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Office of Engineering and Technology (OET) - Laboratory Division . . 

Laboratory Sample Tracking - This schedule supersedes job number 
Nl-173-87-4, item 7, Sample Equipment Files 

The Laboratory Sample Tracking system serves two main purposes: (1) 
document receipt of samples at the Laboratory, including information related 
to return and disposal of samples; and (2) document disposal of received 
samples. The system contains data on samples received and disposed of at 
the OET Laboratory. Data covers 1993 to present. 

1. Input/Source Records. Sample data as documented on paper records by 
manufacturer or other individual/business responsible for providlAg the 
sample. 

Disposition: Temporary. Data is verified and stored in the database. 
Destroy three years after the authori2ation is issued. 

GRS 20, Item 2 

2. Master Data File. Sample tracking data files consist of information related 
to the receipt and disposal of samples received for testing at the Laboratory. 
The samples may be obtained from the manufacturer or may be purchased 
by the Commission as part of a pre-grant or post-grant investigation, or as 
part of an Investigation coordinated with the Enforcement Bureau. 

ptspositton: Temporary. Delete 10 years after the authorization is 
issued. 

3. Output/Reports. Detailed reports documenting samples at the Laboratory, 
and disposition of samples that are no longer needed for testing. Output 
includes sample control sheet, samples returned report, pre filled shipping 
labels, samples not returned report, etc. 

Disposition: Temporary. Destroy when no longer needed for 
administrative purposes. 

GRS 20, Item 5 

4. System Documentation: Users guides, tip sheets, manufacturer's 
manuals, s'fstem specifications and file specifications with corresponding 
instructions. 

Disposition: Temporary. Destroy when updated or no longer needed, 
whichever is later. 

GRS 20, Item 11 


