses before }'l'Cl'111a.1e:fl'i;o~ residing in a 
file as a correct r-ecor-d ~ of!~l1ll ;m:;;i:;-: Tllis section ilfu~trates t~n~t5§ L' 
typiCEt1 forms of the f'Low chart~t'i~m'lJ'U~"·B1i'"''a~~~ Data 
processing ePIJlicat.i.ons can be divided into contin~in~ and one-time systems.

"	 ~K.. , ~.t' IA., +' <-Most agency housekeepf.ng ~ systems f--a4.h-iL·W5e-l5'1'l ... ~m'y; most 
surveys simulation projects and census surveys fOlJl i.¥l11;9 ;(;h@"';!~~. rJ"('('A~ tl/," 

~'~~7	 /O--·,,-,-·z-12'''-i!p·~~r-·'P' -r 

_Real-tiHle' systems are usually f~"11' h~ing ~ applications of 
," the continuinG tY}Je. 'l'hey differ from batch ty:pe ADPsystems primarily 

in the manner in ,;Jllich input and updating occurs. The st!1pl1;larv,ttype ri=po~.th1g/ 
A-· < 'fr·'ltr:..1 I.,' t?....r"'J:~'\~"'" .....f (..,wtr._·~

systems are identj.cal with batch processing syst:ems. ' ~t~re'al time 
master files ~@ftl J Qj)e•• 'erare usually backed up C1& tape ~1E]1'PS' at periodic 

,,!~ 

intervQls~oth the transac~~~_ .._~~§~~~_ arc6u811sCribed onto tape 
as backup~er~~~ow for quick recovery of' operations should the 
equipment COTIa"iguration fail. Appraisal of these files is iden~ical to that 
of batch processing systems. 

As protection against loss real time ~S~~ iles are usually at
 
period~c intervals, backed up byliitrape~ Likewise, to aliow
 dumps.
for qUlck recovery of pperations~~ equipment configuration
fail, transaction and master files are periodically transcribed 
onto tape. These files are appraised in the same way that. batch 
processing systems areo 

3.1.1 Source Data Conversion TI1ase 

http:housekeepf.ng
http:document.at
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3.1.2 

Closely Lnt.erwoven vlith the mechanical conversion process j s the data -: \.1
 
control function. I~re/~ batch control t0t~,.§. and ~h pre- /
 
liminary editing is performed. Depending upon th~ature of the source .
 
document, used to create the input, 2. varying amount. of manual edi ting:.;;;-,.tlCc-~
 
is performed.t ?::e.::t,ime_survey forms with a great d~al 0:( narrati,:,e --,./ ~~Z';"
 
data may require several ml.nut.es for a single sheet(at ~xtreme; ~'- ..
 
At the other ext reme i~~~r,.t.t;., magneti-c:-InRcnecKs';\gct r. 'j

only the coded amount; 't.r anscr Ibed and only the dollar amount andj batch
 
counts ar-e compirbed in editing. ' p!'-~Cr_...-f;'<>~;;-"'.7"


.4 bypf.c aL sequencel:~, i:...~ as shown on the f:r:st-pag~ diagram. A .
 
manual handling phase is f'oLl.owedby a conversion and~s validity
 
checks perform~~ by machine .1\.1anual correction i's done by t~ource document
 
'tta"tldli)fb~ Ea.r.m~;);.*~,~0S.t a keypunch
 "9J-tf1e-IU8.chani.caL...c.onx.e.r:,s).0!L.used

and ca~~io-tape sequence.~variOUS~!~~irect entry-uevices such
' as kcy-to-tape or key-to-disc devices a1~t- r'f' • ~ the theory that the
 
sooner an error is discovered the cheaper it is to cO~i'ect, many systems
 ~ 
now ccmbine-maerr-of- the machir1e-edit and transcription phas~ • Ei the:t a
 
minis.,gmp-u:teris used to per f'orm format editing or the mai~ computer is used
 
:5iv1?erform this plus cer-t.ei,n data-element validity ~(such as account
 

.rnumber. ) ..L c ),:',,_, \.. 
,.~,f I 1/F 

However many sbeps and cycles occur in the process Ythe '.,'"'endproduct is 

The end-product, no matter how many steps or cyles it has gone through, I 
ix)!l.'.t ..oix:Dxx.lI.H~ is most often referred to as I. 

