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FOREWORD


The records of the Organization of American States are an invaluable and integral resource in the General Secretariat.  They provide the basis for continuity of OAS policies, actions, procedures; they preserve and document the intellectual memory of the Organization; and they contain evidence of financial and legal commitments that must be preserved to protect the Organization.


Responsibility for the management of these records should be shared by all members of the General Secretariat.  In order to facilitate the creation, maintenance, and disposition of our records, uniform policies, standards, and procedures, to be followed by all offices, have been established by the Records Management Program.


Executive Order 97-2 assigns to the Columbus Memorial Library the responsibility to administer the “archives and records management of the Organization; identifies, preserves, and makes available the permanently valuable records of the Organization and makes policies for the orderly and cost effective management of the Organizations’ current records, which are herein defined as any document, paper, book, letter, drawing, map, plat, audio-visual material, electronic or machine readable document or database, or any document, regardless of format, created or received by an office or staff member in connection with their official work; periodically revises and brings up to date the Records Management Handbook and the Records Retirement Schedule; determines which records have sufficient historical value to warrant their continued preservation consistent with the resolutions of the organs of the Organization, with other pertinent legal requirements, and with the need to maintain documentation sufficient to guarantee an adequate defense of the legal interests of the General Secretariat”.


In order to conserve costly office space and manage records effectively, disposition procedures for noncurrent or inactive records have been established by the Archives and Records Management Services of the Columbus Memorial Library.  Records are stored in the Records Center, and ready reference and secure storage are provided for this valuable organizational resource.


The Records Management Handbook was originally issued in 1961.  The Fifth Edition, now called the Records Management Manual with the accompanying Records Retention Schedules, formerly called Records Retirement Schedule has been revised and updated to meet the current needs of records maintenance within the General Secretariat, at the National Offices located away from Headquarters, and by any other activity or mission under General Secretariat control.  It is in the best interest of our Organization that these procedures be observed and carried out with care and attention.


Note: This is the first edition, which has a separate chapter and schedule for the maintenance of electronic records.


Christopher R. Thomas


Assistant Secretary General
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1.
RECORDS IN PERSPECTIVE

1.1
IMPORTANCE OF RECORDS

Records in their various forms must be viewed as a valuable organizational asset. They play a vital role in the management and operations of the organization, document past events, and serve as the basis for future actions.

All executive secretariats, departments, units and offices are responsible for creating and preserving records that adequately and properly document the functions, policies, decisions, procedures and transactions of the General Secretariat of the Organization of American States (“GS/OAS”).  Complete and accurate records are essential to:

· protect the legal, financial, and other rights of the Organization;

· ensure continuity and consistency in administration;

· assist officials and their successors in making informed decisions and

· provide the information required by the Member States for overseeing the Organization’s activities.

By creating and maintaining adequate and proper documentation, officials are able to:

· reconstruct the development of their own and their predecessor's policies and decisions;

· furnish their successors with information needed to understand past and current actions and

· leave an enduring record of their official duty.

Records and information, like other organizational resources, must be managed.  This management should be a responsibility shared by all members of the General Secretariat.  To facilitate this management, Archives and Records Management Services (“ARMS”) has established uniform policies, standards and procedures to assist GS/OAS executive secretariats, departments, units and offices in the handling of records and information in the most cost effective and efficient way.

1.2
WHAT ARE OAS RECORDS?
Executive Order 97-2 defines records as:

... any document, paper, book, letter, drawing, map, plat, audiovisual material, electronic or machine readable document or database, or any other document, regardless of format, created or received by an office or staff member in connection with their official work.

All records created or received by an office or staff member in connection with, or as a result of the official work of the office are official records and are the property of the General Secretariat of the Organization of American States.

Some categories of materials that would satisfy the definition of “records” are those:

· containing information developed in preparing position papers, reports and studies;

· reflecting official actions taken in the course of conducting GS/OAS and OAS business;

· conveying information on executive secretariat, department, unit and office programs, policies, decisions, and essential transactions;

· conveying statements of policy or the rationale for official decisions or actions;

· documenting oral exchanges, such as meetings or telephone conversations, during which policy was discussed or other activities were planned, discussed or transacted and

· documenting official actions not included in printed official records.

1.3
WHAT ARE NON-RECORDS?
Materials that do not meet the definition of records are considered “nonrecord” material.  Examples include:

· library and museum materials made or acquired and preserved solely for reference or exhibit purposes;

· extra copies of documents preserved only for convenience or reference;

· publications and processed documents;

· preliminary drafts not circulated for comment;

· working papers and notes that would normally be disposed of when they are superseded or no longer needed;

· stocks of blank forms;

· superseded manuals, policies and directives maintained outside the issuing office;

· vendor catalogs and product literature;

· mailing lists and

· published directories, staff listings or rosters.

1.4
WHAT ARE PERSONAL PAPERS?
Official records belong to the executive secretariats, departments, units and offices of the Organization and should not be removed from the office.  However, many officials and employees accumulate and keep some personal papers at the office.  These non-official or private papers that relate solely to an individual’s own activities should be clearly designated and kept separate from the Organization’s official records.

Examples of personal papers include:

· papers created before entering the Organization, such as, previous work files, political materials and reference files;

· private materials brought into, created, or received in the office that do not pertain to the business of the Organization, such as, family and personal correspondence, materials documenting professional activities, outside business, or political pursuits; and

· work related personal papers that are not used in the transaction of the Organization’s business, and can include diaries, journals, notes, personal calendars and appointment schedules.

OAS officials may donate their personal papers to the OAS Archives after leaving office.  The material donated is appraised according to guidelines prescribed in the Collection Development Policy of the Columbus Memorial Library.  If a determination is made that the papers are of historical significance to the Organization and warrant permanent preservation, then ARMS will accession the material and include it in the archives collection.  Any papers that fall outside the policy guidelines are returned to the individual.

Restrictions on the use of personal papers donated to the GS/OAS Archives may be made through a “Deed of Gift” in which the donor provides instructions to the Archives on what papers are to be closed, opened, and on which date.  Also, ownership of the material, intellectual rights and copyrights are defined in this document.

1.5
CONFIDENTIALITY OF RECORDS
Access to records stored in the GS/OAS Records Center is controlled by the originating executive secretariat, department, unit or office that owns the records.  Confidential records are usually identified by the originating office or records owner at the time when the records are being transferred to the GS/OAS Records Center.

Non-current and permanent files transferred by any office to the Records Center may be withdrawn by the same office, by a successor office, or by a higher office with authority over the files, and by the Inspector General.  For example, inactive personnel files and fiscal records should be requested directly from the Departments of Human Resources and Financial Services, respectively.

2.
THE ROLE OF ARCHIVES & RECORDS MANAGEMENT SERVICES (“ARMS”)
2.1
MISSION OF ARMS
The mission of the Archives & Records Management Services (“ARMS”) of the Columbus Memorial Library is to:

· provide efficient and cost effective records management services to offices of the General Secretariat of the Organization of American States; and

· collect, preserve and make available for research historical records generated by GS/OAS offices.

2.2
SERVICES PROVIDED BY ARMS
ARMS is responsible for developing uniform standards, procedures and techniques for the handling of records of the various executive secretariats, departments, units and offices of the Organization of American States.  Among the services that ARMS provides are:

· Records Retention Schedules

Records Retention Schedules list and describe the kinds of records that are created and maintained by the Organization.  Specific time periods are given for the retention of each type of record.  The schedules also identify those departmental records with historical value that warrant permanent retention in the OAS Archives.

· Records Storage

Storage is provided for non-current records in the GS/OAS Records Center at no cost to executive secretariats, departments, units and offices. In addition to in-house storage, ARMS has contracted with a commercial offsite records storage facility to further promote efficiency and cost effectiveness.

By storing semi-active and inactive files in the Records Center, as well as destroying obsolete records in a timely manner, executive secretariats, departments, units and offices avoid labor costs, as well as costs incurred by the inefficient storage of office records.

· Technical Assistance

ARMS provides executive secretariats, departments, units and offices with technical assistance in active files maintenance techniques, in the use of retention schedules, and in the transfer of records to the Records Center.

· Reference Services

Reference and retrieval services are provided to the executive secretariats, departments, units and offices of the General Secretariat for records that have been transferred to the Records Center.

· Archival Services

Archives are described as the permanently valuable records of the Organization that are preserved because of their continuing or enduring value.  The Archives of the General Secretariat of the Organization of American States consists of the inactive permanent records of the OAS and GS/OAS, and are maintained by the Records Management Center.

Archival reference and research assistance is provided to the executive secretariats, departments, units and offices of the General Secretariat, the Permanent Council, Missions of the Member States, Permanent Observers to the OAS, Inter-American agencies, outside organizations, and individual scholars.

3.
RECORDS RETENTION SCHEDULES

3.1
WHAT ARE RECORDS RETENTION SCHEDULES?
Records retention schedules are the official guide for the management of the Organization’s records and information resources.  They provide mandatory instructions for the disposition of records no longer needed for current official business.

The various kinds of records found within offices in the Organization are categorized into records series on the schedules.  The records series is:

the file unit or documents arranged according to a filing system or kept together because they relate to a particular subject or function, result from the same activity, document a specific kind of transaction, take a particular form, or have some other relationship arising out of their creation, receipt, or use.
The records retention schedule lists and describes the various records series that are created and maintained by the Organization and indicates the length of time they are maintained in office, in storage, and when they should be destroyed or transferred to the OAS Archives for continued preservation.
Implementation of the records retention schedule can result in the following benefits to the Organization:

· scheduled authorized destruction of records;

· lower record-keeping costs;

· reduced equipment and supplies costs;

· better service and increased production;

· reduced clerical costs; and

· improvement in the flow of work and information throughout the Organization.

Records schedules are approved by the appropriate Director, the Department of Legal Services, and the Director of the Columbus Memorial Library.

3.2
RETENTION SCHEDULES PREPARED FOR OAS OFFICES

APPENDIX A contains the General Administrative and Program Records Retention Schedule prepared for the various executive secretariats, departments, units, offices and missions of the Organization of American States.
4.
DISPOSITION OF RECORDS

4.1
RECORDS DISPOSITION

The records retention schedule establishes the guidelines for the retention and final disposition of all records created or maintained by the Organization.  Records disposition is the action taken regarding records no longer needed in current office space.  These actions include the:

· transfer of temporary records to the OAS Records Center;

· transfer of permanent, archival records to the OAS Archives; and

· disposal of temporary records.

4.2
OAS RECORDS DISPOSITION AUTHORIZATION

The purpose of the OAS Records Disposition Authorization form is to:

· provide authorization to executive secretariats, departments, units and offices requesting the destruction of temporary unscheduled records;

· provide ARMS the authorization to seek approval for the destruction of temporary records held in the OAS Records Center according to an approved records retention schedule; and

· document the transfer of legal custody of records with permanent preservation to the OAS Archives.
The OAS Records Disposition Authorization Form is available on-line on the Columbus Memorial Library’s Public Folder.

APPENDIX B provides a sample of an OAS Records Disposition Authorization form and instructions to complete the form.

5.
GUIDELINES FOR THE TRANSFER OF RECORDS

TO THE RECORDS CENTER

5.1
RECORDS TRANSFERS
The OAS Records Center is a secure storage area designed to provide efficient and cost effective management of the semi-active and inactive records of the Organization.  The center provides reference and retrieval services to the executive secretariat, department, unit or office owning the records, to a successor office, to a higher office with authority over the files, or to the Inspector General, thus ensuring confidentiality.

The Organization’s records retention schedule is the basic guide used in the routine transfer of records to the Records Center.  The records retention schedules list the various records series created by the executive secretariats, departments, units and offices, indicates a retention period, and recommends when records series should be transferred from the office to the Records Center.

In those instances where there are office space limitations, records may be transferred to the Records Center before the retention period specified in the records retention schedule.

5.2
RECORDS STORAGE BOXES
The Records Center uses standard one cubic foot (12"x15"x10") records storage cartons for transferring records to the Records Center.  Each carton holds approximately one-half a file drawer of records.  These boxes are designed to hold either letter or legal sized folders.

The Records Center should be contacted after an office has determined the number of boxes it needs to transfer its records to storage.  Boxes are delivered to the office unassembled.  Nonstandard boxes will not be accepted for storage.

5.3
PACKING THE BOXES
When packing boxes the following recommendations and guidelines should be followed by staff:

· file folders should be transferred from the executive secretariat’s, department’s, unit’s and office’s file cabinets into the records storage boxes leaving about one inch of free space in the box to aid future file retrieval;

· all file guides, hanging files, paper clips, prong fasteners, ringbinders, and other reusable supplies should be removed from files before files are placed in boxes;

· all nonrecord material, such as blank forms, duplicate copies and publications, should be removed from files before files are placed in boxes;

· file folders should be packed into boxes standing in an upright position with the file labels visible;

· folders should be arranged in retrievable order to facilitate processing and future reference requests; and

· boxes that are over-filled  will not be accepted for storage because they will not fit on the shelving units in the Records Center.

All records storage boxes must have a Records Center Label (OAS Form 71) attached on the front of the box.

The Records Center Label must contain information relevant to box contents including name of executive secretariat, department, unit, or office, box number, inclusive years and records title or description of records.

Improperly packed boxes will be returned to the originating office.

The OAS Records Center Label (OAS Form 71) is available on-line on the Columbus Memorial Library’s Public Folder.

APPENDIX C provides a sample of the OAS Records Center Label and instructions for use.

5.4
RECORDS TRANSMITTAL FORM - OAS FORM 70
The OAS Records Transmittal Form provides the Records Center and the executive secretariat, department, unit or office with box content information sufficiently detailed to assist future file retrieval.  It also transfers physical custody of the records from the originating office to the Records Center.

The OAS Records Transmittal Form (OAS Form 70) is available on-line on the Columbus Memorial Library’s Public Folder.

APPENDIX D provides a sample of the OAS Records Transmittal Form and instructions for use.

6.
RETRIEVING RECORDS FROM THE RECORDS CENTER

6.1
RETRIEVING RECORDS FROM THE RECORDS CENTER

After the records transferred to the Records Center are processed, a copy of the OAS Records Transmittal Form will be returned to the office transferring the records.  The form lists the records transferred and serves as a basis for future reference requests.

The Records Center will grant access to stored records only to designated staff of the executive secretariat, department, unit or office transferring the records.  Access to staff outside the transferring office will be granted only with written authorization from the transferring office.

Designated staff of an office may request any of that office’s records by telephoning, E-Mailing or visiting the Records Center.  Staff should refer to their copy of the OAS Records Transmittal Form when making a retrieval request to properly identify the record and its Records Center location.

The following information is needed to successfully retrieve a file or box from the Records Center:

· name of requester, telephone number, and physical location;

· requester’s executive secretariat, department, unit or office;

· type of service required (temporary withdrawal or permanent withdrawal);

· file name or number and date; and

· records center location information.

Borrowed records should be returned as soon as possible to the Records Center when they are no longer needed by the retrieving office.

7.
MANAGING ELECTRONIC RECORDS
7.1
WHAT ARE ELECTRONIC RECORDS?
According to Executive Order 97-2, electronic or machine readable documents or database records created or received by an office or staff member in connection with their official work, are the official records of the Organization.

Electronic or machine readable records are data in a form that can be read and processed by a computer and may include but are not limited to data files and databases, machine readable indexes, word processing files, electronic spreadsheets, electronic mail and electronic messages, as well as other text or numeric information.

The guidelines in this section apply to all electronic records systems, whether on micro-, mini-, or mainframe computers, and in networked or stand alone configurations.  They focus on electronic records that are part of primary automated information systems.  The guidelines do not deal with data that are created in electronic form only as a means of producing hard copy documents that are used to satisfy the Organization’s record-keeping requirements.

7.2
RECORDKEEPING REQUIREMENTS
Automated information systems involve creating, altering, and deleting data.  The procedures for controlling data input and for updating and deleting data must be determined as part of system design.  During the system design phase, the Area responsible for the system in the Organization (owner of data), in collaboration with Archives and Records Management Services (ARMS) needs to decide whether any of the data may have future value.  In short, the Organization must establish record-keeping requirements.

Establishing record-keeping requirements for an information system requires, at a minimum, full and accurate documentation of the system including:

· the functions supported by the system;

· the operational, legal, audit, oversight, and/or historical requirements for the information;

· how the information will be used, accessed, and maintained on each medium to meet these differing requirements;

· the procedural controls employed to preserve the integrity of the data in the system; and

· the technical system requirements, including user defined needs and hardware, software and data communication.

Technical documentation has to include system architecture, field definitions, record layouts, data element definitions, and code books that identify and interpret all codes used to record data.  Full, accurate, and current documentation of both the system and the data must be maintained until the information system is discontinued.

The information needed to establish record-keeping requirements and retention periods for records can also serve as a catalyst for answering many management questions that should be addressed when designing or updating an information system.  Questions to ask include:

· What is the system’s purpose?  Does it serve different purposes for different users?  Do the different purposes reflect different needs for retaining data?

· What inputs are needed and how long should the records be retained?  Are they needed for legal or audit purposes?

· How long does information need to be kept on line?  Are on-line retention requirements directly mapped onto unit records or data sets?

· If the office no longer needs data on line, does it need to retain it off line?  For how long?

· Can requirements for retention and disposition of data be integrated with system design and operations, for example, with update procedures, regular backup operations, creation of history files, subset files, and public use data sets?

· What will be done with the reports, either on paper or computer output microfilm (“COM”), generated by the system?

· Are multiple copies of the data needed?  If so, in what medium?  In what locations?  Do all media need to be maintained for the same length of time?  How long will the media last?  How will the integrity and authority of the data be ensured?

· Should the information in the system be part of the Organization’s vital records program?  If so, what provisions must be made to ensure availability of the information in emergency situations?

· Who is responsible for maintaining up-to-date, authoritative documentation of the system and the data it contains?  Where will the documentation be maintained?

· Which medium containing the data must be given special care to ensure data preservation for long-term operational needs or for archival purposes?

