
,REQUEST FOR RECORDS DISPOSITION 
(See Instructions on reverse) 

AUTHORITY 

TO: NATIONAL ARCHIVES and RECORDS 
WASHINGTON, DC 20408 

ADMINISTRATION (NIR) 

1, FROM (Aqencv or establishment) 

2, MAJOR SUBDIVISION 

Department of the Interior In accordance 
V.S.c. 3303a 

with 
the 

the provisions of 44 
disposition request, 

U,S, including 

3, MINOR SUBDIVISION 

Office of Administrative and Services 

items that 
approved" 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE 

Fred Travnicek (703) 648 - 7231 1-.:l-0 
6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to 

amendments, is approved except for 
may be marked "disposition not 
or "withdrawn" in column 10. 

disposition of its records 
and that the records proposed for disposal on the attached 3 page(s) are not now needed for the business 
of this agency or will not be needed after the retention periods specified; and that written concurrence from the 
General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal 
Age~,

~ is not required; D is attached; or D has been requested. 

DATE TITLE 

IZ/C<I)O( 

7. 
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
NO. 

This SF-115 is submitted to secure disposition authority for the 

records cited below. These records will be included in the USGS 

General Records Disposition Schedule. The USGS General Records 

Disposition Schedule is in the process of beinq completely 

revised and this section will be part of a new chapter entitled, 
"Information Resources Manaqement Records." At the end of this 

chapter is Item 206 - "Electronic Mail, Spreadsheet, and Word 

Processinq System Copies" which covers the disposition of the 

electronic copies of records produced usinq e-mail, spreadsheet, 
and word orocesslno applications for all items in the chapter. 

Items 200 throuqh 203. Reserved. 

204 Year 2000 (Y2K) Files. 

204,01. Y2K Policy and Planninq Records. Records created or 
approved by the aqencv head or by the heads of proqram offices 

that document efforts taken to identify potential problems, 
assess risks, and implement strateuies for aqencv Y2K 

compliance and continqencv. Records may include reports 

outlinlnq overall strateqies, project plans, risk assessments, 
system identification criteria, and summary proqress reports. 

204-01a. Recordkeepinq copy maintained by USGS 

Headquarters Y2K Project Officer. 

DISPOSITION: Cut-off files at project completion. Transfer to 

Federal Records Center (FRC) 2 years after cut-off. Destroy 10 

years after cut-off. 
115-109 NSN 7540-00-634-4064 

Cc. . PREVIOUS EDITION NOT USABLE 
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Records Management Officer 

9. GRSOR 
SUPERSEDED 
JOB CITATION 

10. ACTION 
TAKEN (NARA 
USE ONLY) 

STANDARD FORM 115 (REV. 3-91) 
Prescribed by NARA 

36 CFR 1228 



PAGEJOB[ -REQ~EST. FOR RECORDSDI.ITION AUTHORITY-- CONTINUATI. i NUMBER . OF 

7. 9. GRSOR 10. ACTION 
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA 
NO. JOB CITATION USE ONLY) 

204-01 b. Site Y2K Project Office copy maintained for 
administrative purposes. 

DISPOSITION: Cut-off files at project completion. Destroy 3 

years after cut-off. 

204-01c. All other copies. 

DISPOSITION: Cut-off files at project completion. Destroy 3 

years after cut-off. 

204-02. Y2K Administrative Records. Records associated with 

all administrative aspects of Y2K projects, includinq budqetinq. 
resource allocation, Ioqlstlcs, unit level project rnanaqernent, 
feeder status and oroqress reports, status tracklnq 

documentation, system inventories, and related materials. 

DISPOSITION: Cut-off files at project completion. Destroy 

3 years after cut-off. 

204-03. Implementation Records. Records that document 
analvzinq, rnodlfvinq, testinq, and verifvinq systems for Y2K 

compliance. 

204-03a. Summary records of the analysis of actions taken for 
specific systems. These records may include confiquration and 

desiqn analyses, application of selection criteria, chances made 

to system, revisions or additions to systems documentation, and 

final reports or audits of system status. Tvpclallv document 
justifications to repair, retire, or replace system in relation 

to Y2K concerns. 

DISPOSITION: Cut-off files at project completion. Destroy 10 

years after cut-off. 

204-03b. Detailed records of the revision, testinq, and 

validation of a specific system or qroup of systems. May 

include listinQs of potential problems, test plans, test data, 
test procedures and results, final validation results, and 

quality assurance reviews. 

DISPOSITION: Cut-off files at project completion. Destroy when 

3 years old. 

205. Reserved 

206. Electronic Mail, Spreadsheet, and Word Processinq System 

Copies. 

206-01. Electronic Copies of Records. 
Electronic copies of records that are created on electronic mail, 
spreadsheet, and word processinq systems and used solely to 

oenerate a recordkeepinq copy of the records covered by the other 
items in this chapter. Also includes electronic copies of 
records created on electronic mail, spreadsheet, and word 

115-109 Two copies, including original, to be submitted STANDARD FORM 115-A (REV. 3-91) 
to the National Archives and Records Administration. Prescribed by NARA 

36 CFR 1228 
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7. 
ITEM 
NO. 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

processinq systems that are maintained for updatinq. revision, or 
dissemination. 

9. GRS OR 
SUPERSEDED 
JOB CITATION 

10. ACTION 
TAKEN (NARA 

USE ONLY) 

206-01a. Copies that have no further administrative value after 
the recordkeeplno copy is made. Includes copies maintained by 

individuals in personal files, personal electronic mail 
directories, or other personal directories on hard disk or 
network drives, and copies on shared network drives that are 

used only to produce the recordkeepinq copy. 

DISPOSITION: 
recordkeeoinq 

Destroy/delete within 180 days after the 

copy has been produced. 

206-01 b. Copies used for dissemination, revision, or updatinq 

that are maintained in addition to the recordkeeplnq copy. 

DISPOSITION: Destroy/delete 

updatinq is completed. 
when dissemination, revision, or 

115-109 Two copies, including original, to be submitted 
to the National Archives and Records Administration. 

STANDARD FORM 115-A (REV. 3-91) 
Prescribed by NARA 

36 CFR 1228 