Xraw data tape {less often used terms include unsorted transactions,
partially edited transactions, or sorted preliminary update file)o 

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

Il.LC'. .we soi.e other usage is-for system test data or some s ImpLe trans-
action counting for real-time system workload studies.
 

Edit Phase-Sorts and Validity Checks ~~ ~~4 C:cc< 

/~·t~-..

Many tapes vli th records of temporary value are produced here. Another
 
commondesignation for tapes at this stage is work tapes. This phase
 

,"or modUl,o/processes transaction files against various editing and
 
'validation criteria. These criteria may be found in a computer program,
 
such as a table of valid transaction codes or in a subsidiary master file,
 
such as valid account numbers or a name and address file. Other common
 
checks performed here are for' numeric characters in quantity fields, transaction
 
batch totals, transaction counts and consistency checks.
 

'The out out, of such a phase..is a file of partially validated transactions.
 
'TWo methods "are' u~ed in handling errors at this time. ~none" invalid
.."------,,. ,,:-,,:;, i 1'\ , 

It: I ' __ 

~. '.5 ! ./ 
j 
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3.1.3 

./ I
I

/ 

.r17 '_'- U_ 

t.r ansac tdon items ace, ~d on a p:dnter aLong "d bh the error indica-
I .i: .rtors for Lmmed.iat.e cor r ect.Lonon a batch basis. -3:r.t utlrd sys-terfrB.,.- I·t
 

erroneous records ePc'] et aed to indicate the presence of certain

( ,., , -I V . 

errors, buttare-not deleted,from the transaction file. Instead, ,.
 
they;..aro t.epL in the trans~ction file for still further checks in 1J..v. ......
 
the updat.e program itself. This gives a consolidated error listing
 

-~ for a given batch of t.ransac t.Lons . 
\ ~The most common 

addi tional tests performed on the data vlou:id--·be"ttests 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 quanti ties which-are checked for "reasonableness". 

Update Haster File or Data Base Phase 

The output of the edit phase is input into the updating run or sub-
system. If the file contains only one application such as accounts
 
payable or receivable, it is normally called a matter file. If it
 
contains data from a series of applications or is priwarily summary
 
data from a variety of sources, it is usually called a data base,
 

Individual t:cansaction and status reports are not- always·-excluded. 
f..r.~-~ called. data bases. T&i's-4-s4particularly ~when individual 
status reports;a;e the dirett concern of an organization's top manage-
ment. Examples are status reports for a series of research and develop-
ment proj ects, construction jobs and loan files. ~-

',~ '------- _. 
There are several ty-pes of master files. _In some systems ,,,only currently 
active records .axe-found-on the file. PQ~gedmaster file records are 
periodically transferred tb dorm~,~t,accoupt or history files. Personnel 
and payroll :'iles are typidal ~ thh c~'S;-the purging generally 
occurring at yeaI~ end. Many--6ther files are cumulative and continue 
to gr-owin size i~ini-tely,\' depending upon the application. Just as ,-'~'. 
.is the case of paper records, the frequency of . s re:t:.e;r;.e-v~~ tp~ajor
 
design criterion when decidink upon the length of tim ~ ail---rr'ansactions
 f 

r~n the master file. \ 
~~ 
In the c~e of periodically updated file~v:here .the transactions are 
deleted'; tf:re purged records are 6f'ten merged into historical files. 
Th are often quite valuable foi\ long-term retention. anQ.-llis-eo:ri-cal 
f" . However, tl:t@:;;~s;;ranS8GHo~v\fB..-e~-.tenlack ~ required 
jetail found on the master 'file record. In such cases, both the merged 