7.3
LEGAL IMPLICATIONS OF THE USE OF ELECTRONIC RECORDS
When effective record-keeping requirements are implemented, computer-based records pose no greater legal problems than do their paper counterparts.  If the only record is electronic, then it is necessary to ensure that procedures are established and followed, so that:

· the date of the record can easily be determined;

· the date of any alterations to the record are automatically recorded by the system; and

· it is evident that the document was authorized to be signed, and was signed by an appropriate official.

If these steps are not taken, the trustworthiness of the record could be questioned, and the record could be refused as evidence.

7.4
ROLES AND RESPONSIBILITIES
Automating information systems often increases the amount of information to be managed and often results in storing the same information on multiple media.  To avoid unnecessary duplication, it is particularly important that Archives and Records Management Services (ARMS) play a consultative role to assist office staff in identifying their record-keeping needs and to support systems managers to establish appropriate record-keeping requirements as the information system is designed.  The Department of Technology and Facility Services (TFS) is responsible for the technical aspects of the system.

Effective management of electronic records demands coordination among five different groups within the Organization including:

· information system managers who oversee the creation and use of electronic records in an information system;

· information technology managers responsible for the acquisition and technical operation of computer and communications systems;

· records managers responsible for ensuring the proper creation, maintenance and disposition of the records;

· information users throughout the Organization; and

· area responsible for the information content (Information owners).

7.5
DISPOSITION OF ELECTRONIC RECORDS
One of the most effective techniques for managing all records, including electronic records, is scheduling them for disposition.  The term “disposition” refers to what happens to records when they are no longer needed for current business, and includes the transfer of eligible records to the Records Center, the transfer of historical records to the Archives for permanent retention, and the disposal of temporary records.

Disposal actions require the authorization of the Executive Secretary, Department, Unit or Office Director, with the final authorization of the Director of the Columbus Memorial Library.

7.6
TRANSFER OF PERMANENT ELECTRONIC RECORDS TO THE ARCHIVES
The Organization is in the process of examining the use of alternate storage media for electronic records.  Issues that are being addressed include cost, the relatively short life span of some media, the migration of data from one system to another, and the issue of obsolescence of hardware, software, and file formats.

Technical documentation must accompany all computer files regardless of the storage media selected for permanent electronic records.

7.7
MAINTENANCE AND USE OF ELECTRONIC RECORDS
Certain basic records management principles apply to any record, whether in a file cabinet or on a computer disk.  Records are valuable only if they can be found when needed for action or reference.  Proper labeling, indexing, and preservation actions are necessary to ensure that electronic records are available and accessible throughout their useful life.

7.8 
LABELING, INDEXING AND FILING ELECTRONIC RECORDS
All electronic media should be labeled to facilitate identification and retrieval, either with physical or electro-magnetic methods.  External labels applied to disks should include the originating office symbol, title, begin and end dates, what software and version was used to create the records (e.g., Word, LOTUS 1-2-3 or WordPerfect), and on what equipment it was produced.

Labels on a magnetic tape container should include the volume/serial number, the name of the office, and data set name(s).  Identification of any access restrictions should be included on an external label.

Document, file, and directory conventions on internal labels should be easily understandable and standardized so that authors and their colleagues or successors can find and use information stored on disks or tapes.  Naming conventions are particularly useful when several people share a computer with a hard disk that has not been partitioned into individual working directories.

Filing conventions should be simple.  One effective system is to file similar documents in the same place, such as, on the same labeled disk or in the same directory on a hard disk.  This method enables quick access to information.

Indexing is another way to find electronic documents if a filing system is not used.  In this system, the document creator indicates the name of the document, the addressee, the date, and the identifier of the disk on which it is stored.  An abstract of the electronic document may also be useful.  The index can be printed out, stored on 3- by 5-inch cards or in a database management system on a labeled disk.

The need to establish a formal, office-wide system for filing, labeling, and naming electronic records depends on how the information is used.  Such a system is essential if the office plans to maintain records solely in electronic form, without converting the information to paper or microforms.  A formal system may be advantageous if personnel turnover is high or if information is shared or routed electronically.  If information is shared on paper, however, minimal identifying information is sufficient.

8.
MANAGING AUDIOVISUAL RECORDS

8.1
WHAT ARE AUDIOVISUAL RECORDS?

Audiovisual records are records in pictorial or aural form that include still and motion picture film, still photographs, film-strips, sound and video recordings, posters and other graphic works, and multimedia productions with related finding aids and production files.

The Organization creates audiovisual records as part of official programs because they record information beyond the written word.  They also serve as direct and powerful communication tools that can reach and inform many people.  For example, transcripts of speeches or meetings hardly substitute for recordings that show gestures and personality traits or the tone of voice of persons who participate in the important events that have shaped the history of the Organization.

8.2
DISPOSITION OF AUDIOVISUAL RECORDS

Audiovisual materials are considered records in the same way as a letter, memorandum or case file.  The basic principles and practices of managing, for example, paper records apply to audiovisual records.
Audiovisual records often contain unique information about many aspects of the Organization’s operations.  As a result their informational value makes them highly useful for research.  The following are examples of records that will often have permanent, historical value and should be transferred to the OAS Archives:

· recordings of speeches, remarks, interviews and media appearances by top OAS and GS/OAS officials;

· broadcast recordings of overseas programs;

· recordings produced in oral history projects;

· coverage of ceremonies of historical or commemorative significance;

· photographs, slides, or filmstrips depicting the mission, programs, significant activities, and/or functions of the Organization;

· illustrations used in major publications or in graphic works;

· public information films and videotapes;

· publicity photographs;

· visual documentation of operations in the field, and projects that reflect the mandate of the Organization;

· posters distributed within the Organization and/or to the public;

· original graphic work of unusual or outstanding merit;

· Organization-sponsored programs intended for the public;

· television news releases and information reports;

· programs and recordings acquired from outside sources that relate to significant aspects of the work of the Organization;

· coverage of meetings, speeches, conferences and guest speakers; and

· radio programs for public broadcast.

Production files and finding aids must be transferred to the OAS Archives along with the audiovisual format.  These files should show the existence of copyright or other proprietary rights, and will aid the researcher in discerning the purpose of the productions.

Similarly, finding aids, whether in microform, paper or electronic formats, are an essential component of audiovisual records.  Finding aids typically consist of indexes, catalogs, captions on photographs, title lists, and camera operator’s notes identifying the subject matter of the records.

8.3
FILING AND IDENTIFICATION

Audiovisual records have complex and diverse physical attributes that pose some special handling, storage, and preservation problems.  The following are some basic filing guidelines for the effective management of these records:

· file trivial, disposable records separately from the important ones;

· weed large files of unneeded, redundant, duplicated, and poor quality images and sound recordings; and

· masters and use copies, such as negatives and prints, should be filed separately in order to permit more convenient use of each and to make it easier to take special care of the film negative or magnetic master, which is the most valuable copy of any visual record.

Audiovisual records are not useful for retrospective research unless they are identified.  Captions or their equivalent are essential.  Captions for still photographs, every reel of motion picture film, videotape, and audio recording should include the date, location, names of people, event, copyright owner (if applicable, and known), and unique identification number.

Unique identification numbers should be recorded on every negative jacket or storage container, as well as on all corresponding prints or other use copies.  Additionally, every container of motion picture film, videotape, and audio recording should have the production clearly labeled.

9.
THE ARCHIVES OF THE GENERAL SECRETARIAT OF THE OAS

9.1
WHAT ARE ARCHIVES?

The Archives of the General Secretariat of the Organization of American States are records that have sufficient historical value to warrant their continued preservation.  The records in the custody of the Columbus Memorial Library document the origins and evolution of the OAS from its beginnings as the International Union of American Republics in 1889, to the Pan American Union in 1910, and finally to the Organization of American States in 1948.

Archival materials come in many forms, such as loose papers, bound volumes, videotapes, sound recordings, still photographs, maps, and electronic records.  Every record requires very careful handling and storage to prevent deterioration and to preserve it for future generations.

9.2
HOW DOES THE GS/OAS ARCHIVES ACQUIRE HISTORICAL RECORDS?

The GS/OAS Archives acquires historical records from offices in the Organization in several ways:

· through records retention schedules which identify Organization records with historical value and recommend their transfer to the GS/OAS Archives;

· by acquiring records left in an office or donated by top officials of the Organization; and

· through contacts in executive secretariats, departments, units and offices, who are designated to send material, such as official Organization publications, to the GS/OAS Archives.

The Archives is selective in choosing material for permanent retention, because the material it chooses must serve the purpose for which the Archives was created.  Among the guidelines used by the Archives to determine if a record has archival value are:

· if the records are original materials;

· if the records supplement existing documentation of the Organization’s history;

· if the information is unlikely to exist in other archival records; and

· if the records are the type of material that patrons frequently request or will likely need in the future.

9.3
REFERENCE SERVICES

When patrons visit the Archives’ Research Room, they have the opportunity to examine and study materials that are unique.  Both the patron as user and the Columbus Memorial Library as custodian, play essential roles in the preservation and security of the materials.  It is the responsibility of researchers and patrons to assist in the preservation of the records of the Organization and its predecessors.

Patrons are requested to observe the following rules designed to ensure the preservation and control of archival records:

· patrons must sign the daily register in the Research Room;

· smoking, eating and/or drinking are prohibited in the Research Room;

· no briefcases, parcels or backpacks are allowed on the research tables;

· personal computers may be used for note taking; however, there are a limited number of power outlets in the Research Room;

· only pencils are allowed for note taking;

· no marks may be made on any materials, no notes may be written on top of materials;

· tracing of materials is not permitted;

· loose documents should be held at the edges of the page and should not be held in mid-air or placed on the patron’s lap;

· existing order and arrangement of material must be preserved.  Missing documents should be reported to Archives staff;

· only records from one folder from a box should be used at a time;

· documents should be returned to their containers whenever the patron leaves the table for any reason; and

· personal belongings taken into the Research Room are subject to inspection before leaving the building.

The Research Room is equipped with a copy and change machine for the making of photocopies.  If a patron has a large quantity to copy, then copying arrangements should be made with Reference Room staff.

It is important to note that it is the responsibility of the patron to comply with the laws of copyright and literary property rights that may be involved in the use of archival materials.

10.
VITAL RECORDS PROGRAM AND DISASTER PREPAREDNESS

10.1
WHAT ARE VITAL RECORDS?

Vital records are those documents that, in the event of a disaster, are absolutely necessary to continue the business of the Organization.  Records should be designated vital that could be used to:

· enable the resumption of statutorily mandated Organization programs and functions;

· recreate the legal and financial status of the Organization; and

· guarantee rights of employees and/or the Organization.
It is important to remember that a vital record is not necessarily a permanent record, nor is the designation of “vital record” a permanent designation.  A record’s status may change over time.  The validity of vital records designations should be part of the Organization’s review of the records retention schedules.

An effective vital records program protects only those records that are absolutely essential.  It is a very selective process, and only 3 to 5 percent of an organization’s records are truly vital.  Some examples of vital records are:

· contracts, treaties, conventions, and agreements;

· current property inventories or asset listings;

· deeds or certificates of ownership;

· financial books of original entry;

· listings of benefit recipients;

· payroll registers;

· facility engineering drawings;

· accounts receivable records; and

· insurance policies.

Vital records are not necessarily paper records.  Electronic media, microfilm, and audiovisual materials all contain recorded information that could be classified as vital.

10.2
OBJECTIVES OF THE VITAL RECORDS PROGRAM

A vital records program is preventive in nature.  The primary objective is to ensure the ongoing maintenance and availability of vital records in case of a disaster.  By ensuring the availability of vital records, the Organization provides a foundation for disaster recovery efforts.

Vital records protection is a pro-active means of ensuring that essential information is available for necessary operational reactions to a disaster.  Thus, in the future, the Organization should integrate vital records protection with its overall disaster recovery plans.

10.3
VITAL RECORDS PROGRAM TASKS

There are five basic tasks involved in a vital records program including:

1. identification and appraisal of records;

2. assessment of potential disasters or risk analysis;

3. assessment of protection methods for records;

4. design and implementation of procedures for disaster prevention, preparedness, and recovery; and

5. program testing and audit.

10.4
VITAL RECORDS IDENTIFICATION AND APPRAISAL

Identification and appraisal of vital records should be part of the Organization’s records retention scheduling process.  A determination must be made of essential Organization functions and the records that document or support those functions.  The Organization’s records retention schedules should be updated to reflect vital records designations.

10.5
POTENTIAL DISASTERS

The assessment of potential disasters is a process of determining levels of acceptable risk.  A disaster may be natural, man-made, or the result of environmental conditions.

Naturally occurring disasters, such as flood, earthquake, or tidal wave are likely to affect an entire community.  Thus, recovery from natural disasters is a regional effort.

Man-made disasters include fire, theft, vandalism, and accidental misplacement or misuse.  The frequency of occurrence of man-made disasters that affect only records is much higher than for natural disasters.  Vital records are often a specific target in a man-made disaster.

Degradation of records arising from environmental conditions or inadequate storage facilities is another form of disaster.  Improper storage conditions are the slow fires that may eventually destroy an Organization’s vital records.  Airborne pollution, sunlight, humidity, and heat can cause records to degrade over time.

10.6
METHODS OF VITAL RECORDS PROTECTION

There are several methods for protecting an organization’s vital records.  No one method should be employed for all vital records.  Each record category has its own unique characteristics and functions that will determine the appropriate method of protection.  The methods of protection include:

· dispersal in which copies of vital records are sent to multiple locations;

· on-site protection in which protection for vital records means day-to-day storage of current records in a fire-proof cabinet or vault or in a special file room equipped with fire suppression, environmental controls and access controls; and

· off-site protection in which non-current vital records may be stored in a separate facility.
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INTRODUCTION

1. PURPOSE

General Records Retention Schedules are issued by the Archives and Records Management Services (“ARMS”)to provide guidelines for retention as well as disposition authorization for temporary and permanent records of the executive secretariats, departments, units and offices of the General Secretariat of the Organization of American States (“GS/OAS”).

The Schedules indicate the minimum length of time that records must be retained before they may be legally sent for disposal, (either destroyed or retained permanently in the archives).  The purposes of these Schedules are to:

· ensure that records are retained as long as needed for the Organization’s administrative, legal and fiscal purposes;

· provide that archival records of enduring value are retained permanently for historical and other research purposes; and

· encourage and facilitate the systematic disposal of those records no longer needed for business.

2.
COVERAGE

The Schedules cover the records relating to general and office administration, human resources, finance, material resources, public information, legal services, inspector general, program records, publications, conference and meetings services, and general and office administration for offices and missions located away from Headquarters.  In addition, various versions of records are listed on the schedules in hard-copy, microform, audiovisual, and electronic formats.

3.
ARRANGEMENT OF ITEMS ON THE SCHEDULE

The records series on the Schedules are arranged under headings that reflect the function of the records, rather than offices of origin or filing.  This means, for instance, that most financial records are found under the heading “Financial Records” no matter where they exist in the Organization.

4.
DISPOSITION OF RECORDS

Disposition is what happens to records after they have outlived their retention in office.  It can mean transfer to the OAS Archives, transfer to the ARMS Records Center, destruction of temporary records in office, etc.  The Records Disposition Authorization form should be used to request authorization for the disposition of records.  Its purpose is to:

· provide authorization to executive secretariats, departments, units and offices requesting the destruction of temporary unscheduled records;

· provide ARMS the authorization to seek approval for the destruction of temporary records held in the OAS Records Center according to an approved records retention schedule; and

· document the transfer of legal custody of records for permanent preservation to the Archives.
5.
CONFIDENTIALITY OF RECORDS

The records owner or originating office usually identifies confidential records when the records are being transferred to the OAS Records Center.  The originating executive secretariat, department, unit or office controls access to records stored in the Records Center.  For example, inactive personnel files and fiscal records can only be requested from the Departments of Human Resources and Financial Services.

Non-current and permanent files transferred by any office to the Records Center may be withdrawn by the same office, by a successor office, or by a higher office with authority over the files, and by the Inspector General.

Disposal actions require the authorization of the Executive Secretary, Department, Unit or Office Director, with the final authorization of the Director of the Columbus Memorial Library.

6.
MORE INFORMATION

ARMS will assist offices of the Organization to interpret and use the records schedules.  If you have any questions about procedures and guidelines, please contact:


ARMS


Mrs. Beverly Wharton-Lake, Ext. 3849


or


Mr. Baron Williams, Ext. 3973.

OFFICE ADMINISTRATION RECORDS
ADMRECS SCHEDULE NO. 1

This general records schedule provides the minimum retention periods and disposition instructions for records common to most of the executive secretariats, departments, units and offices in the Organization which employees encounter during the course of conducting their daily business.  

The schedule covers administrative subject files, policy and procedures files, reading files, tracking and control records, calendars, minutes, and transitory documents.

The records described in this schedule are authorized for disposal in both hard-copy 

and electronic formats.

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

1.
Administrative Subject Files:




Organization and planning files containing administrative directives; policy studies; formal memoranda; reports of task forces and management review committees; and similar records documenting the development and implementation of policies, programs, services and projects:



a.
Records maintained by high level officials including the Secretary General, Assistant Secretary General, Assistant Secretaries and Directors of departments, units and offices.


This is an Archival Record.  Retain in office for 5 years, then  transfer to OAS Archives.




b.
Records maintained by all other employees.
Retain in office for 2 years, then destroy.




OFFICE ADMINISTRATION RECORDS
ADMRECS SCHEDULE NO. 1

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

2.
Office Administrative Files:




Records accumulated by individual offices that relate to the internal administration or housekeeping activities of the office rather than the functions for which the office exists. 


In general, these records relate to the office organization, vacation    schedules, procedures, and communications; the expenditures of funds, including budget records; day-to-day administration of office personnel including training and travel; supplies and office services and equipment requests and receipts; and the use of office space and utilities.  They may also include copies of internal activity and workload reports (including work progress, statistical, and narrative reports prepared in the office and forwarded to higher levels) and other materials that do not serve as unique documentation of the programs of the office.  They include the following:





a.
Equipment maintenance records.
Retain in office for the life of the equipment, then destroy.




OFFICE ADMINISTRATION RECORDS
ADMRECS SCHEDULE NO. 1

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

2.
Office Administrative Files:



b. Financial files containing records relating to the expenditure of funds, such as cost estimates, copies of receipts, invoices, and vouchers.