0.1' perio~ic transaction file plus the master file for the given as-of 
date ~ be retained/for historical and research purposes) ) 

- ~ l)¥ Is-t:- . I 

Master 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. 
~-'FeS"u1.t-·±S--that a series of 'interim! mast.er f'LLe s A£...-t2.x:~1&Q,. The only 
valid fif'~ wouId then be _the one from which the p~rio.d~~C~!le:r.-t:s -r)t3t:.J run, 
UsuallY, processing deadlines determine whf.ch version 0 such a file 
is valid'. Interim master files are usually retained l' short periods 
as back up tapes for the f'LnaL master file itself. Th ~ ~ 
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OHIt;:E OF_ANCE ANDADHB4!STRATION Page_2 __ 

ADP DIAGi~..,,,.,IINGAND CHARTING FO~M ';::-;:0:-=:;-_-1=0."..£ --;-;;;=2==--j 
TITLE(S) -'-- -- TYi'EOF CH~RT C02E NO. 

GENERALIZED INPUT UPDATE (il) . 

\, 

UPDATE 
MASTER 
FILE NEXT ITERATION 
PHASE 

-,
I \Validated ,


Transaction I
 
\l)sting , I 

..J 

MERGE 
STORE AND 
USE FOR 
HISTORY FilE 

. -

* 1 or work ta~e .*3· May be cumulative or noncu.nulo+ive file. 
• _4 '" " • 

. .

.*2 A series o{these fiie~ ~ay be merged into. *4 Until final version is approved, all 
_~ontin~~y filE:'. prior versions Ore interim master file'S. 
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_~__
is called the gran atbe:r: sy-stem. In a:p:praisi~ master files for 
permanent rdenti n, it is preferable ttat tlle official files for 
an as-of date be .' II v v_ i. I'Jhile this is u~ually- possible, there 
are many-cycle biiling sy-stems in wh i.ch the mast.er file is never 
completely- p~ged of detail transactions. or ~~ a- final ~tat;;. In 
such cases, 1t may-be preferable to r etaf.n ext.r act.s of the rna ter 
file made for reporting p~oses and aUd.i} trails rather th the 

basic file itself. C #'~4/'f -II' 
3·2 Report Generation Phase 

This sec t.Lon describes the files, processing and soft-Hare used in pro-
ducing outpu"SS]?*,odw:.t.;: ADPsy-stems. Tne chart labelled asf'rom Report 
Gener at.Lon Phase shows the usual processing sequence in such modules 
from the. ~3.chine-.reada,ble ~ record to the final printed' report or 
listing. Since mass random a~cess storage is being increasingly- used, 
the ~ chart shows tape and. disk files used interchangeably-, although 
in pr act.ice , one or the other mediumwill pr edorainat e , 

As ~ indicated previously, it is not necessary to retain output ~er5l:tllc: 
oriented sof twar e unless its,usefulness and transferability to future 
comput~ne; sy~tem~~s assure~. This"t;¥pe l;Jf eva Ius Lion should be made on a 
c8.S-@-by-ca-sec)~". ~ /~. 

3.2.1 Report Data Extract and Format Phase :J-. t. -~-
If the printed report or tabulation i~ in + e- laent.lca 
master _file is in, tire data selection, tao lation an printing phase may 
occur in one progr-am. This ~_-a:ti:Oi1 is' . _ bi ._ing, payroll and most 
hoU~ePing systems. However'1~~1islt0ften de..3h~>:to print the listiN~. J_ 
in sequence differ~nt f'rom the- Jri,ay~the master. file, ii li'ipts In tfl.-es-ec . 
cases, '1il sort~ mus-s--beused to 'S'equence the seLe ct.ed. records.l Tn/.) '-\ 
res11J.t-,rill "'be a series ofinterm~diate wor-kfiles between the master file 
and the printed output. 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 exiept for the largest of multi~eel files. The intermediate files reside 
on disk as transient files vlithin the 'Job Stream'. To an outsider watching 
the computer, only the input file, the job cont~r deck~and the final printed 
output aze vi sf.bl.e . In such cases, there is se L m arty need to retain a-n:t""' 
intermediate f~~~_~ T.U~si& because they ca~ a ays be recreated from the 