Retain in office until no longer needed for tracking purposes, then destroy.


c. Procurement and supply files, publication orders, and other records relating to routine office supplies and equipment.


Retain in office for 2 years, then destroy.



3.
Schedules of Daily Activities:




Calendars, appointment books, schedules, logs, diaries, and other records documenting meetings, appointments, telephone calls, trips, visits, and other activities by employees while serving in an official capacity, EXCLUDING materials determined to be personal:



a.
Records maintained by high level officials including the Secretary General, Assistant Secretary General, Assistant Secretaries and Directors of departments, units and offices.
This is an Archival Record.  Retain in office for 5 years, then transfer to OAS Archives.


b.
Records containing substantive information relating to official activities, the substance of which has not been incorporated, and should not be incorporated into official files.
Retain in office for 2 years, then destroy.


c.
Records documenting routine activities containing no substantive information.
Retain in office for 1 month, then destroy.


OFFICE ADMINISTRATION RECORDS
ADMRECS SCHEDULE NO. 1

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

4.
Suspense Files:




Documents arranged chronologically in which records are filed by a future date of recall:



a.
A note or other reminder to take action.
Retain in office until action is taken, then destroy.


b.
The file copy of an outgoing communication filed by the date on which a reply is expected.
Retain in office until action is taken, then destroy.


c. Extra copy of an outgoing communication filed by the date on which a reply is expected.


Retain until action is taken, then destroy.

5.
Transitory Files:



Documents of short-term interest which have no program, documentary, or evidential value. Examples of transitory correspondence are:



a.
Routine requests for information, routine requests for publications and copies of replies which require no administrative action, no new policy decisions, and no original development of special data.
Retain in office for 3 months, then destroy.


b.
Originating office copies of letters of transmittal that do not add any information to that contained in the transmitted material, and receiving office copy if filed separately from transmitted material.
Retain in office for 3 months, then destroy.


OFFICE ADMINSTRATION RECORDS
ADMRECS SCHEDULE NO. 1

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

5.
c.
Notices including memoranda and other records that do not serve as the basis of official actions, such as notices of holidays or charity appeals.
Retain in office for 3 months, then destroy.

6.
Tracking and Control Records:




Logs, registers, and other records used to control or document the status of correspondence or reports.


Retain in office until no longer needed, then destroy.

7.
Correspondence - Routine:




Correspondence of minor administrative character which contain no information of significance, such as requests for information, inquiry referrals, making routine arrangements for speeches and meetings, forwarding publications, and acknowledgments of letters or publications.
Retain in office for 1 year, then destroy.

8.
Correspondence - Program and Policy:




Correspondence pertaining to the development, planning, and implementation of the mission, policies, programs, services or projects of an office or department.
This is an Archival Record.  Retain in office for 3 years, then transfer to OAS Archives.

9.
Invitations:




Invitations to meetings from external organizations.
Retain in office for 1 year after meeting is held, then destroy.


OFFICE ADMINSTRATION RECORDS
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ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

10.
Reading or Chronological Files:



Records used solely as a reading or reference file for convenience purposes and may include copies of correspondence reports, publications, etc.



a.
Records maintained at operating levels. 
Retain in office for 2 years, then transfer to OAS Records Center for an additional 3 years.  Record is destroyed at records center after a 5 year retention.


b.
Records maintained by high level officials including Secretary General, Assistant Secretary General, Assistant Secretaries and Directors of departments, units and offices.
This is an Archival Record.  Retain in office for 5 years, then  transfer to OAS Archives.

11.
Personnel Files:



a.
Unofficial personnel folders consisting of documents which are duplicates of papers placed in official personnel folders maintained in the Department of Human Resources.
Retain in office for 3 months after separation or transfer of employee, then destroy.


b.
Curriculum vitae files.


Update as necessary and retain only current version.
Retain in office for 3 months after separation or transfer of employee, then destroy.


c.
Lists of staff and interns.


Update as necessary and retain only current version.
Retain in office until obsolete or superseded, then destroy.
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ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

11.
d.
Job descriptions.


Update as necessary and retain only current version.


Retain in office until obsolete or superseded, then destroy.

12.
Policy and Procedure Files:



a.
Documents establishing office policies and procedures relating to its program areas.
This is an Archival Record.  Retain in office until superseded or no longer needed, then transfer to OAS Archives.


b.
Records concerning internal office procedures, but not pertaining to the mission or function of the office.
Retain in office until  superseded or obsolete, then destroy.


c.
Extra copies of OAS operating policy and procedures for reference purposes.
Retain in office until  superseded or obsolete, then destroy.


d.
Record copies of procedural manuals, administrative bulletins, organizational charts, rules, regulations, or any other issuance establishing the course of action for OAS or one of its parts, including all modifications.


This is an Archival Record.  Retain in office until superseded or obsolete, then transfer to OAS Archives.

13.
GS/OAS Official Documents:



a.
GS/OAS Official Documents originating from the author or creating office.
Upon issuance transfer 5 hard copies to OAS Archives - Documents Control Unit for permanent retention.


OFFICE ADMINISTRATION RECORDS
ADMRECS SCHEDULE NO. 1

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION



[NOTE: GS/OAS Official Documents are not to be transferred electronically for archival storage.] 

13.
b. Reference copies of GS/OAS Official Documents maintained for reference and informational purposes.


Retain in office until superseded or obsolete, then destroy.

14.
Publications:





a.
Published or printed reports, brochures, leaflets, pamphlets, studies, etc.
Upon issuance, transfer 5 copies to OAS Archives – Documents Control Unit for permanent retention.


b.
External publications maintained for reference and informational purposes.
Retain in office until obsolete or no longer needed, then transfer to Columbus Memorial Library.



15.
Records Management Files:



a.
Records Retention Schedules.


Retain in office until superseded or obsolete, then destroy.  {Record copy is retained permanently in Archives and Records Management Services (ARMS).}


OFFICE ADMINISTRATION RECORDS
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ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

15.
b.
Records Transmittal Forms or Transfer Lists.
Retain in office until all boxes are authorized for destruction or sent to OAS Archives, then destroy.


c.
Records Disposition Authorizations.
Retain in office for 3 years, then destroy


d.
Records Inventory Information.
Retain in office until superseded or obsolete, then destroy.


e.
File Outline, Plan, Index.


Retain in office for the retention of corresponding covered files, then transfer to OAS Records Center or Archives with covered files.



16.
Telephone Message Books or Logs.
Retain in office for 1 year,  then destroy.



17.
Teletype or FAX Messages:



Copies of incoming and the original outgoing message.



a.
Non-substantive copies.


Retain in office for 2 months, then destroy.


b. Substantive copies.
File substantive messages with the appropriate subject or case file.


OFFICE ADMINSTRATION RECORDS
ADMRECS SCHEDULE NO. 1

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

18.
Electronic Mail (E-Mail) Messages:




Records transmitted and received including any attachments to the record messages after they have been copied to an electronic recordkeeping system, paper, or versions of electronic mail messages.
[Note: E-Mail messages constitute only those “official” messages as set forth in “Norms for Use of Information Technology Resources,” 27 April 1998.]  See Appendix E.


a.
E-Mail messages containing substantive information.


Print out and file substantive messages with the appropriate subject or case file.


b.
Transitory E-Mail messages containing no substantive information.
Retain in office until no longer needed, then destroy or delete from e-mail system.



19.
Staff Meeting Minutes or Notes.
Retain in office for 3 years, then destroy.



20.
Management Staff Meeting Minutes or Notes:




Consists of minutes or notes from meetings of management level staff (Program Managers, Department/Unit/Office Directors).
Retain in office for 5 years, then transfer to OAS Archives.

21.
Trip Reports:




Narrative reports resulting from field and administrative travel.
Retain in office for 5 years, then transfer to OAS Archives.


OFFICE ADMINISTRATION RECORDS
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ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

22.
Conference and Seminar Notes.
Retain in office for 1 year, then destroy.



23.
Activity Reports - Issued:




Reports or memoranda of department, unit or office activities, issued on a weekly, monthly, quarterly or ad hoc basis.


Retain in office for 3 years, then destroy.

24.
Activity Reports - Received:




Reports or memoranda of activities of departments, units or offices in other functional areas.
Retain in office until no longer needed, then destroy.



25.
Annual Reports - Issued:




Year-end reports of department, unit or office activities.
This is an Archival Record.  Retain in office for 2 years, then transfer to OAS Archives.




OFFICE ADMINISTRATION RECORDS
ADMRECS SCHEDULE NO. 1

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

26.
Feasibility Studies:




May include studies conducted before the installation of information management systems technology or equipment, such as word processing, copiers, micrographics, and communications. Also includes studies and system analyses for the initial establishment and major changes of these systems.  Such studies typically include a review of the proposed system, a cost/benefit analysis, and an analysis of the improved efficiency and effectiveness of the proposed system.





a.
Studies implemented.
Retain study in office for 5 years after system becomes obsolete, then destroy.




b.
Studies not implemented.


Retain in office for 5 years after completion of study, then destroy.



HUMAN RESOURCES RECORDS
HRRECS SCHEDULE NO. 2

This general records schedule provides the minimum retention periods and disposition instructions for records relating to the supervision over and management of the Organization’s employees.  The schedule covers the disposition of all Official Personnel Case Files of employees and other records relating to personnel matters, wherever located in the Organization.

The records described in this schedule are authorized for disposition in both hard-copy and electronic forms.

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

1.
Official Personnel Case Files:




The file of each employee of the organization maintained by the Department of Human Resources. (Included are diplomas, school certificates, curriculum vitae, personal history forms, notification of personnel action, medical report on the physical exam, correspondence, confidential material including birth and marriage certificates, designation of beneficiaries, confidential memos, hearing, disciplinary actions, and performance evaluations).





a.
Separated employees.
Retain in office for 5 years after separation of employee, then transfer to OAS Records Center.  Record is destroyed by Records Center 35 years after separation, or 5 years after death, whichever is sooner.




HUMAN RESOURCES RECORDS
HRRECS SCHEDULE NO. 2

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 



[NOTE: The Official Personnel Case Files of the Secretaries General and the Assistant Secretaries General are an Archival Record.]



2.
Personnel Files:



a.
Unofficial personnel folders maintained by executive secretariats, departments, units or offices, which are duplicates of papers placed in Official Personnel Case File maintained by the Department of Human Resources.
Destroy after separation or transfer of employee.


b.
Curriculum Vitae Files.
Retain in office until superseded or obsolete, then destroy.


c.
Lists of staff and interns.
Retain in office until superseded or obsolete, then destroy.



3.
Job/Position Descriptions:



a.
Copies of employee job descriptions that include information on title, series, grade, duties and responsibilities, and related documents. 
Retain in office for 2 years after position is abolished or description superseded, then destroy.


b. Official record copy of each job description maintained by the Department of Human Resources.
This is an Archival Record.  Transfer to OAS Archives.


HUMAN RESOURCES RECORDS
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ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION

4.
Unsuccessful applications for employment.
Retain in office for 1 year, then destroy.



5.
Personnel actions:




These include assignments, reassignments, appointments, transfers, reclassifications, promotions, demotions, separations, or other personnel actions affecting individually named persons which have been withdrawn, disapproved or not acted upon.


Retain in office for 1 year, then destroy.

6.
Notification of Personnel Actions:




Standard Form documenting all individual personnel actions such as employment, promotions, transfers, separation, but EXCLUDING copy in Official Personnel Case File.



a.
Chronological file copies maintained by each office.
Retain in office for 2 years, then destroy.


b.
All other copies maintained by each office.
Retain in office for 1 year, then destroy.



7.
Personnel Correspondence Files:




Correspondence, reports, and other records relating to the general administration and operation of personnel functions.


Retain in office for 3 years, then destroy.


HUMAN RESOURCES RECORDS 
HRRECS SCHEDULE NO. 2

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION

8.
Position Classification Files:



a.
Standards and guidelines issued or reviewed and used to classify and evaluate positions within the organization EXCLUDING official record copy maintained by the Department of Human Resources.
Retain in office until superseded or obsolete, then destroy.


b. Correspondence and other records relating to the development of standards for classification of positions EXCLUDING official record copy maintained by the Department of Human Resources.


Retain in office for 5 years until the position is abolished or the description is superseded.


c.
Classification survey reports on various positions prepared by classification specialists, including periodic reports, maintained by the Department of Human Resources.
This is an Archival Record.  Retain in office for 5 years, then transfer to OAS Archives.


d.
Inspection, audit, and survey files including correspondence, reports, and other records relating to inspections, surveys, desk audits, and evaluations EXCLUDING official record copy maintained by the Department of Human Resources.


Retain in office until superseded or obsolete, then destroy.


e. Appeals Files - Case Files relating to classification appeals EXCLUDING official record copy maintained by the Department of Human Resources.


Retain in office for 3 years after case is closed, then destroy.
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RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION

8.
f.
Official Record Copy of all position classification files maintained by the Department of Human Resources.
This is an Archival Record.  Retain in office for 5 years, then transfer to OAS Archives.



9.
Interview Records:




Correspondence, reports, and other records relating to interviews with employees.
Retain in office for 6 months after transfer or separation of employee, then destroy.



10.
Performance Appraisals, EXCLUDING final report prepared on each separated employee.
Retain in office for 5 years after date of appraisal, then destroy.



11.
Employee Awards Files:



a. Case files including recommendations, approved nominations, correspondence, and reports for incentive awards, within-grade merit increases, suggestions, and outstanding performance EXCLUDING copies in Official Personnel Case File.
Retain in office for 2 years after approval or disapproval, then destroy.


b.
Correspondence pertaining to records from other organizations EXCLUDING copies in Official Personnel Case File.
Retain in office for 2 years, then destroy.


c.
Length of service awards files.  Records including correspondence, reports, computations of service and lists of awardees.


Retain in office for 1 year, then destroy.
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RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION

11.
d.
Letters of commendation and appreciation.  Copies of letters recognizing length of service and retirement and letters of appreciation and commendation for performance EXCLUDING copies in Official Personnel Case File.


Retain in office for 2 years, then destroy.

12.
Leave Records:



a.
Leave, applications for (annual, sick, and other), and all supporting papers, including requests for absences, vacation substitutes, and schedules.
Retain in office for 1 year, then destroy.


b.
Original employee leave slips, or any summarization of leave taken or owed to an employee, maintained in the Department of Financial Services.
Retain in office for 5 years after separation of employee, then transfer to OAS Records Center as part of the “Official Personnel Case File.”  Record is destroyed by Records Center 35 years after separation, or 5 years after death, whichever is sooner.




c. Time and attendance reports used for payroll purposes.
Retain in office for 7 years, then destroy.



13.
Overtime Authorizations:



a.
Copies of overtime work and compensation files.
Retain in office for 1 year, then destroy.
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13.
b. Record copies of overtime work and compensation files maintained in financial files.


Retain in office for 7 years, then destroy.

14.
Employee Suggestion Files.
Retain in office for 1 year, then destroy.



15.
Performance Contracts:




Files of hired contractors for a specific time period.
Retain in office for 5 years, then destroy.

16.
Health Records Case Files:




Forms, correspondence, and other records documenting an individual employee’s medical history, physical condition and visits to the organization’s health facilities.
Retain in office for 6 years after separation of employee, then destroy.

17.
Health Unit Control Files:




Logs or registers reflecting daily number of visits.



a.
If information is summarized on statistical report.
Retain in office for 3 months after last entry, then destroy.


b.
If information is not summarized.
Retain in office for 1 year after last entry, then destroy.


c.
Copies of statistical summaries and reports with related papers pertaining to employee health.
Retain in office for 2 years after date of summary or report, then destroy.
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18.
Personal Injury Files:




Forms, reports, correspondence and related medical and investigatory records relating to on-the-job injuries.
Retain in office for 3 years after termination of compensation, then destroy. 



19.
Training Records:



a.
Correspondence, memoranda, agreements, authorizations, reports, requirement reviews, plans, and objectives relating to the establishment and operation of training courses and conferences.
Retain in office for 5 years or 5 years after completion of a specific training program, then destroy.




b.
Correspondence, memoranda, reports, and other records relating to the availability of training and employee participation in training programs sponsored by other organizations.
Retain in office for 5 years, then destroy.

[NOTE: Reference copies of pamphlets, catalogs, etc., which provide information on courses or programs are nonrecord and may be destroyed when superseded or obsolete].



20.
Staff Relations Records:




Correspondence, memoranda, reports, and other records relating to the relationship between management and staff.


Retain in office for 5 years, then destroy.


HUMAN RESOURCES RECORDS
HRRECS SCHEDULE NO. 2

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION

21.
Grievance Case Files:




Records relating to grievances raised by employees and including statements of witnesses; reports of interviews and hearings; examiner’s findings and recommendations; related correspondence and exhibits; and records relating to a reconsideration request.
Retain in office for 5 years after separation of employee, then transfer to OAS Records Center.  Record is destroyed by Records Center 35 years after separation, or 5 years after death, whichever is sooner.



22.
Disciplinary Action Case Files:




Records relating to adverse actions and performance-based actions (removal, suspension etc.) against employees including a copy of the proposed adverse action with supporting documents; statements of witnesses; employee’s reply; hearing notices, reports, and decisions; reversal of action; and appeal records.
Retain in office for 5 years after separation of employee, then transfer to OAS Records Center.  Record is destroyed by Records Center 35 years after separation, or 5 years after death, whichever is sooner.

23.
Examining and Certification Records:




Correspondence concerning applications, eligibles certification and other examining and recruiting operations EXCLUDING copies in Official Personnel Case File.
Retain in office for 2 years, then destroy.

24.
Personnel Directories:



a. Changes or corrections (names and documents) of personnel directories.


Destroy when 1 year old.


HUMAN RESOURCES RECORDS
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ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION

24.
b.
Record copy of each personnel directory or register.
This is an Archival Record.  Transfer 5 copies of the Personnel Directory to OAS Archives.



25.
Retirement Assistance Files:




Correspondence, memoranda, annuity estimates, and other records used to assist retiring employees or survivors claim benefits.


Retain in office for 1 year, then destroy.

26.
Fellowships:




Official case files of direct fellowships and outright grants.
Retain in office for 10 years after completion of fellowship, then destroy



27.
Loans



Rejected applications for fellowships and loans
Retain in office for 1 year, then destroy.





Approved loans made to students and employees including supporting papers (e.g. Rowe Fund)
Retain in office for 7 years after loan has been in paid in full, then destroy.



FINANCIAL RECORDS
FINRECS SCHEDULE NO. 3

This schedule provides for the disposal of financial records that include Payroll and Pay Administration Records, Budget Preparation, Presentation and Apportionment Records and Expenditure Accounting Records.  Leave records, time and attendance reports and overtime authorizations are covered in the Records Retention Schedule for Human Resources Records-HRRECS 2.

All records described in this schedule are authorized for disposal in both hard-copy and electronic forms.

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

1.
Individual Employee Pay Record:



a.
Pay Record for each employee maintained in an electronic database.
Retain in office until elements and/or entire record are updated as required, then destroy or delete.




b.
Official payroll earnings record, Individual Pay Record, containing pay data on each employee in the organization.
Retain in office for 2 years, then transfer to OAS Records Center for an additional 54 years. Destroy in records center when 56 years old.



2.
Non-current Payroll Files:




Copy of non-current payroll data maintained in either paper, microform or machine-readable form.


Retain in office for 6 years after close of pay year in which generated, then destroy.
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3.
Tax Files:




Individual income-tax files including employee withholding allowance certificate, copy of employee wages and tax statements, copy of employer reports of tax withheld with related papers including reports relating to income and social security tax.


Retain in office for 4 years, then destroy.

4.
Payroll Deduction Authorization.
Retain in office until superseded or after separation of employee, then destroy.

5.
Direct Deposit Authorization.
Retain in office until superseded or after separation of employee, then destroy.



6.
Payroll System Reports:



a.
Error reports, ticklers, system operation reports.
Retain in office until related actions are completed or when no longer needed, then destroy.  Retention of record should not exceed 2 years.


b.
Reports and data used for workload and or personnel management purposes.
Retain in office for 2 years, then destroy.


c.
Reports providing fiscal information on payroll.
Retain in office.  Destroy after audit or when 3 years old, whichever is sooner.
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7.
Payroll Change Files:




Records used to direct a change or correction of an individual pay transaction.



a.
Copies subject to audit.
Retain in office.  Destroy after audit or when 3 years old, whichever is sooner.


b.
All other copies.
Retain in office for 1 month after end of related pay period, then destroy.



8.
Payroll Correspondence:




Correspondence regarding general, routine administrative issues that do not relate to individual payments.


Retain in office for 2 years, then destroy.

9.
Retirement Files:



a.
Retirement registers, vouchers, reports, or other control documents.
Retain in office for 6 years, then destroy.


b.
Official Retirement Pension Fund records on each employee.
Separate inactive files from active ones. Transfer inactive files to OAS Records Center 5 years after separation of employee.  Destroy at records center 35 years after separation or 5 years after death, whichever is sooner.
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RECORDS DISPOSITION 

9.
c.
Fiscal liquidation records on each separated employee.
Separate inactive files from active ones. Transfer inactive files to OAS Records Center 5 years after separation of employee.  Destroy at records center 35 years after separation, or 5 years after death, whichever is sooner.

10.
Budget Correspondence Files:




Correspondence files pertaining to routine administration and internal procedures.
Retain in office for 2 years, then destroy.

11.
Budget Preparation Working Files:




Program-Budget working papers accumulated by various programs in the preparation of and clearance of annual budget estimates.  Included are preliminary estimates, feeder reports, and related background material.
Retain in office for 3 years after the close of the fiscal year covered by the budget, then destroy.

12.
Budget Preparation and Presentation:




Correspondence, drafts, budget schedules relating to department's budget submissions; supporting narrative justifications; supporting budget and program data or analysis, warrants, apportionment budget, operating, obligation, outlay, travel, and other special plans; and related schedules and data.
Retain in office for 3 years after the close of the fiscal year covered by the budget, then transfer to OAS Records Center for an additional 2 years. Destroy in records center when 5 years old.
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13.
Budget Reports Files:




Periodic reports on the status of appropriation accounts and apportionment.



a.
Annual report (end of fiscal year).
Retain in office for 5 years, then destroy.


b.
All other reports.
Retain in office for 3 years after the end of the fiscal year, then destroy.



14.
Program-Budget Policy and Procedure, reflecting OAS policy decisions on preparation of budget and expenditures for OAS programs.
This is an Archival Record. Transfer to OAS Archives when no longer needed.



15.
Program-Budget for each fiscal period, including budget estimates, program statements, supporting documents, and evidence of action taken by the General Assembly.
This is an Archival record.  Upon issuance, transfer five copies of final printed budget to OAS Archives for permanent retention.



16.
Expenditure Accounting General Correspondence and Subject Files:




Correspondence or subject files operating units responsible for expenditures accounting that pertain to their internal operations and administration.


Retain in office for 2 years, then destroy.
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17.
General Accounting Ledgers:




General accounts ledgers showing debit and credit entries and reflecting expenditures in summary.
Retain in office for 6 years after the close of the fiscal year involved, then destroy.



18.
Appropriation Allotment Files:




Allotment records showing status of obligations under each authorized appropriations.
Retain in office for 6 years after the close of the fiscal year involved, then destroy.

19.
Journal vouchers, bills and invoices.
Retain in office for 6 years after the close of the fiscal year involved, then destroy.

20.
Vendor vouchers and related papers.
Retain in office for 6 years, then destroy.

21.
Funds:




Availability, collection, receipt, custody, deposit, reimbursements, deductions and contributions.
Retain in office for 6 years, then destroy.

22.
Bank Transactions:




Bank statements, books, stubs, and deposit slips; checks cancelled and paid; and check registers.
Retain in office for 6 years, then destroy.

23.
Audit Reports and Financial Statements.
This is an Archival Record.  Retain in office for 5 years, then transfer to OAS Archives.



MATERIAL RESOURCES RECORDS
MRRECS SCHEDULE NO. 4

This general records schedule provides the minimum retention periods and disposition instructions for records relating to the material resources of the Organization and the acquisition of goods and non-personal services.  The schedule includes records pertaining to Procurement and Purchasing, Supply, Property Management, Property Disposal, Storage, Travel and Transportation, Motor Vehicle Maintenance and Operation, Space and Maintenance, Communications, Building Maintenance and Security Services Records.  

All records described in this schedule are authorized for disposal in both hard-copy and electronic forms.

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

1.
Real Property Files:




Title papers documenting the acquisition of real property (by purchase, donation, exchange or otherwise).
This is an Archival Record. Retain in office until disposition of property, then transfer to OAS Archives.



2.
Procurement Correspondence Files:






Correspondence relating to operating procurement and internal operation and administration matters.


Retain in office for 5 years after contract is terminated, then destroy.
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RECORDS DISPOSITION 

3.
Routine Procurement Files:




Contract, requisition, purchase order, lease, and bond and surety records, including correspondence and related papers pertaining to award, administration, receipt, inspection and payment.





a.
Copy of procurement or purchase and related papers.



(i)
Transactions of more than $25,000.
Retain in office for 6 years after final payment, then destroy.


(ii)
Transactions of $25,000 or less.
Retain in office for 3 years after final payment, then destroy.


b.
Obligation copy.
Retain in office until funds are obligated, then destroy.


c.
Other copies of records described above used by component elements of a procurement office for administrative purposes.
Retain in office until action is completed or terminated, then destroy.



4.
Supply Management Files:




Files of reports on supply requirements and procurement matters submitted for supply management purposes.


Retain in office for 2 years, then destroy.
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5.
Solicited and Unsolicited Bids and Proposals Files:



a.
Successful bids and proposals.
Retain in office. Destroy with related contract case files (see item 3 on this schedule).




b.
Unsuccessful bids and proposals.
Retain in office for 1 year, then destroy.




c.
Canceled solicitations files:



(i)
Formal solicitations of offers to provide products or services (e.g. Invitations for Bids, Requests for Proposals, Request for Quotations) which were canceled prior to award of a contract.
Retain in office for 5 years after date of cancellation, then destroy.


(ii)
Unopened bids.
Return to bidder.




d.
Lists of acceptable bidders.
Retain in office until superseded or obsolete, then destroy.



6.
Requisition for Supplies and Equipment.
Retain in office for 1 year, then destroy.
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7.
Inventory Requisition File:




Requisitions for supplies and equipment for current inventory.



a.
Stockroom copy.
Retain in office for 2 years after completion or cancellation of requisition, then destroy.


b.
All other copies.
Retain in office for 6 months, then destroy. 



8.
Inventory Files:



a.
Inventory lists.
Retain in office for 2 years from date of last entry on list, then destroy.


b.
Inventory cards.
Retain in office for 2 years after discontinuance of item or 2 years after equipment is removed from organization, then destroy.



9.
Contractor’s Statement of Contingent or Other Fees:




Contractor’s Statement of Contingent or Other Fees filed separately from the contract case file and maintained for enforcement or report purposes.


Retain in office until superseded or obsolete, then destroy.
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10.
Property Disposal Correspondence Files.
Retain in office for 2 years, then destroy.



11.
Excess Property Reports.
Retain in office for 3 years, then destroy.



12.
Surplus Property Case Files:




Case files on sales of surplus property, comprising invitations, bids, acceptances, lists of materials, evidence of sales, and related correspondence.





a.
Transactions of more than $25,000.
Retain in office for 6 years after final payment, then destroy.




b.
Transactions of $25,000 or less.
Retain in office for 3 years after final payment, then destroy.



13.
Commercial Freight and Passenger Transportation Files:



a.
Original vouchers and support documents covering commercial freight and passenger transportation charges of settled fiscal accounts including registers and control documents.
Retain in office for 6 years after the period of the account, then destroy.
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13.
b.
Issuing office copy of commercial bills of lading, commercial passenger transportation vouchers and transportation requests, travel authorizations, and supporting documents.
Retain in office for 6 years after the period of the account, then destroy.


c.
Obligation copy of commercial passenger transportation vouchers.
Retain in office until funds are obligated, then destroy.


d.
Unused ticket redemption forms.
Retain in office until no longer needed, then destroy.



14.
Lost or Damaged Shipments Files:




Schedules of valuables shipped, correspondence, reports and other records relating to the administration of losses.


Retain in office for 6 years, then destroy.

15.
Noncommercial, Reimbursable Travel Files:




Copies of records relating to official travel by officers, employees, dependents and others authorized to travel. Includes records, such as travel orders, per diem vouchers, and supporting documentation.



a.
Travel administrative office files.
Retain in office for 6 years, then destroy.


b.
Obligation copies.
Retain in office until funds are obligated, then destroy.
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16.
General Travel and Transportation Files:



a.
Routine administrative records including correspondence, forms, and related records pertaining to commercial and noncommercial agency travel and transportation.
Retain in office for 2 years, then destroy.


b.
Processing files for the preparation of checks, arrangements for leave, visas, receptions, itineraries, etc.


Retain in office for 1 year, then destroy.

17.
Records Relating to Official Passports:



a.
Application Files:




Documents relating to the issuance of official passports including requests for passports, transmittal letters, receipts, and copies of travel authorizations.
Retain in office for 3 years or upon separation of the bearer, whichever applies, then destroy.


b.
Annual Reports:




Reports concerning the number of official passports issued and related matters.
Retain in office for 1 year, then destroy.


c.
Passport Registers:




Registers and lists of personnel who have official passports.
Retain in office until superseded or obsolete, then destroy.
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18.
Customs Clearance:




Customs clearance for liquors, personal and household effects, baggage, etc., and related documents.
Retain in office for 1 year, then destroy.

19.
Motor Vehicle Correspondence Files:




Correspondence relating to the maintenance and operation of motor vehicles.
Retain in office for 1 year, then destroy.

20.
Motor Vehicle Operating and Maintenance Files:



a.
Operating records relating to gas and oil consumption, dispatching, and scheduling.
Retain in office for 3 months, then destroy.


b.
Maintenance records including those relating to service and repair.
Retain in office for 1 year, then destroy.

21.
Motor Vehicle Cost Files:




Ledger and worksheets providing cost and expense data of motor vehicles.
Retain in office for 3 years after last entry in ledger or last date on worksheet, then destroy.

22.
Motor Vehicle Report Files:




Reports on motor vehicles (other than accident, operating, and maintenance reports).


Retain in office for 3 years, then destroy.
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23.
Motor Vehicle Accident Files:




Records relating to motor vehicle accidents.
Retain in office for 6 years after case is closed, then destroy.



24.
Motor Vehicle Release Files:




Records relating to transfer, sale, donation, or exchange of vehicles.
Retain in office for 4 years after vehicle leaves organization’s custody, then destroy.



25.
Motor Vehicle Operator Files:




Records relating to individual employee operations of Organization-owned vehicles including driver tests, authorization to use, safe driving commendations and related correspondence.
Retain in office for 3 years after separation of employee or 3 years after recision of authorization to operate vehicle, then destroy.



26.
Motor Vehicle Insurance Policies.
Retain in office until expiration, then destroy.

27.
Tax Exemptions, Licenses, Tags, Diplomatic Plates and related documents. 
Retain in office for 1 year after expiration, cancellation, etc., then destroy.
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28.
Space and Maintenance General Correspondence Files:




Correspondence files of the area responsible for space and maintenance matters, pertaining to its own administration and operation, and related papers.


Retain in office for 2 years, then destroy.

29.
Space Allocation Files:




Records relating to the allocation, utilization, and release of space. 



a.
Building plan files, surveys, and other records utilized in space planning, assignment, and adjustment.
Retain in office for 2 years after termination of assignment, or when lease is cancelled, or when plans are superseded or obsolete, then destroy.


b.
Correspondence with and reports relating to Organization’s space holdings and requirements.
Retain in office for 2 years, then destroy.


c.
OAS Buildings Requests for use.
Retain in office for 1 year, then destroy.



30.
Directory Service Files:




Correspondence, forms, and other records relating to the compilation of directory service listings.
Retain in office for 2 months after issuance of listing, then destroy.
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31.
Credentials Files:




Identification credentials including cards, badges, parking permits, photographs, permits to operate vehicles, and property, dining room and visitors passes, and other identification credentials.


Retain in office for 3 months after return of credentials, then destroy.

32.
Building and Equipment Service Files:




Requests for building and equipment maintenance services, EXCLUDING fiscal copies.
Retain in office for 1 year after work is performed or for 1 year beyond the “life” of the equipment, then destroy.



33.
Messenger Service Files:




Daily logs, assignment records and instructions, dispatch records, delivery receipts, route schedules, and related records.
Retain in office for 2 months, then destroy.

34.
Communications General Files:



a.
Correspondence and related records pertaining to internal administration and operation.
Retain in office for 2 years, then destroy.


b. Telecommunications general files including plans, reports, and other records pertaining to equipment requests, telephone service, and related matters.


Retain in office for 3 years, then destroy.
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34.
c. Telecommunications statistical reports including cost and volume data.


Retain in office for 1 year, then destroy.

35.
Telecommunications Voucher Files:



a.
Reference copies of vouchers, bills, invoices, and related records.
Retain in office for 1 fiscal year, then destroy.


b.
Records relating to installation, change, removal, and servicing of equipment.
Retain in office for 1 year after audit or when 3 years old, then destroy.



36.
Telecommunications Services Agreements:




Copies of agreements with background data and other records relating to agreements for telecommunications services.
Retain in office for 2 years after expiration or cancellation of agreement, then destroy.

37.
Telecommunications Operational Files:



a.
Message registers, logs, performance reports, daily load reports, and related records.
Retain in office for 6 months, then destroy.


b.
Copies of incoming and original copies of outgoing messages.


Retain in office for 2 years, then destroy.
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38.
Telephone Use Records:




Telephone statements and toll slips.
Retain in office for 3 years after period covered by related account, then destroy.



39.
Post Office and Private Mail Company Records:



a. Records relating to incoming or outgoing registered mail pouches, registered, certified, insured, overnight, express, and special delivery mail including receipts and return receipts.


Retain in office for 1 year, then destroy.


b.
Application for registration and certification of declared value mail.
Retain in office for 1 year, then destroy.


c.
Report of loss, rifling, delayed or late delivery, wrong delivery, or other improper treatment of mail.


Retain in office for 1 year, then destroy.

40.
Mail and Delivery Service Control Files:



a.
Statistical reports of postage used on outgoing mail and fees paid for private deliveries. 
Retain in office for 6 months, then destroy.


b.
Statistical reports and data relating to handling of mail and volume of work performed.


Retain in office for 1 year, then destroy.
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40.
c.
Records relating to checks, cash, stamps, money orders, or any other valuables remitted by mail.


Retain in office for 1 year, then destroy.


d. Records of and receipts for mail and packages received through the Official Mail and Messenger Service.


Retain in office for 6 months, then destroy.


e.
General files including correspondence, memoranda, directives, and guides relating to the administration of mail room operations.
Retain in office for 1 year  or until superseded or obsolete, whichever is applicable, then destroy



41.
Penalty Mail Report Files:




Official penalty mail reports and all related papers.
Retain in office for 6 years, then destroy.



42.
Postal Irregularities File:




Memoranda, correspondence, reports and other records relating to irregularities in the handling of mail, such as loss or shortage of postage stamps or money orders, or loss or destruction of mail.


Retain in office for 3 years after completion of investigation, then destroy.
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43.
Architectural Drawings:




Architectural drawings of buildings, blue prints, drawings of electrical, plumbing, engineering, heating or air conditioning systems.
This is an Archival Record.  Retain in office until plans and drawings are superseded, then transfer to OAS Archives.



44.
Construction Project Files:




Construction of buildings, building repairs, renovations and modifications, including estimates, bids, and adequate documentation to show development and financial backing of project as well as summarization of results.


This is an Archival Record.  Retain in office until project is completed, then, transfer to OAS Archives.

45.
Security Services Administrative Correspondence Files:




Correspondence files relating to administration and operation of the Organization’s security services.