master fi; ~~~ . I 
There-i-s'·one &:se where extract files are useful and sh ou'l.d be retained.~ 
~Q g--,.j gj nfj~or. fl!W.s. i-s. where the file is a 6arefully developed sample or 
subsample rrich is considerably shorter than /a very large (over ten reels 
of tape) file. These sample files, along 'l7it·h appropriate weighting 
factors and stripped of identifying informatd.on disclosing individual 
persons or establiShment~are very useful fdr release to ~'researchers. 

~,,;:C-~~ lL,ifJ~t(I';;ff/Y 
f~*/~4£e.~(t(-3 -3 - /~ 

http:informatd.on
mailto:c8.S-@-by-ca-sec
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,]:henext. question is to determine whi.ch of sever aL wor'k files is--be-st 
s~le-fo.:c :p&tentrie-R. In general, thisX<f~pendt ltPon the degree of 
encodin~ of stub descriptors required to interpret the file. lIeavily 
encoded files \'Ii th little or no narrative descriptions are sui table 
provided 
reading 

the stub description files and tables required for 
and interpretation are of reasonable length. In~ 

hu.rnan . 
~~e If, 

the code is an actual F'eder aL Irrt'ormat.Lon Processing standard, the 
length 
state 

of the code t.ab Le is uniruport.ant.. This 
and county codes of the United states; a 

w0t:t1--cl.-be-;thecase for 
'\ ,

table of over 3,000 
entries. For individual agencies or one-time studies, tables of less 
than 200 entries are r easonab Le to leave iH'encoded LO'!'Il!' as. they can /' --t-' / 

be reinserted by s lmp Le computer p:cogram.:;4 rkrger code tables should 
be inserted into the r-ecor-ds 
fast rule 4.J:W.;hj s....~atil. 

themselves I\It]{ough there is no hard and 

3.2.2 One or I-lore Sorting Runs 

Extract files are often in the wrong sequence for the final report or 
tabulation required. In fact, the same file may be sorted into as many 
as ten different sequences for different types of analysis and tabulation. 
The cr i ter La for ret.ention of sorted wor-k tapes are the same as for 
extract tapes described above. The output of this phase is a sorted 
work tape of file ready for tabulat.ion, summarization 

/ 
or editing. 

r /
I 

This tY}le of file on t.ape is often a useful research file, part.icularly 
if tf:t.eFe-ha&-been--someediting and i_!1__lt~)pretatiChl'vf~rleTmeet-0n~j",t"4 
L'1 genera'L, administrative systems ~:..crt, run t~ same files on a periodic 
basis;-""riave relatively f'ew processing steps between the first extract run 
and the final 
:1.£ described 

output pass. 
in section~, 

This is 
be 10'". 

different from one-time reportst a·s~· 

A corrmillnvariation in many administrative systems with relatively short 
files and no discs is to_g~~~ate multiple copies of the selected records 
for a 
report 

series 
number 

of reports. Usually, 
itself. dJ' .having a 

the first 
series of 

sorting key field 
files on one reel, 

is the 
w i th the 

key fields rearranged to ~nerate different sorting sequences from the 
same computer run"large savings in machine time.en::mer.-· This is due to 
the elimination of multiple setup operations in the machine room. In 

3.2·3 

general, these files 
rV 

Tab-tllation Run 

~ seldoffi-pf permanent 
).. r 

value. 

The inputs to the tabulation run are the sorted work files and~usu81ly 
a stub 
present 

description 
in those 

file. .'l.'he- .§tub description 
cases vIi th a very large list 

fil,;;?i,&'~inVa1iiably 
of codes ihlich must be 

-displayed. in p.lain text. If i:t..-is on magnetic tape, one or more sorting 
runs are typically required of the extract tape in order to apply the 
descripIJions. If on disk, most of the table lookups can be performed 
during the tabulation nUl. Although these lookup programs are much 
slower th'3.n a straight tabulation andt7liJt(prOgram, they are usually 
more efficient on an overall basis vThrn dexeral sor t.s are eliminated. 