Retain in office for 2 years, then destroy.
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46.
Survey and Inspection Files:




Reports of surveys and inspections of facilities conducted to ensure adequacy of protective and preventive measures taken against hazards of fire, explosion, and accidents, and to safeguard information and facilities against sabotage and unauthorized entry.


Retain in office for 3 years,or until superseded, then destroy.

47.
Property Pass Files:




Property pass files authorizing removal of property or materials.
Retain in office for 3 months after expiration or revocation, then destroy.



48.
Guard Assignment Files:



a.
Ledger records
Retain in office for 3 years after final entry, then destroy.




b.
Requests, analyses, reports, change notices, and other papers relating to post assignments.
Retain in office for 2 years, then destroy.
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49.
Personal Property Accountability Files:




Files relating to accountability for personal property and including reports, loss statements, receipts, and other documents relating to lost and found articles.


Retain in office for 1 year, then destroy.

50.
Key Accountability Files:




Files relating to accountability for keys issued.



a.
For secured areas.
Retain in office for 3 years after turn-in of key, then destroy.




b.
For other areas.
Retain in office for 6 months after turn-in of key, then destroy.



51.
Visitor Control Files:




Registers or logs used to record names of outside contractors, service personnel, visitors, employees admitted to areas, and reports on automobiles and passengers.


Retain in office for 2 years after final entry, then destroy.
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52.
Facilities Checks Files:



a.
Check sheets and guard reports on security violations.
Retain in office for 1 year, then destroy.


b. Reports of routine after-hours security checks that do not reflect security violations.


Retain in office for 1 month, then destroy.

53.
Guard Service Control Files:



a.
Control center key or code records, emergency call cards, building records and employee identification cards.
Retain in office until superseded or obsolete, then destroy.


b.
Round reports, service reports on interruptions and tests, and punch clock dial sheets.


Retain in office for 1 year, then destroy.

54.
Routine Surveillance Footage.
Retain in office for 2 years, then destroy. 



55.
Emergency Planning Administrative Files:



a.
Correspondence files relating to administration of the emergency planning program.
Retain in office for 2 years, then destroy.


b.
Preparation and issuance of plans and directives consisting of a copy of each plan or directive issued with related background documents, EXCLUDING record copy.
Retain in office for 3 years after issuance of a new plan or directive, then destroy.
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55.
c.
Record copy of each plan or directive issued.
This is an Archival Record. Send 1 plan or directive upon issuance to the OAS Archives.



56.
Emergency Operations Tests Files:




Files of tests conducted under the Organization’s emergency plans, such as instructions to members participating in test, staffing assignments, messages, tests of communications and facilities, and reports.


Retain in office for 3 years, or until superseded, then destroy.

PUBLIC INFORMATION RECORDS
INFORECS SCHEDULE NO. 5

This general records schedule provides the minimum retention periods and disposition instructions for records relating to informational services performed by the Organization in its day-to-day affairs and in its relations with the public.  These records consist of inquiries, replies, and related correspondence and administrative background files for formal information releases.

The schedule also covers audiovisual and related records created by or for the Organization, as well as those acquired in the course of business.  Audiovisual records include still and motion picture photography, graphic materials, and sound and video recordings.  

All records described in this schedule are authorized for disposal in both hard-copy and electronic forms.

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

1.
Information Requests Files:




Requests for information and copies of replies involving no administrative actions, no policy decisions, and no special compilations or research and requests for, and transmittals of publications, photographs, and other information.


Retain in office for 3 months then destroy.

2.
Acknowledgment Files:




Acknowledgment and transmittals of inquiries and requests that have been referred elsewhere for reply.
Retain in office for 3 months after acknowledgment and referral, then destroy.
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3.
Press Service Files:




Press service teletype news and similar materials.
Retain in office for 3 months, then destroy.



4.
Information Project Files:




Information service project case files maintained in formerly designated information offices.
Retain in office for 1 year after completion of project, then destroy.



5.
Commendation/Complaint Correspondence Files:




Anonymous letters, letters of commendation, complaint, criticism and suggestion, and replies thereto, EXCLUDING, those on the basis of which investigations were made or administrative action taken and those incorporated into individual personnel records.


Retain in office for 3 months, then destroy.

6.
Indexes and Check Lists:




Bibliographies, checklists, and indexes of Organization’s publications and releases.
This is an Archival Record. Transfer to OAS Archives upon issuance.

7.
Informational Lists:




Lists of names, addresses, functions of foundations, institutions, universities, association, societies.
Retain in office until superseded or obsolete, then destroy.
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8.
News Releases - Received:




Copies of news or press releases issued by other departments or organizations.
Retain in office until superseded or obsolete, then destroy.



9.
News Releases - Issued:




Official news or press releases issued by the department.
This is an Archival Record.  Transfer copy to OAS Archives upon issuance.



10.
Clipping Files and Scrapbooks:




Clippings or copies of articles related to the Organization’s activities.
This is an Archival Record.  Retain in office until administrative need is met, then transfer to OAS Archives. 

[NOTE: Items must be identified as to source and date].

11.
Organization History Records:




Scrapbooks or clipping files, photographs (including prints and negatives) or audio/video recordings documenting the Organization’s activities, or written histories.


This is an Archival Record.  Retain in office for 5 years, then transfer to OAS Archives.


PUBLIC INFORMATION RECORDS
INFORECS SCHEDULE NO. 5

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

12.
Speeches:




Typescripts of speeches by the Secretary General, Assistant Secretary General or their designee.
This is an Archival Record.  Retain in office for 5 years, then transfer to OAS Archives.

13.
Publicity Materials:




Publicity materials produced in performance of information or promotion activities undertaken to interpret the Organization’s functions to the public.  These materials include publications, posters, charts, booklets, press releases, radio releases, speeches, manuscripts, forms, etc.
This is an Archival record. Retain in office for 5 years, then transfer to OAS Archives.

14.
Photographs:



a.
Photographs of routine award ceremonies, social events, and activities not related to the mission of the Organization.
Retain in office for 1 year, then destroy.


b.
Official photographs of senior officials, representatives of the member countries, dignitaries; photographs produced or collected for use in Organization's publications, exhibitions, or other media productions; documentary photographs shot for fact finding purposes; photographs that depict the program or mission of the Organization; and slides or filmstrip that depict the program or mission of the Organization.


This is an Archival Record.  Retain in office for 5 years, then transfer to OAS Archives.  

[NOTE:  Items must be identified as to source and date].


PUBLIC INFORMATION RECORDS
INFORECS SCHEDULE NO. 5

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION

15.
Personnel Identification or Passport Photographs.
Retain in office for 5 years, then destroy.



16.
Filmstrips and Slides:




Internal personnel and administrative training filmstrip and slides of programs that do not reflect the mission of the Organization.
Retain in office for 1 year after completion of training program, then destroy.



17.
Graphic Arts:



a.
Routine artwork for handbills, flyers, posters, letterhead, and other graphics; and line copies of graphs and charts.
Retain in office for 1 year after final publication, then destroy.


b.
Posters distributed throughout the Organization or to the public. 
This is an Archival Record. Send 5 copies to OAS Archives upon issuance.



18.
Liaison Activities:




Liaison, cooperative, and other public relations depicting activities with outside organizations or individuals.
Retain in office for 3 years, then destroy.

19.
Motion Pictures:



a.
Films acquired from outside sources for personnel and management training and for personnel entertainment and recreation.


Retain in office for 1 year after completion of training, then destroy.


PUBLIC INFORMATION RECORDS
INFORECS SCHEDULE NO. 5

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

19.
b. 
Organization-sponsored informational and educational films intended for public distribution; television news releases and information reports; television public service or spot announcements; training films that explain Organization’s functions or activities intended for internal or external distribution; and films acquired from outside sources that document or are used to carry out Organization's programs.
This is an Archival Record.  Transfer to OAS Archives.  

[NOTE:  Items must be identified as to source and date].

20.
Video Recordings:



a.
Programs acquired from outside sources for personnel and management training and for personnel entertainment and recreation.
Retain in office for 1 year after completion of training, then destroy.


b.
Organization-sponsored informational and educational productions intended for public distribution; television news releases or information reports; television public service or spot announcements; internal management news or information programs issued by officials; recordings of public meetings or speeches, Organization-sponsored conferences; programs acquired from outside sources that document or are used to carry out Organization’s programs; media appearances by top officials; documentary recordings shot for research and development.


This is an Archival Record.  Transfer to OAS Archives.

[NOTE:  Items must be identified as to source and date].


PUBLIC INFORMATION RECORDS
INFORECS SCHEDULE NO. 5

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

21.
Sound Recordings:



a.
Records of meetings made exclusively for note taking or transcription; dictation belts or tapes; and premix sound elements created during the course of a motion picture, television, or radio production.
Retain in office until after transcription, then destroy.

[NOTE:  Erasable media such as audio tape should be reused whenever practical].




b.
Library sound recordings (e.g. effects, music).
Retain in office until superseded or obsolete, then destroy.




c.
Organization-sponsored radio programs intended for public broadcast; radio news releases and information programs; radio public service or spot announcements; internal management news or information programs; recordings of public meetings or speeches, Organization-sponsored conferences, guest speakers; recordings of people who have participated in, or been witness to events, situations, and activities that the Organization deems historically significant; recordings or programs acquired from outside sources that document or are used to carry out programs; media appearances by top officials; and documentary recordings made for fact-finding or other studies.


This is an Archival Record.  Transfer to OAS Archives.

[NOTE: Items must be identified as to source and date].

PUBLICATIONS RECORDS
PUBRECS SCHEDULE NO. 6

This general records schedule provides the minimum retention periods and disposition instructions for records relating to the printing, binding, duplication, and distribution of publications.  The schedule includes those records pertaining to requests for service, control, production, distribution of individual jobs or projects, and related correspondence and report.

All records described in this schedule are authorized for disposal in both hard-copy and electronic forms.

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

1.
Official Publications of the Organization:




Includes printed publications for wide distribution inside or outside the Organization.





a.
Record copies of publications of the Organization.
Upon issuance, send 5 copies of each publication of the Organization to the Columbus Memorial Library and 1 copy  to the OAS Archives.




b.
Extra copies of publications.
Submit OAS Disposition Authorization Form to Director, Columbus Memorial Library for approval for disposal.

[NOTE: See Appendix F for Administrative Memorandum No. 88 – Removal and Disposal of Surplus Publications]. 




PUBLICATION RECORDS
PUBRECS SCHEDULE NO. 6

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

2.
Administrative Correspondence Files:




Correspondence files pertaining to the administration and operation of the unit responsible for printing, binding, duplication, and distribution matters, and related documents.


Retain in office for 2 years, then destroy.

3.
Publication Project Files:




Job or project records containing information relating to the planning and execution of printing, binding, duplication, and distribution jobs.





a. Files pertaining to the accomplishment of the job, containing requisitions, bills, printing and duplication costs, samples, manuscript clearances and related documents.


Retain in office for 1 year after completion of job, then destroy.


b.
Files pertaining to planning and other technical matters.
Retain in office for 3 years, then destroy.



4.
Control Files:




Control registers pertaining to requisitions and work orders.
Retain in office for 1 year after close of fiscal year in which compiled, then destroy.




PUBLICATION RECORDS
PUBRECS SCHEDULE NO. 6

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

5.
Mailing Lists:



a.
Correspondence, request forms, and other records relating to changes in mailing lists.
Retain in office for 3 months or until appropriate revision of mailing list, whichever is applicable, then destroy.


b.
Card lists.
Retain in office until cancelled or revised, then destroy.



6.
Internal Management Files:




Records relating to internal management and operation of the unit.
Retain in office for 2 years, then destroy.



7.
Proofs, Plates, Stencils.
Retain in office for 5 years, then destroy.



8.
Subscription Lists:




Subscription or sales, distribution of publications, and changes and corrections.
Retain in office for 1 year, then destroy.

9.
Printing Orders:




Printing orders and related papers for printing, reproduction, and duplicating work performed outside of the General Secretariat.


Retain in office for 6 years, then destroy.


PUBLICATION RECORDS
PUBRECS SCHEDULE NO. 6

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

10.
Publication Requests:




Requests for and offers of publications including replies and summaries including abstracts, photographs, bibliographies, biographical sketches, articles, films and motion pictures, graphic illustrations, speeches, etc.


Retain in office for 1 year, then destroy.

11.
Printing Schedules.
Retain in office for 1 year, then destroy.



12.
Bids:



a.
Successful bids and proposals for transactions of more than $25,000.
Retain in office for 6 years after final payment, then destroy.


b.
Successful bids and proposals for transactions of $25,000 or less.
Retain in office for 3 years after final payment, then destroy.


c.
Unsuccessful bids and proposals.
Retain in office for 1 year, then destroy.



13.
Publications Distribution and Sales Agents Files.
Retain in office for 5 years, then destroy.




PUBLICATION RECORDS
PUBRECS SCHEDULE NO. 6

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

14.
Invoices:




Paid invoices covering individual and subscription sales and correspondence and all other materials which are relating to and which are attached to and filed with the invoice.


Retain in office for 1 year, then destroy.

15.
Correspondence:




Correspondence relating to the progress and publication of completed studies, books, etc.
Retain in office for 1 year, then destroy.

16.
Publications Preparation File:




Includes preparation and permission to print or reprint; advertising and translations; transmittals of manuscripts and drafts proposed for publication.
Retain in office for 1 year, then destroy.

17.
Articles: 




Articles in the various GS/OAS and OAS publications (Américas, etc.), printing, reprinting and review.


Retain in office for 1 year, then destroy.

18.
Storage:




Storage of publications, facilities for such storage and services.
Retain in office for 1 year, then destroy.




PUBLICATION RECORDS
PUBRECS SCHEDULE NO. 6

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

19.
Library Activities Files:




Files relating to functions including indexing, cataloguing, reference works, bibliographies, exchanges, inter-library loans, form letters, related papers, and requests and thanks for courtesies for books and publications.


Retain in office for 1 year, then destroy.

20.
Library Orders:




Library orders for books and publications.
Retain in office for 6 years, then destroy.



INSPECTOR GENERAL RECORDS
IGRECS SCHEDULE NO. 7

This general records schedule provides the minimum retention periods and disposition instructions for records relating to the Office of the Inspector General which monitors the programs and operations of the Organization in accordance with Executive Order No. 95-05.  The schedule covers records relating to the systematic review of internal management and accounting controls through audits, inspections and investigations conducted to determine whether functions are carried out in accordance with instructions, policies, standards, regulations, manuals, procedures, efficiently, effectively and economically in accordance with OAS overall aims and the highest standards of administrative practice.

The Inspector General assists the Secretary General and through him the executive secretaries, the assistant secretaries and other supervisory staff in the prevention or detection of fraud and abuse, provides recommendations for improvements in management and accounting controls and advises the Secretary General on opportunities to improve operations and reduce risk of loss due to inefficiency or actual or potential irregularities.

The records described in this schedule are authorized for disposal in both hard-copy and electronic forms.

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

1.
Investigative Case Files:




Case files developed during investigations of known or alleged waste, fraud, abuse, and irregularities or violations of rules and regulations.  Cases relate to personnel, programs and operations administered by the Organization including contractors and others having a relationship with the Organization.  Files consist of investigative reports and related documents, such as correspondence, notes, attachments, and working papers:





INSPECTOR GENERAL RECORDS
IGRECS SCHEDULE NO. 7

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

1.
a. Files containing information or allegations which are of an investigative nature but do not relate to a specific investigation.  They include anonymous or vague allegations not warranting an investigation, and support files providing general information which may prove useful in Inspector General investigations.


Retain in office for 5 years, then destroy.


b. All other investigative case files EXCLUDING those that are unusually significant for documenting major violations of criminal law or ethical standards.


Retain in office for 10 years after case is closed, then destroy.

2.
Audit Case Files:




Case files of internal audits of Organization's programs, operations, and procedures, and of external audits of contractors containing audit reports, correspondence, memoranda, and supporting papers.


Retain in office for 8 years after case is closed, then destroy.



LEGAL PROGRAM RECORDS
LEGRECS SCHEDULE NO. 8

This general records schedule provides the minimum retention periods and disposition instructions for records relating to the legal framework of the Organization, and in the rendering of counsel and legal services to the organs, and entities of the Organization.  The records cover the development and codification of international law; Inter-American legal problems; juridical field of Inter-American relations; general legal services; Administrative Tribunal; Inter-American Specialized Conferences of a legal nature; publications program for the dissemination of the legislation of the member states; Inter-American treaties, conventions and agreements and instruments of ratification; bilateral agreements between the Organization and other international organizations, and between the Organization and the governments of the member states; and Inter-American cooperation for juridical development.

The records described in this schedule are authorized for disposal in both hard-copy and electronic forms.

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

1.
Estates:




Estates, wills, and monies bequeathed to the Organization and documents related to the administration of the estate and its funds.
This is an Archival Record. Retain in vault for permanent retention.



2.
Agreements:




Agreements between the Organization and other organizations or agencies including original texts, signed documents, and pertinent important correspondence.


This is an Archival Record.  Retain in vault for permanent retention.


LEGAL PROGRAM RECORDS
LEGRECS SCHEDULE NO.8

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

3.
Decisions:




Records copies of decisions, opinions, and interpretations of law.
This is an Archival Record.  Retain in vault for permanent retention.



4.
Statements of Laws:




Records copies of Statements of laws for each member country.
This is an Archival Record.  Retain in vault for permanent retention.



5.
Case Files:




Legal affairs case files:  records copy of each.
This is an Archival Record. Retain in vault for permanent retention.



6.
Treaties and Conventions:




Treaties and conventions with related documents such as instruments of ratification, denunciations, procès verbaux, charters, certificates of registration, etc., including texts, original signed documents, and pertinent correspondence.


This is an Archival Record. Retain in vault for permanent retention.




LEGAL PROGRAM RECORDS
LEGRECS SCHEDULE NO.8

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

7.
Dispute Settlement:




Settlement of disputes, including boundary maps, reports, surveys, awards, and documentation of peace negotiations undertaken by the Organization or any body functioning on its behalf.


This is an Archival Record. Retain in vault for permanent retention.

8.
Privileges and Immunities:




Record copies of papers of privileges and immunities granted international and Inter-American organizations and individuals and official papers showing activities of the Organization in connection with them.
This is an Archival Record. Retain in vault for permanent retention.

9.
Internal Security Documents.
This is an Archival Record. Retain in vault for permanent retention.

10.
Copyrights:




Files relating to the activities of the Organization in connection with copyright.
This is an Archival Record. Retain in vault for permanent retention.

11.
Human Rights:




Human rights case files and other official papers of the Organization relating to the activities with human rights and asylum.


This is an Archival Record. Retain in office for 5 years then transfer to OAS Archives. 




LEGAL PROGRAM RECORDS
LEGRECS SCHEDULE NO.8

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

12.
Powers and Responsibilities:




Record copies of papers delegating or defining powers and responsibilities, and including delegation of authority in memorandum or other form.


This is an Archival Record. Retain in vault for permanent retention.

CONFERENCE SERVICES RECORDS
CONFRECS SCHEDULE NO. 9

This general records schedule provides the minimum retention periods and disposition instructions for records relating to the planning, directing, coordinating, advising, scheduling, conducting, and interpreting, translating and recording the General Assembly, the Meeting of Consultation, meetings of the Permanent Council, Inter-American Conferences, and any other conferences and meetings services provided by the Organization.

Records related to the administrative functions of production, printing, and distribution are covered in the General Administrative Records Retention Schedule for Publications Records – PUBRECS NO 6.

The records described in this schedule are authorized for disposal in both hard-copy and electronic forms.

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

1.
Conference Planning:




Plans, invitations, acceptances or regrets, notices; arrangements for speakers, space, facilities, chairmen, drafts, etc.


Retain in office for 10 years, then destroy.

2.
Sound Recordings:




Tapes of conferences, meetings, interviews, speeches, etc.





a.
Recordings of regular proceedings.


Retain in office for 5 years, then destroy.




CONFERENCE SERVICES RECORDS
CONFRECS SCHEDULE NO. 9

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

2.
b.
Recordings of speeches or interviews of historic value.
This is an Archival Record.  Retain in office until no longer needed, then transfer to OAS Archives.



3.
Inter-American Conferences:



Records of sessions of the General Assembly, Meetings of Consultation of Ministers of Foreign Affairs, specialized conferences, and conferences of plenipotentiaries of the member states including a records set adequately documenting conference activities, Job Jackets, approved agenda or programs, minutes, original-language transcripts of proceedings, speeches delivered, comments made at or after the conferences, credentials etc.


Retain in office for 5 years, then destroy.



4.
Official Documents:



Official records of the Organization created by the General Secretariat for the organs of the Organization.  Also included are multilateral agreements, conventions, and treaties; bilateral and regional agreements deposited with the General Secretariat; agreements and arrangements to which the Organization is a party; and final acts of inter-American conferences and meetings.


This is an Archival Record. Upon issuance, transfer five hard copies to OAS Archives for permanent retention.


CONFERENCES SERVICES RECORDS
CONFRECS SCHEDULE NO. 9

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION

5.
Editorial Services:




Transcription logs of meetings.
Retain in office for 2 years, then destroy.



6.
Meetings:




A record set adequately documenting the activities of meetings, roundtables, symposiums, and seminars held under the auspices of the Organization.


This is an Archival Record.  retain in office until no longer needed then, transfer to OAS Archives.

7.
Specialized Organizations:




A record set adequately documenting the activities of connections with specialized organizations, such as, Inter-American Commission of Women, Inter-American Institute of Agricultural Sciences, etc.
This is an Archival Record.  Retain in office until no longer needed, then transfer to OAS Archives.



8.
Inter-American Entities:




A record set of papers adequately documenting the activities of connections with other inter-American entities, such as, Inter-American Defense Board, Inter-American Nuclear Energy Commission, etc.


This is an Archival Record.  Retain in office until no longer needed, then transfer to OAS Archives.


CONFERENCE SERVICES RECORDS
CONFRECS SCHEDULE NO. 9

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION

9.
Councils of the Organization:




A records set of papers adequately documenting the activities and meetings of councils of the organization, such as, Permanent Council, Inter-American Council for Integral Development (CIDI)], etc.
This is an Archival Record.  Retain in office until no longer needed, then transfer to OAS Archives.



10.
Translations:




Translations made within the Organization, reproduced in letter, memorandum, report, or other form.


Retain in office for 5 years, then destroy.

GENERAL PROGRAM RECORDS
PROGRECS SCHEDULE NO. 10

This general records schedule provides the minimum retention periods and disposition instructions for records relating to program records common to most departments, units and offices in the Organization.  Program Records are the records, project, or case files documenting the unique, substantive functions of the Organization.

Program records include all documentation necessary to support the program, the decision trail leading up to it, and any actions that result from it.  This schedule does not apply to working papers, general correspondence, drafts, and reference materials.  These materials are covered in the Office Administration Records Schedule - ADMRECS No.1.

The records described in this schedule are authorized for disposal in both hard-copy and electronic forms.

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

1.
Program Operations:




Files relating to program operations, advisory services, technical assistance, etc., of the various offices.
This is an Archival Record. Retain in office for 5 years, then transfer to OAS Archives.



2.
Special Reports:




Special reports of accomplishments.
This is an Archival Record. Retain in office for 5 years, then transfer to OAS Archives.




GENERAL PROGRAM RECORDS
PROGRECS SCHEDULE NO. 10

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

3.
Statistical Records:




Statistical records showing significant information about the programs of the Organization.
This is an Archival Record. Retain in office for 5 years, then transfer to OAS Archives.



4.
Special Project Files:




Files relating to special projects and research engaged in by the Organization.
This is an Archival Record. Retain in office for 5 years after project is completed, then transfer to OAS Archives.



5.
Staff Duties:




Files relating to staff duties or special reports relating to organizational, directional, and policy problems.
This is an Archival Record. Retain in office for 5 years, then transfer to OAS Archives.



6.
Annual Reports:




Annual and periodic progress reports containing narrative and/or statistical information.


This is an Archival Record. Retain in office for 5 years, then transfer to OAS Archives.

ELECTRONIC RECORDS
ELECRECS SCHEDULE NO. 11

This general records schedule provides the minimum retention periods and disposition instructions for electronic records common to most offices or departments in the Organization.

Electronic or machine readable records are data in a form that can be read and processed by a computer and that satisfies the legal definition of a record.  Electronic records may include primary data files and databases, machine readable indexes, word processing files, electronic spreadsheets, electronic mail and electronic messages, as well as other text or numeric information.  Electronic recordkeeping involves the use of a computer to create, retrieve, analyze, transmit, or delete records.

The records described in this schedule are authorized for disposal in electronic and hard-copy formats.

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

1.
Files/Records Relating to the Creation, Use, and Maintenance of primary Computer Systems, Applications, or Electronic Records:





a.
Electronic files or records created solely to test system performance, as well as hard-copy printouts and related documentation for the electronic files/records.
Retain until the next update cycle as specified in Information Technology procedures, then destroy or delete files.




b. Electronic files or records used to create or update a master file, including, but not limited to, work files, valid transaction files, and intermediate input/output records.  Audit trail must be maintained when required.


Retain in office until information has been transferred to the master file and verified, then destroy or delete.




ELECTRONIC RECORDS
ELECRECS SCHEDULE NO.11

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

1.
c. Electronic files and hard-copy printouts created to monitor system usage, including, but not limited to, log-in files, password files, audit trail files, system usage files, and cost-back files used to assess charges for system use.


Retain in office until files are no longer needed, then destroy or delete.

2.
Input/Source Records:



a.
Non-electronic documents or forms designed and used solely to create, update, or modify the records in an electronic medium and not required for audit or legal purposes (such as need for signatures).
Retain in office until the information has been converted to an electronic medium and verified, or when no longer needed to support the reconstruction of, or  serve as the backup to the master file, then destroy or delete.




b.
Electronic records, except as noted in item 2c, entered into the system during an update process, and not required for audit and legal purposes.
Retain in office until data has been entered into the master file or database and verified, or when no longer needed to support reconstruction of, or serve as back-up to, a master file or database, then destroy.




ELECTRONIC RECORDS
ELECRECS SCHEDULE NO. 11

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

2.
c.
Electronic records received from another department or organization and used as input/source records.
Retain in office until data has been entered into the master file or database and verified, or when no longer needed to support reconstruction of, or serve as back up to, the master file or database, then destroy or delete.




d. Computer files or records containing uncalibrated and unvalidated digital or analog data collected during observation or measurement activities or research and development programs and used as input for a digital master file or database.


Retain in office until the necessary data has been incorporated into a master file, then destroy or delete.

3.
Electronic Versions of Records Scheduled for Disposal:



a.
Electronic versions of records that are scheduled for disposal under the Records Retention Schedule of the Records Management Manual.
Retain in office until the expiration of the retention period authorized by the OAS Records Retention Schedule, then destroy or delete.




ELECTRONIC RECORDS
ELECRECS SCHEDULE NO. 11


ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 


3.
b.
Electronic records that support administrative housekeeping functions when the records are derived from or replace hard copy records authorized by the Records Retention Schedule.





(1)
When hard copy records are retained to meet housekeeping requirements.
Retain in office until it is determined that the electronic version is no longer needed, then destroy or delete.




(2)
When the electronic record replaces hard copy records that support administrative housekeeping functions.
Retain in office until the expiration of the retention period authorized for the hard copy file, then destroy or delete.





(3)
Hard copy printouts created for short-term administrative purposes.
Retain in office until files are no longer needed, then destroy or delete.



4.
Data Files Consisting of Summarized Information:





Records that contain summarized or aggregated information created by combining data elements or individual observations from a single master file or data base.


Retain in office until files are no longer needed, then destroy or delete.


ELECTRONIC RECORDS
ELECRECS SCHEDULE NO. 11

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

5.
Records Consisting of Extracted Information:




Electronic files consisting solely of records extracted from a single master file or database.
Retain in office until files are no longer needed, then destroy or delete.



6.
Print File:




Electronic file extracted from a master file or database without changing it and used solely to produce hard-copy publications and/or printouts of tabulations, ledgers, registers, and statistical reports.


Retain in office until no longer needed, then destroy.

7.
Technical Reformat File:




Electronic file consisting of data copied from a complete or partial master file or data base made for the specific purpose of information interchange and written with varying technical specifications.
Retain in office until no longer needed, then destroy or delete.

8.
Backups of Files:




Electronic copy, considered by the organization to be a record of the master copy of an electronic record or file, and retained in case the master file or database is damaged or inadvertently erased.
Retain in office until required in accordance with technical backup procedure.


ELECTRONIC RECORDS
ELECRECS SCHEDULE NO. 11

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

9.
Finding Aids or Indexes:




Electronic indexes, lists, registers, and other finding aids used only to provide access to records authorized for destruction by the Records Retirement Schedule, EXCLUDING records containing abstracts or other information that can be used as an information source apart from the related records.


Retain in office until related records are deleted, then destroy or delete.

10.
Application software necessary solely to use or maintain a master file or database.
Retain in office until related master file or database has been deleted, then destroy or delete.



11.
Documentation:



a.
Data systems specifications, file specifications, codebooks, record layouts, user guides, output specifications, and final reports (regardless of medium).
Retain in office until superseded or obsolete, or upon authorized deletion of the related master file or database, or upon the destruction of the output of the system if the output is needed to protect legal rights, then destroy or delete.




ELECTRONIC RECORDS
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ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

11.
b. Copies of records relating to system security including records documenting periodic audits or review and recertification of sensitive applications, disaster and continuity plans, and risk analysis.


Retain in office until superseded or obsolete, then destroy or delete.

12.
Downloaded and Copied Data:




Derived data and data files that are copied, extracted, merged, and/or calculated from other data generated within the organization, when the original data is retained.





a. Derived data used for ad hoc or one time inspection, analysis or review, if the derived data is not needed to support the results of the inspection, analysis or review.


Retain in office until no longer needed, then destroy or delete.


b.
Derived data that provide user access in lieu of hard copy reports.


Retain in office until no longer needed, then destroy or delete.




ELECTRONIC RECORDS
ELECRECS SCHEDULE NO. 11

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS  DISPOSITION 

12.
c.
Metadata or reference data, such as format, range, or domain specifications, which is transferred from a host computer or server to another computer for input, updating, or transaction processing operations.


Retain in office until data from the receiving system or device is no longer needed for processing, then destroy or delete.

13.
Word Processing Files:




Documents such as letters, memoranda, reports, handbooks, directives, and manuals recorded on electronic media such as disks after they have been copied to an electronic record-keeping system, paper, or microform for record-keeping purposes.


Retain in office until no longer needed for updating or revision, then destroy or delete.

14.
Electronic Mail Records:



Senders’ and recipients’ versions of electronic mail messages that meet the definition of records, and any attachments to the record messages after they have been copied to an electronic record-keeping system, paper, or microform for record-keeping purposes.

[NOTE: Central Back-up files of e-mail messages are maintained for recovery of the production system purpose, not as permanent records.]
Retain in office until required, or until files from the e-mail system are copied to a local record-keeping system in the office, then delete or destroy.

[NOTE:  Along with the message text, the record-keeping system must capture the names of sender and recipients and date (transmission data for record-keeping purposes) and any receipt data when required.]


ELECTRONIC RECORDS
ELECRECS SCHEDULE NO. 11

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

15.
Electronic Spreadsheets:




Electronic spreadsheets generated to support administrative functions or generated by an individual as background materials or feeder reports.





a.
When used to produce hard copy that is maintained in organized files.
Retain in office until no longer needed to update hard copy files, then destroy or delete.




b.
When maintained only in electronic form.
Retain in office until after the expiration of the retention period authorized for the hard copy by the Records Retention Schedule, then destroy or delete.



16.
OAS Official Documents:



Official records of the Organization created by the General Secretariat for the organs of the Organization.  Also included are multilateral agreements, conventions, and treaties; bilateral and regional agreements and arrangements deposited with the General Secretariat; agreements and arrangements to which the Organization is a party; and final acts of inter-American conferences and meetings. 
[NOTE:  OAS Official Documents are not to be transferred via e-mail for archival storage.]

This is an Archival Record.  Upon issuance, transfer five hard copies to OAS Archives for permanent retention.



OFFICE ADMINISTRATION RECORDS FOR NATIONAL OFFICES AND MISSIONS
MISSRECS SCHEDULE NO. 12

This general records schedule provides the minimum retention periods and disposition instructions for records common to National Offices located away from Headquarters, field missions, and any other activity under the control of the General Secretariat. It has been developed to assist in organizing, maintaining and disposing correspondence, reports and other records.  

The schedule covers administrative subject files, policy and procedures files, reading files, tracking and control records, calendars, minutes, and transitory documents.

The records described in this schedule are authorized for disposal in both hard copy and electronic format

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

1.
Administrative Subject Files:



Organization and planning files containing administrative directives; policy studies; formal memoranda; reports of task forces and management review committees; and similar records documenting the development and implementation of policies, programs, services and projects:



a.
Records maintained by high level officials including Secretary General, Assistant Secretary General, Assistant Secretaries and Directors of departments and offices.


This is an Archival Record.  Retain in office for 5 years, then transfer to OAS Archives.




b.
Records maintained by all other employees.
Retain in office for 2 years, then destroy.




OFFICE ADMINISTRATION RECORDS FOR MISSIONS
MISSRECS SCHEDULE NO. 12

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

2.
Office Administrative Files:




Records accumulated by individual offices that relate to the internal administration or housekeeping activities of the office rather than the functions for which the office exists.


In general, these records relate to the office organization, vacation schedules, procedures, and communications; the expenditures of funds, including budget records; day-to-day administration of office personnel including training and travel; supplies and office services and equipment requests and receipts; and the use of office space and utilities.  They may also include copies of internal activity and workload reports (including work progress, statistical, and narrative reports prepared in the office and forwarded to higher levels) and other materials that do not serve as unique documentation of the programs of the office.  They include the following:





a.
Equipment maintenance records.
Retain in office for the life of the equipment, then destroy.




OFFICE ADMINISTRATION RECORDS FOR MISSIONS
MISSRECS SCHEDULE NO. 12

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

2.
Office Administrative Files:



b.
Financial files containing records relating to the expenditure of funds, such as cost estimates, copies of receipts, invoices, and vouchers.
Retain in office until no longer needed for tracking purposes, then destroy.




c.
Procurement and supply files, publication orders, and other records relating to routine office supplies and equipment.


Retain in office for 2 years, then destroy.

3.
Schedules of Daily Activities:




Calendars, appointment books, schedules, logs, diaries, and other records documenting meetings, appointments, telephone calls, trips, visits, and other activities by employees while serving in an official capacity, EXCLUDING materials determined to be personal:



a.
Records maintained by high level officials including the Secretary General, Assistant Secretary General, Assistant Secretaries and Directors of departments, units and offices.
This is an Archival Record.  Retain in office for 5 years, then transfer to OAS Archives.


b.
Records containing substantive information relating to official activities, the substance of which has not been incorporated, and should not be incorporated into official files.
Retain in office for 2 years, then destroy.


c.
Records documenting routine activities containing no substantive information.
Retain in office for 1 month, then destroy.


OFFICE ADMINISTRATION RECORDS FOR MISSIONS
MISSRECS SCHEDULE NO. 12

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

4.
Suspense Files:




Documents arranged chronologically in which records are filed by a future date of recall:



a.
A note or other reminder to take action.
Retain in office until action is taken, then destroy.


b.
The file copy of an outgoing communication filed by the date on which a reply is expected.
Retain in office until action is taken, then destroy.


c.
Extra copy of an outgoing communication filed by the date on which a reply is expected.
Retain until action is taken, then destroy.

5.
Transitory Files:



Documents of short-term interest which have no program, documentary or evidential value. Examples of transitory correspondence are:



a. Routine requests for information, routine requests for publications and copies of replies which require no administrative action, no new policy decisions, and no original development of special data.
Retain in office for 3 months, then destroy.


b. Originating office copies of letters of transmittal that do not add any information to that contained in the transmitted material, and receiving office copy if filed separately from transmitted material.


Retain in office for 3 months, then destroy.