- 11 -
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..... / r JII'" r/ .~'-	 d.o'~··""I. I 
The final output of a ta1:iulation run is th.e' printed report itself. / :' . 
In-'most early COI:"lputC]~s! tape VtaLgooe:r~.ted-and-Later run~fa print 
on'~ smaller comput.er or per:\pheral device. Irf ,t!.el.rersystems " qr tape 
is not-e¥en~px~ ThllesS;Sp~cificallY requested. The print file 
is stored on a d.i.sk as 8 transient file and is listed whenever the 
high speed printer is free. Syst.err"swhi.ch can 6.0 this 'work in a :? 
multiprograrn mod.e. That is, they execute several computer programs 
s imu'l.t.aneousLy . The primary justi:ication ~hl,.s-iofr"-to-~achieYe nmch 
higher computer efficiency by minirrizing idle time of peripheral devices. [" 

Qui te often~ these print tapes or fil~~~ are v~ useful in 
further studie§.:l after t~e report is printed 'or published. 'Usually, 
they are disclosu.re-frE:e,~having been modi:J;:iedin subsequent operations 
(~is(described beLowin section 4). Much of this ty-pe of data, 
especially from the Census Bureau is now being retained and sold. In 
most administrative sys temsYthe "'usual retention period for such tapes 
vhen they are still being produced is about five work days after the 
printing is complete. Retention cjiteria for print tapes are simple~ 
.lIfley should be less than one percent of the length of the parent file 

/or have had consid.erable manual and computer processing in their 
preparation. 

4. One-Time Surveys and Report Generation Systems 

The sequence of operations in one-time surveys, censuse~and tabulations 
is shown in the follovTing two charts. Whenthe flow process charts are 
compared to the typical continuous file maintenance system, the simi-
larities are evident. The basic differences' between continuously 
running systems and one-time jobs is the much higher amount of manual 
editing and encoding required. Unless the job is a very large effor~ 
with many thousands of observations, the forms used a1101';somewhat. 
more variability in field entries than accounting type doclunents. 
Since little feedback occurs between respondents to these surveys in 
case of error, much more manual edi t.ing and encoding is required to 
clean up a file prior to use in tabUlations. 

) 

As the second ~t shows, there is a file buildup process '.1ft·1:choccurs 
( I	 

with no maintenance o~ing to individual records after they have 
entered the file. Where a LIUl-tiplicity of systems and vscur ce s feed the 
file.) the indiv-idual record~uallY of variable lengw, for the sake 
""f'Y. . ......	 . t ....r~o IDlnlIDlzlng s~orage reqUlremen s. ~ 

.-I 
DocUJaentation for such systems generally contains complex record formats 
but Sew of the elaborate codes usually found in administrative systems.iL	 

v 

WI1enthese files ere retained, it is ~ important to identify the 
original sour-ce s of informatidtl, the instructions to respondents for 
filling out the forms togetheJ with sample forms,2and the directions 
given to the response form editors for proper interpretation and 
secondary usage of these files. Most such ~iles are described in 
part II of this schedule. 

- 12 -

http:Syst.err"swhi.ch
http:comput.er


1 
-'~-I
 

TITLE(S) 

TYPICAL ONt::- TIME PROCESSING SECijE~~CE (I) 

Survey 
Forms 

~ ,¥i;" 

\
~~"" 

~ ),,1 - •••,\A",U.!l.L 
ENCODIHG 
& EDiT 

CORRECTIONS x., 

EDIT CRITERIA SOFTWARE 

GSA ~ASH DC 64.6156 GSA O~~R~3 965A- l3 - 9965·201 



CENERAL 
OFr-~C~ OF 

ADP Di 

~ERV!CE;' .',D::",,:.,!!XA I iUrJ 

Fn~/l?~CE h~~D A!)'·,H·HSTRAT!OH 

,lG ArlO CHA~TING f-ORM 

Page 
of 

2 
---=2--

Of CHART 

TYPICAL ONE- TII.1E PROCESSI~:G SEQUeNCE (II) 

I 
,~ 

~ \-
NOTE; THIS USUALLY ~BUILDUP 
CONTAINS A SORT SYSTEM 

-PROGRAM. 