OFFICE ADMINISTRATION RECORDS FOR MISSIONS
MISSRECS SCHEDULE NO. 12

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

5.
c.
Notices including memoranda and other records that do not serve as the basis of official actions, such as notices of holidays or charity appeals.
Retain in office for 3 months, then destroy.

6.
Tracking and Control Records:




Logs, registers, and other records used to control or document the status of correspondence or reports.
Retain in office until no longer needed, then destroy.



7.
Correspondence - Routine:




Correspondence of minor administrative character which contain no information of significance, such as requests for information, inquiry referrals, making routine arrangements for speeches and meetings, forwarding publications, and acknowledgments of letters or publications.
Retain in office for 1 year, then destroy.

8.
Correspondence - Program and Policy:




Correspondence pertaining to the development, planning, and implementation of the mission, policies, programs, services or projects of an office or department.
This is an Archival Record.  Retain in office for 3 years, then transfer to OAS Archives.

9.
Invitations:



Invitations to meetings from external organizations.
Retain in office for 1 year after is meeting is held, then destroy.


OFFICE ADMINISTRATION RECORDS FOR MISSIONS
MISSRECS SCHEDULE NO. 12

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

10.
Reading or Chronological Files:



Records used solely as a reading or reference file for convenience purposes and may include copies of correspondence reports, publications, etc.



a.
Records maintained at operating levels. 
Retain in office for 2 years, then transfer to OAS Records Center for an additional 3 years.  Record is destroyed at records center after a 5 year retention.


b.
Records maintained by high level officials including Secretary General, Assistant Secretary General, Assistant Secretaries and Directors of departments, units and offices.
This is an Archival Record.  Retain in office for 5 years, then transfer to OAS Archives.

11.
Personnel Files:



a.
Unofficial personnel folders consisting of documents which are duplicates of papers placed in official personnel folders maintained in the Department of Human Resources.
Retain in office for 3 months after separation or transfer of employee, then destroy.


b.
Curriculum vitae files.


Update as necessary and retain only current version.
Retain in office for 3 months after separation or transfer of employee, then destroy.


c.
Lists of staff and interns.


Update as necessary and retain only current version.
Retain in office until obsolete or superseded, then destroy.




OFFICE ADMINISTRATION RECORDS FOR MISSIONS
MISSRECS SCHEDULE NO. 12

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

11.
d.
Job descriptions.


Update as necessary and retain only current version.
Retain in office until obsolete or superseded, then destroy.



12.
Policy and Procedure Files:



a.
Documents establishing office policies and procedures relating to its program areas.
This is an Archival Record.  Retain in office until superseded or no longer needed, then transfer to OAS Archives.


b.
Records concerning internal office procedures, but not pertaining to the mission or function of the office.
Retain in office until  superseded or obsolete, then destroy.


c.
Extra copies of OAS operating policy and procedures for reference purposes.
Retain in office until  superseded or obsolete, then destroy.


d.
Record copies of procedural manuals, administrative bulletins, organizational charts, rules, regulations, or any other issuance establishing the course of action for OAS or one of its parts, including all modifications.


This is an Archival Record.  Retain in office until superseded or obsolete, then transfer to OAS Archives.

13.
OAS Official Documents:



a.
GS/OAS Official Documents originating from the author or creating office.


Upon issuance, transfer 5 hard copies to OAS Archives - Documents Control Unit for permanent retention.


OFFICE ADMINISTRATION RECORDS FOR MISSIONS
MISSRECS SCHEDULE NO. 12

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 



[NOTE: GS/OAS Official Documents are not to be transferred electronically for archival storage.]

13.
b.
Reference copies of OAS Official Documents maintained for reference and informational purposes.
Retain in office until superseded or obsolete, then destroy.



14.
Publications:



a.
Published or printed reports, brochures, leaflets, pamphlets, studies, etc.
Upon issuance, transfer 5 copies to OAS Archives - Documents Control Unit for permanent retention.


b.
External publications maintained for reference and informational purposes.
Retain in office until obsolete or no longer needed, then transfer to Columbus Memorial Library.



15.
Records Management Files:



a.
Records Retention Schedules.


Retain in office until superseded or obsolete, then destroy.

{Record copy is retained permanently in Archives and Records Management Services (ARMS).}


OFFICE ADMINISTRATION RECORDS FOR MISSIONS
MISSRECS SCHEDULE NO. 12

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

15.
b.
Records Transmittal Forms or Transfer Lists.
Retain in office until all boxes are authorized for destruction or sent to OAS Archives, then destroy.


c.
Records Disposition Authorizations.
Retain in office for 3 years, then destroy


d.
Records Inventory Information.
Retain in office until superseded or obsolete, then destroy.


e.
File Outline, Plan, Index.


Retain in office for the retention of corresponding  covered files, then transfer to OAS Records Center or Archives with covered files.



16.
Telephone Message Books or Logs.


Retain in office for 1 year after book or log is completed, then destroy.

17.
Teletype or FAX Messages:



Copies of incoming and the original outgoing message.



a.
Non-substantive copies.


Retain in office for 2 months, then destroy.


b.
Substantive copies.


File substantive messages with the appropriate subject or case file.


OFFICE ADMINISTRATION RECORDS FOR MISSIONS
MISSRECS SCHEDULE NO. 12

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION

18.
Electronic Mail (E-Mail) Messages:





Records transmitted and received including any attachments to the record messages after they have been copied to an electronic record-keeping system, paper, or versions of electronic mail messages.
[Note:  E-Mail messages constitute only those “official” messages as set forth in “Norms for Use of Information Technology Resources,” 27 April 1998.]  See Appendix E.


a.
E-Mail messages containing substantive information.


Print out and file substantive messages with the appropriate subject or case file.


b.
Transitory E-Mail messages containing no substantive information.
Retain in office until no longer needed, then destroy or delete from e-mail system.



19.
Staff Meeting Minutes or Notes.
Retain in office for 3 years, then destroy.



20.
Management Staff Meeting Minutes or Notes:




Consists of minutes or notes from meetings of management level staff (Program Managers, Department/Unit/Office Directors).
Retain in office for 5 years, then transfer to OAS Archives.

21.
Trip Reports:




Narrative reports resulting from field and administrative travel.
Retain in office for 5 years, then transfer to OAS Archives.


OFFICE ADMINISTRATION RECORDS FOR MISSIONS
MISSRECS SCHEDULE NO. 12

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION

22.
Conference and Seminar Notes.
Retain in office for 1 year, then destroy.



23.
Activity Reports - Issued:




Reports or memoranda of department, unit or office activities, issued on a weekly, monthly, quarterly or ad hoc basis.


Retain in office for 3 years, then destroy.

24.
Activity Reports - Received:




Reports or memoranda of activities of departments, units or offices in other functional areas.
Retain in office until no longer needed, then destroy.



25.
Annual Reports - Issued:




Year-end reports of department, unit or office activities.
This is an Archival Record.  Retain in office for 2 years, then transfer to OAS Archives.




OFFICE ADMINISTRATION RECORDS FOR MISSIONS
MISSRECS SCHEDULE NO. 12

ITEM #
RECORDS SERIES TITLE & DESCRIPTION
RECORDS DISPOSITION 

26.
Feasibility Studies:




May include studies conducted before the installation of information management systems technology or equipment, such as word processing, copiers, micrographics, and communications. Also includes studies and system analyses for the initial establishment and major changes of these systems.  Such studies typically include a review of the proposed system, a cost/benefit analysis, and an analysis of the improved efficiency and effectiveness of the proposed system.





a.
Studies implemented.
Retain study in office for 5 years after system becomes obsolete, then destroy.




b.
Studies not implemented.


Retain in office for 5 years after completion of study, then destroy.




APPENDIX “B”
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OAS RECORDS DISPOSITION AUTHORIZATION

(To be prepared in duplicate)

OAS Form 129 Rev.

(5-30-96)



ARCHIVES & RECORDS USE ONLY



Disposition Authorization Number

1. Department/Office
Dept No.
2. Division
3. Section or Unit




4. Custodian of Records (Name & Title) 
No. of Boxes
5. Building/Room No.
6. Ext. No.
7. Fax No.



8. The records described below are authorized for disposition by destruction.  These records:

    Have complied with approved Records Retention Schedule Item No.                                 
    Have no further administrative, legal, fiscal, or audit values for this department, (Check this box for unscheduled records only.)

    Have been microfilmed and the film has been verified.

9. Confidentiality restrictions require special handling for the destruction of these records.

    NO      YES

10. Access to these records.

    Unrestricted (Open to the public)      Restricted.

11.
ITEM


NO.
12.
INCLUSIVE


YEARS
13.
RECORDS SERIES TITLE AND DESCRIPTION


(Use Series Title as found in Retention Schedule)
14.
DISPOSITION 


DATE
15.
 RECORDS


CENTER


LOCATION







16. Department Director
17. Date
Director Columbus Memorial Library
Date



 The records listed above were destroyed on                                                                                                     
   The records listed above were accessioned into the Archives. Ac.                                                                       
   Selected records were accessioned into the Archives. Ac.                                                                                  
      And the remainder were destroyed on                                                                                                              
                   Cubic feet

                   Cubic feet

                   Cubic feet

                   Cubic feet

OAS RECORDS DISPOSITION AUTHORIZATION

INSTRUCTIONS

GENERAL:

The Records Retention Schedule establishes the guidelines for the retention and final disposition of all records created or maintained by the Organization.  The purpose of the Records Disposition Authorization would be three fold:


It is the department’s administrative mechanism for requesting authority to destroy unscheduled records;


It is the method used by the Records Center to seek approval for the destruction of stored records;


It documents the transfer of legal custody of records for permanent preservation to the Archives.

IDENTIFICATION SECTIONS:

1.
Department/Office:  Enter the name of the department or Office requesting authorization to destroy records.

2.
Division:  Enter the name of the Division, if one exists within the Department.

3.
Section or Unit:  Enter the name of the Section or Unit of the Department.

4.
Custodian of Records (Name & Title):  Enter the name and title of the individual in charge of the departmental files.

5.
Building/Room No.:  Enter the physical location, building and room no. of the custodian of the records.

6.
Ext. No.:  Enter the phone extension of the custodian of the records.

7.
Fax No.:  Enter the fax no. of the custodian of the records.

8.
Disposition Authorization:  Enter here whether the authorization for disposition has complied with the approved Records Retention Schedule.  Enter the item no. of the series title and description from the Records Retention Schedule found on pgs. 91-100 of the Records Management Handbook.

9.
Confidentiality Restrictions:  Indicate whether there are any requirements for special handling for the destruction of these records.

10.
Access:  Indicate whether access is restricted or unrestricted.

11.
Item No.:  Enter the item no. of the series title and description from the Records Retention Schedule found on pgs. 91-100 of the Records Management Handbook.

12.
Inclusive Years:  Enter the inclusive years covered by the series.

13.
Records Series Title and Description:  Enter the series title from the Records Retention Schedule found on pgs. 91-100 of the Records Management Handbook.

14.
Disposition Date:  Enter the date that the records are to be disposed of in accordance with the retention period from the Records Retention Schedule found on pgs. 91-100 of the Records Management Handbook.

15.
Records Center Location:  This space is for use in the Records Center.

16.
Department Director:  To be signed by the Department Director.

17.
Date:  Enter the date of the authorization for disposition.


APPENDIX “C”

RECORDS CENTER LABEL

1.
Department


2.
Div. or Sec.
3. 
Dept. Box No.




4.
Inclusive


Years
5.      RECORDS SERIES TITLE AND DESCRIPTION
6.
Confidentiality





OAS RECORDS CENTER LABEL - OAS FORM 71

INSTRUCTIONS

All records storage boxes must have a Records Center Label (OAS Form 71) attached to the portion of the box assigned for the label.  The Records Center Label must contain the following relevant information:

1.
Department:  Enter the name of the Department or Office transferring the records.

2.
Division or Section:  Enter the name of the Division or Section of the Department.

3.
Department Box No.:  Enter the no. of the box in this section.

4.
Inclusive Years:  Enter the years covered by the series.

5.
Records series Title and Description:  Enter here the series title and description from the Records Retention Schedule found on pgs. 91-100 of the Records Management Handbook.

6.
Confidentiality:  Indicate whether there are any requirements for the special handling of these records, and if access to these records should be restricted.

APPENDIX “D”

OAS RECORDS TRANSMITTAL FORM

(To be prepared in duplicate)

OAS Form 70

This space for use in Records Center

1. Department/Office

Dept. No.   

Receipt

Date:


Accession No.



2. Division


3. Section or Unit


By:


Cubic Feet



4. Custodian of Records (Name & Title)



5. Building/Room No.




6. Ext. No.

   Fax No.



7. Date:

8. Total No. of Boxes:






9. Access to Records is


Restricted to (Position Title) ──────────────────────────────────


Restricted to Personnel in the above-named Department/Office



NOTE:  Additional access is by written authorization of the Director








10. Inclusive

      Dates
11. Record Series Title and Description

(Use Series Title Found in the Retention Schedule)

12. Retention

     Schedule

     Item No.
13. Disposition

      Date
14.  Office


 Box No.
15. Records Center Location










Row
Shelf



























































































OAS RECORDS TRANSMITTAL FORM - OAS FORM 70

INSTRUCTIONS

GENERAL:

The Records Transmittal Form provides the Records Center and the Department with box content information sufficiently detailed to assist future file retrieval.  It also transfers physical custody of the records from the originating office to the Records Center.

The Transmittal Form should list records series titles found in the Retention Schedule in the Records Management Handbook.  The definition of a record series is:


A group of similar or related records that are normally used and filed as a unit and can be evaluated as a unit for determining the records retention period.

Examples of the most commonly used record series titles include but are not limited to the following:


* Country Files


* Chronological Files


* Subject Files


* Purchase Orders


* Administrative Files


* Personnel Files

If a records series does not fill a complete box, you may include another series in the box, but they must have the same retention period.  For example do not include in the same box records that should be disposed of in one year with records that should be retained for seven years.

The Transmittal Form should have detailed folder listings to box contents to aid in future folder retrieval.

Prepare the Records Transmittal Form (OAS Form 70) in duplicate, using sequence numbers for each box to be transferred, and send the Form to the Records Center for approval, prior to having the boxes delivered to the Records Center.

IDENTIFICATION SECTIONS:

1.
Department/Office:  Enter the name of the Department or Office transferring the records.

2.
Division:  Enter the name of the Division if one exists within the Department.

3.
Section or Unit:  Enter the name of the Section or Unit of the Department.

4.
Custodian of Records (Name & Title):  Enter the name and title of the individual in charge of the departmental files.

5.
Building/Room No.:  Enter the physical location, building and room no. of the custodian of the records.

6.
Ext. No./Fax No:  Enter the phone extension and fax no. of the custodian of the records.

7.
Date:  Enter the date that the records are prepared for transfer to the Records Center.

8.
Total No. of Boxes:  Enter the total no. (cu ft) of boxes being transferred to the Records Center.

9.
Access to Records:  Enter here if access is to be restricted to a specific position title, or restricted to Personnel in the above named Department/Office.

10.
Inclusive Dates:  Enter the dates covered by the series.

11.
Records Series Title and Description:  Enter here the series title from the Records Retention Schedule found on pgs. 91-100 of the Records Management Handbook.

12.
Retention Schedule Item No.:  Enter the item no. of the series title and description from the Records Retention Schedule found on pgs. 91-100 of the Records Management Handbook.

13.
Disposition Date:  Enter the date that the records are to be disposed of in accordance with the retention period from the Records Retention Schedule found on pgs. 91-100 of the Records Management Handbook.

14.
Office Box No.:  Enter the no. of the box in this section.

15.
Records Center Location:  This space is for use in the Records Center.

APPENDIX “E”

From:
E-Mail Administration

Sent:
Monday, April 27, 1998 4:40 PM

To:
All Employees

Subject:
Norms for Use of Information Technology Resources


Dear Information Systems User,

All information technology services and resources property of the General Secretariat are provided to the Staff members for conducting official business.  These resources include computer workstations and peripherals, network facilities, electronic mail services, office automation software, enterprise applications, access to Internet, and other facilities.

The general e-mail broadcasts or wide distribution of messages not related to the official business of the General Secretariat - like chain letters, greeting cards, video and audio clips, false virus warnings, junk mail and other misuses of the system, consume network resources, slow performance, create overheads and affect the effective functioning of the e-mail and other systems.  Some messages may also be offensive to persons who do not share the views expressed.

The broadcasting of non-official messages from the General Secretariat’s facilities is not allowed.  Staff Members should refrain from sending messages to general mailing lists or large distribution groups unless is for official purposes.  Any questions or doubts about these restrictions can be clarified with the Electronic Mail Administration in the Department of Management Systems and Information Technology.

I am requesting the Departments of Management Systems and Information Technology and Human Resources to track the source of these troublesome unofficial messages and to implement the measures required to eradicate this serious problem.

We would appreciate your cooperation in this delicate issue.

James Harding, Assistant Secretary for Management;

E-Mail Administration, Department of Management Systems


and Information Technology


APPENDIX “F”

GENERAL SECRETARIAT

ADMINISTRATIVE MEMORANDUM No.88

REMOVAL AND DISPOSAL OF SURPLUS PUBLICATIONS

SECRETARIAT FOR MANAGEMENT

GENERAL SECRETARIAT

ADMINISTRATIVE MEMORANDUM No.88

SUBJECT:
REMOVAL AND DISPOSAL OF SURPLUS PUBLICATIONS

Bearing in mind:


The recommendation of the Inspector General that a consistent policy be adopted to govern the removal and disposal of surplus OAS publications;


That it is essential that the General Secretariat establish a clear, specific procedure for cases in which there is a need to remove or dispose of surplus publications in the interest of better management; and


That the Columbus Library is the only part of the General Secretariat charged with maintaining the historic and administrative archives of the OAS, the institutional memory of the inter-American system, and that OAS publications are an integral part of that institutional record,

I.
Decision


The Secretary General has decided that the following provisions shall be enacted:

PROCEDURE FOR THE REMOVAL AND DISPOSAL

OF SURPLUS PUBLICATIONS

1.
Definition of the term "publication"


a.
For the purposes of this Administrative Memorandum, the term "publication" shall be understood to mean any document prepared, printed, or produced for distribution within or outside the Organization, including but not limited to books, magazines, annual reports, letters, manuals, pamphlets, posters, drawings, maps, plates, photographs, audiovisual materials, and audio recordings.


b.
This Administrative Memorandum does not apply to original works of art held by the Art Museum of the Americas.

2.
Procedure


a.
The Department of Material Resources (DMR) shall proceed to remove the documents specified in the preceding section when three years have elapsed since their 

publication and they have been placed in General Secretariat storage areas or outside the areas expressly assigned by the DMR to each section of the General Secretariat, including hallways, garages, terraces, and other common areas.


b.
Before proceeding to remove any publication, the DMR shall use Form No. 129 Rev., "OAS Records Disposition Authorization" (attached hereto), to notify both the area or areas that issued the publication and the Columbus Library. In the case of the Columbus Library, the DMR shall send five copies of the publication to be removed along with Form No. 129 Rev.


c.
No later than 15 working days after receiving Form No. 129 Rev., the area or areas that issued the publication and the Columbus Library shall complete Form No. 129 Rev., indicating their agreement or disagreement with the proposal to remove the publication, and shall send it, duly signed, to the DMR. Should the DMR receive no written reply from the area or areas or from the Columbus Library within that period, it shall proceed to remove the publication immediately.


d.
If, within the time period established in the preceding paragraph, the area or areas involved and/or the Columbus Library express disagreement with the proposal to remove the publication, they shall have 30 additional working days to sell or donate the publication or relocate it to a space they themselves have rented with their own funds.  Once that period has elapsed, the DMR shall proceed to remove any remaining copies of the publication without prior notice.

II.
Derogation


This Administrative Memorandum supersedes any contrary provision, regulation, or practice of the General Secretariat.

III.
Entry into Force


This Administrative Memorandum shall enter into force on the date it is signed.


James R. Harding


Assistant Secretary for Management

Date:  July 1, 1998

Original: Spanish

GLOSSARY

ACCESS.  The availability of records or the permission to consult records.

ACCESSION.  The transfer of legal and physical custody of permanent records to the Archives.

ACTIVE RECORDS.  Records needed to carry out an organization’s day-to-day business and subject to frequent use.  See also CURRENT RECORDS.

ADMINISTRATIVE RECORDS.  Records relating to budget, finance, personnel, supply, travel, and similar housekeeping or facilitative functions common to most offices.  They are distinguished from operational or program records that relate to an organization’s specific functions.

ADMINISTRATIVE VALUE.  The usefulness of records in conducting an organization’s current business.

ANALYSIS.  In records retention scheduling, the process of assessing the administrative, fiscal, and legal values of a record series in order to determine the retention period.

APPRAISAL.  The process of determining the permanent or historical value and thus the final disposition of records.

ARCHIVAL RECORDS.  See ARCHIVES.

ARCHIVE.  Procedure of transferring text from the on-line media to an off-line storage medium, or the storing of text after a document has been created, edited and printed.

ARCHIVES.  (1) The facility where records of an organization are preserved because of their continuing or historical value.  (2) Records in the custody of the Columbus Memorial Library that have sufficient historical value to warrant continued preservation.  Archival materials come in many forms, such as loose papers, bound volumes, videotapes, sound recordings, still photographs, maps, and electronic records.

ARCHIVING.  In electronic records, the process of creating a backup copy of computer files, especially for long-term storage.

ARMS.  Acronym for Archives and Records Management Services of the Columbus Memorial Library.

ARRANGEMENT.  In files management, the act or result of placing records in a particular order or sequence.

AUDIOVISUAL RECORDS.  Records in pictorial or aural form that include still and motion picture film, still photographs, film-strips, sound and video recordings, posters and other graphic works, and multimedia productions with related finding aids and production files.

BACKING UP.  Making a copy of a computer file for use if the original is lost, damaged, or destroyed.  See also ARCHIVING.

CASE FILES.  Records, regardless of media, documenting a specific action, event, person, place, project, or other matter.  See also PROJECT FILES.

CENTRAL FILES.  Files accumulated by several offices or organizational units and maintained and supervised in one location.  See also RECORDS CENTER.

CHARGEOUT.  The act of recording the removal and loan of a document or file to indicate its location.

CHRONOLOGICAL FILES.  Records filed in sequence according to date.  See also READING FILES.

CONFIDENTIAL RECORDS.  Records or information requiring protection against unauthorized access.

CONVENIENCE FILES.  Nonrecord, extra copies of correspondence, completed forms, personal papers or publications, maintained for ease of access and reference.  See also REFERENCE COPY.

CONVENTION.  A standard procedure or style rule used in a computer program, including abbreviations, symbols, and their meanings.  For example, a naming convention.

CORRESPONDENCE.  Letters, postcards, memorandums, notes, telecommunications and any other form of addressed, written communications that are sent and received.

CREATION.  The first stage of the records life cycle in which records are made (or received) by an office.

CUBIC FOOT.  The basic measurement for record volume.  For example, a letter-sized file drawer holds 1.5 cubic feet of records.  A GS/OAS Records Center box holds 1 cubic foot of records.

CURRENT RECORDS.  Records necessary to conduct the current business of an organization and therefore generally maintained in office space and equipment.  See also ACTIVE RECORDS.

CUSTODY.  Guardianship, or control of records, including both physical possession (physical custody) and legal responsibility (legal custody).

CUTOFF.  Breaking or ending files at regular intervals, usually at the close of the fiscal or calendar year, to permit their disposal or transfer in complete blocks. Correspondence and subject files are cutoff and new folders are created for the current year.

DATA.  Symbols or representations of facts or ideas that can be communicated, interpreted, or processed by manual or automated means.  Often associated with electronic data or with statistics or measurements.

DATA BASE.  In electronic records, a set of data, consisting of at least one file or of a group of integrated files, usually stored in one location and made available to several users at the same time for various applications.

DATA BASE MANAGEMENT SYSTEM (DBMS).  A software system used to access and retrieve data stored in a data base.

DATA ELEMENT.  In electronic records, a combination of characters or bytes referring to one separate item of information, such as name, address, or age.

DATA FIELD.  A specific area of an electronic record allocated for a particular category of data, usually one data element, such as name.

DATA FILE.  In electronic records, an organized collection of data, usually arranged into logical records that are stored together and treated as a unit by a computer.  Also called Data Set.

DATA SET.  See DATA FILE.
DISPOSITION.  (1) The actions taken regarding records no longer needed in current office space to conduct business.  These actions include transfer to the Records Center, transfer to the Archives, or destruction.  (2) The actions taken regarding non-record materials including screening and destruction.

DISPOSITION AUTHORIZATION.  Legal approval to transfer permanent records to the Archives or carry out the disposal of temporary records.  The records retention schedule grants this legal approval.

DOCUMENT.  See OFFICIAL DOCUMENTS.

DOCUMENTATION.  (1) The act or process of substantiating by recording actions and/or decisions.  (2) Records required to plan, develop, operate, maintain, and use electronic records and software.  Included are systems specifications, file specifications, codebooks, record or file layout, user guides, and output specifications.

ELECTRONIC MAIL (E-MAIL).  The process or result of sending and receiving messages in electronic form via remote computer terminals.

ELECTRONIC RECORDKEEPING.  The creation, maintenance, use, and disposition of records using a computer system.

ELECTRONIC RECORDS.  Records created and maintained in a form that only a computer can process.  Includes, but are not limited to, data files and databases, machine readable indexes, word processing files, electronic spreadsheets, electronic mail and electronic messages, and other text or numeric information.  Electronic documents or database records created or received by an office or staff member in connection with their official work are the official records of the Organization.  Also called machine-readable records.

E-MAIL.  See ELECTRONIC MAIL.

EVIDENTIAL VALUE.  The usefulness of records in documenting the organization, functions, and activities of an organization.

FILE.  (1) An accumulation of records or non-record material arranged according to a plan.  (2) A unit, such as a folder, microform, or electronic medium, containing such records or non-record materials.  (3) Storage equipment, such as a filing cabinet.  (4) In electronic records, an organized collection of related data, usually arranged into logical records that are stored together and treated as a unit.

FILE CODES.  Numbers or alphabetic characters used to abbreviate lengthy file titles.

FILE CUTOFF.  See CUTOFF.

FILE PLAN.  (1) See FILING SYSTEM.  (2) A plan designating the physical location of an organization’s records, specific types of files to be maintained there, and the arrangement of the records.

FILES CUSTODIAN.  The individual or office in charge of files.  Often used interchangeably with records custodian.

FILES MANAGEMENT.  Applying records management principles and techniques to filing practices in order to:  organize and maintain records properly; retrieve them rapidly; ensure their completeness; and make their disposition easier.

FILING SYSTEM.  A set of policies and procedures for organizing and identifying records to speed their retrieval, use, and disposition.

FINDING AIDS.  Indexes, inventories, or other lists, whether manual or automated, that are designed to make it easier to locate relevant files or to retrieve information.

FISCAL VALUE.  The usefulness of records in documenting an organization’s financial transactions and obligations.

FOLLOW UP FILES.  See SUSPENSE FILES.

GENERAL CORRESPONDENCE FILES.  See SUBJECT FILES

GENERAL ADMINISTRATIVE RECORDS SCHEDULES.  A retention schedule covering records common to several or all offices in an organization.

HISTORICAL RECORDS.  See PERMANENT RECORDS, and also See ARCHIVES.

HISTORICAL VALUE.  The usefulness of records in documenting the activities, policies, and procedures of an organization.

INACTIVE RECORDS.  See NON-CURRENT RECORDS.

INFORMATION SYSTEM.  The organized collection, processing, transmission, and dissemination of information in accordance with defined procedures, whether automated or manual.  Also called a record system or a system.  Most often refers to a system containing electronic records, which involves input or source documents, records on electronic media, and output records, along with related documentation and any indexes.

INFORMATION TECHNOLOGY.  The merging of computing and high speed communications links carrying data, sound, and video.

INFORMATIONAL VALUE.  The usefulness of records in documenting the persons, places, things, or matters dealt with by an organization.

INPUT.  Data to be entered into a computer for processing.

INPUT RECORDS.  (1) Non-electronic documents designed and used to create, update, or modify records in an electronic medium.  (2) Electronic records containing data used to update a separate computer file. Sometimes called source records or source documents.

INTRINSIC VALUE.  In archives administration, the value of those permanent records that should be preserved in their original form rather than as copies.

INVENTORY.  (1) A survey of organization records and nonrecord materials that is conducted primarily to develop a records retention schedule or to identify various records management problems.  (2) The results of such a survey.  (3) In archives administration, a type of detailed finding aid for accessioned permanent records.

LEGAL VALUE.  The usefulness of records in documenting legally enforceable rights or obligations.

LIFE CYCLE OF RECORDS.  The management concept that records pass through three stages:  creation, maintenance and use, and disposition.

MACHINE-READABLE RECORDS.  See ELECTRONIC RECORDS.

MAINTENANCE AND USE.  Any action involving the storage, retrieval, and handling of records kept in offices.  This is the second stage of the records life cycle.

MICROFORM.  Any medium containing greatly reduced imaged, micro-images.  Includes microfilm reels, cartridges, cassettes, microfiche, microfilm jackets, or aperture cards.

MICROGRAPHICS.  The practice of producing or reproducing information on microfilm.

MOBILE SHELVING.  Ranges of shelving, used for compact storage, situated on wheel fitted cartridges, which travel on tracks.

NONCURRENT RECORDS.  Records no longer required to conduct the organization’s business, and therefore ready for transfer to the Records Center, transfer to the Archives, or for destruction.

NONOFFICIAL PAPERS.  See PERSONAL PAPERS.

NONPERMANENT RECORDS.  See TEMPORARY RECORDS.

NONRECORDS.  Informational materials excluded from the definition of records.  Includes extra copies kept for convenience or reference, stocks of publications, and library and museum materials.

OFFICE.  Refers to the executive secretariats, departments, units and offices of the General Secretariat of the OAS.

OFFICIAL DOCUMENTS.  Those published by the General Secretariat for the deliberative organs of the OAS, and that are classified as part of the Official Records Series.  These documents include the minutes of the Permanent Council, resolutions of the General Assembly, committee reports, proceedings of the Inter-American Conferences and meetings, final acts of Specialized Conferences, meeting agendas, the Annual Report of the Secretary General, statutes and regulations.  Sometimes referred to as Official Records Series.

OFFICIAL RECORDS.  See RECORD.

OFFICIAL RECORDS SERIES.  See OFFICIAL DOCUMENTS.

OPERATING SYSTEM.  Software directing a computer’s operations.

OUTPUT.  In electronic records, information transmitted from internal to external units of a computer, or to an outside medium.

OUTPUT RECORDS.  In electronic records, information generated by a computer and placed on an outside medium such as paper, microform, or an electronic storage medium.

PERMANENT RECORDS.  Records appraised by the Archives as having sufficient historical, evidential, or informational value to warrant continued preservation beyond the time they are needed for administrative, fiscal, or legal purposes.  See also ARCHIVES.

PERSONAL PAPERS.  Non-official or private papers relating solely to an individual’s own affairs, and not used to conduct the business of the organization.  Should be clearly designated as such and kept separate from the organization’s official records.

PROGRAM RECORDS.  Records documenting or resulting from the unique, substantive functions for which an organization is responsible, in contrast to administrative records.

PROJECT FILES.  Records which pertain to a set of activities or pursuits designated as a project by the organization and therefore filed together as a record series.  See also CASE FILES.

PUBLICATIONS.  Any document prepared, printed, or produced for distribution within or outside the Organization, regardless of format, and including but not limited to books, magazines, annual reports, letters, manuals, pamphlets, posters, drawings, maps, plates, photographs, audiovisual materials, and audio recordings.

READING FILES.  Outgoing correspondence records arranged chronologically, in contrast to those arranged by subject.  See also CHRONOLOGICAL FILES.

RECORD.  Any document, paper, book, letter, drawing, map, plat, audiovisual material, electronic or machine readable document or database, or any other document, regardless of format, created or received by an office or staff member in connection with their official work.

RECORD GROUP.  In archives administration, a body of organizationally related records established after considering the organization’s administrative history and complexity and the volume of its records.  Record groups are assigned numbers for quick reference and tracking purposes.

RECORD SERIES.  The file unit or documents arranged according to a filing system or kept together because they relate to a particular subject or function, result from the same activity, document a specific kind of transaction, take a particular form, or have some other relationship arising out of their creation.

RECORDS CENTER.  A secure storage area designed to provide efficient and cost effective management of the semi-active and non-current records of the Organization.  The center provides reference and retrieval services.  Access to records stored is controlled by the originating entity “owning” the records, thus ensuring confidentiality.  See also CENTRAL FILES.

RECORDS CUSTODIAN.  See FILES CUSTODIAN.

RECORDS DISPOSITION AUTHORIZATION FORM.  Provides authorization to offices requesting the destruction of temporary unscheduled records; provides ARMS the authorization to seek approval for the destruction of temporary records held in the OAS Records Center according to an approved records retention schedule; and documents the transfer of legal custody of permanent records to the OAS Archives.

RECORDS MANAGEMENT.  The systematic control of records throughout the life cycle achieved by establishing standards for the creation, distribution, use, retention, storage, retrieval, protection, preservation, and final disposition of records.

RECORDS MANAGEMENT PROGRAM.  A planned, coordinated set of policies, procedures, and activities needed to manage an organization’s recorded information.  Encompasses the creation, maintenance and use, and disposition of records, regardless of media.

RECORDS RETENTION SCHEDULE.  Provides authority for the management of the Organization’s records.  The schedule lists and describes the kinds of records that are created and maintained by the Organization, and sets time periods for retention in the office and Records Center, as well as final disposition, either destruction or transfer to the Archives for permanent preservation.

RECORDS SYSTEM.  See INFORMATION SYSTEM.

RECORDS TRANSMITTAL FORM.  Transfers physical custody of the records from the originating office to the Records Center.  Provides the Records Center and the office with box content information sufficiently detailed to assist future file retrieval.

RECORDS VALUE.  The usefulness of records for administrative, legal, fiscal and historical purposes.

REFERENCE COPY.  A copy of a record used primarily for consultative purposes.  See also CONVENIENCE FILES.

RETENTION PERIOD.  The length of time a record series is to be kept.

RETENTION SCHEDULE.  See RECORDS RETENTION SCHEDULE.
SCHEDULED RECORDS.  Records whose final disposition has been approved by ARMS.

SEMIACTIVE RECORDS.  Records that are infrequently referred to but are still needed for reference.  See also NONCURRENT RECORDS.

SOFTWARE.  The programs, procedures, and rules used to operate a computer.

SUBJECT CLASSIFICATION SYSTEM.  A plan used for identifying and coding documents by topic to provide an orderly and accurate way of filing and finding.

SUBJECT FILES.  Records arranged and filed according to their general informational, or subject content.  Mainly letters and memoranda but also includes documents, reports, and other materials, all relating to program and administrative functions, and not to specific cases.  Also called General Correspondence Files.

SUSPENSE FILES.  Files arranged chronologically to remind officials of actions to be completed by a specific date.  Also called followup files or tickler files.

SYSTEM.  See INFORMATION SYSTEM.

TEMPORARY RECORDS.  Records approved by ARMS for disposal after a specified retention period.  Also called nonpermanent records.

TICKLER FILES.  See SUSPENSE FILES.

TRANSITORY FILES.  Correspondence of short-term interest which have no program, documentary, or evidential value, such as acknowledgments for publications received, and routine inquiries for publications.

TRANSFER LIST.  See RECORDS TRANSMITAL FORM.

UNSCHEDULED RECORDS.  Records for which no retention period has yet been determined.

VITAL RECORDS.  Records essential to the continued functioning or reconstitution of an organization during and after an emergency and also those records that protect the rights and interests of the Organization and of the individuals directly affected by its activities.

WORD PROCESSING.  Creating and modifying documents by using a computer, along with other hardware and related software.

WORKING PAPERS.  Documents such as rough notes,  calculations, or drafts assembled or created and used to prepare or analyze other documents.
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