I ~~
 
) ADJUSTMENT ~ 
'PROCESS

Y

~ 

Printed
 
Report
 

GSA WASH DC 6•• GI51 GSA 965AO~~R~3- l4 - 9965.201 



• • 
5. ~menGs jE One-:Jime.,~Job~ 

If a payroll record contajTls an error, the originating officE: ~sually 
hears about it in short order ;"Ipal;:t-i-t:~~:r}.-~.when-8J1-em]TJ:>0-st'13-i-s-shor,t 

'.	 +.,	 'In samp e 1 surveys ,1\repor-clng ........1._ ano ~-t .
cnangeo.. r anscr apt.aon errors a-~
 
seld9l1l-c~'~~~y ..... giver of informatiorl'unless elaborate review
the
 
procedures have been establishedCiilirig' for a r evi.ew of the machine-

prepared record. This correction and review process almost aIways
 
occurs in accounting type systems ;'while cost usually precludes this
 
process in most one-time jebs.
 

1'he net result is tha}such files .. op.s~ations· ~9n~a.i!.1a •ot .!..~cor.:..:i..ed,
variety of errors ~J:.@fan lead to nonsense entri~q)~umm,ary tabu::---" 
la"~ions.~ Male wi.dowsmlght be a theoretically pos2:l'ble category in a' /' 
tabulatiorJ ...'· ". , ifficult __~o..~r~agine ex~.st,i?~.ln' a'Gt'~~?i~~Y).u.~ \ 
errors can arise from a number cf causes. Correction of the ~abula-
tions can be 43ne~-at any step in the process be tween the final survey 
file and the printed report. The accompanying flow chart shows the 
points in the procedure where this is usuaLly done-, 

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 wou.Ldlend to a discrepancy
 
between the published table and the final master file, The illogical
 
records wouLd remain in the file uncorrected,
 

~ystematic enco?-~n~~s-€:-~~e}:;;~qUentlY in. enco~ing and pr~cessing, 
In these cases, the s~ry f'Ll.e . orre'c~~) mova.ngthe errt i r e 
nonsense count to-the correct-lOcation in ,the ta:ol~!'" The-se:-:~Y'ors-canAlso ) 
be corrected in the final master file.,;.,using the computer i tsel1) .../ 

I--,,"-l'"	 Another commonadjustment operation OC=- in -~:~~s ~~~~ej"~~"0~~' P .,~t.: 
individual confidential Lnf'ormat.Lonmay·,occur_in_tb.e,-,tabulation., In these 
cases vthe specific tabular entry is deliberately deleted and consolidated 
with enough other entries so that this confidentiality is maintained, If 
the correction is performed on a summary tape, th:el't thi~tape and the 
printed report will be identical. If the correction~ made only to the jly
camera-ready hard copy, the file will be accurate, bu't wDl not ..5 re-
leasable to the public. . ,iP i 1,~ ( : , 

In summary/a variety ..of _additions..,_Ghanges, and deletions can occur to 
ei~~~~_~~~~vidual or groups of entrie~within ~ file at any stage of /~.~) 

_-processlng. TheVc~ can occur for a var Lety of reasons andAlead to / ~ 
magnetic tape f:t"'les of different aCG!essibili t;y and validity, It is imp.t?Et.ant,~.-
'.~o document the errors and adjustments rrrtrde~~ch files if amy are to be 
retained permanently.? This record of changes constitutes the equivalent of 
the accountants audit trail for evaluating the accuracy of a financial file, 
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