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OFFICE OR DIVISION LOCATION AND MINIMUM 

RETENTION PERIOD 
 
 

SERIES
NO. 

 
 

RECORDS SERIES TITLE 
AND DESCRIPTION OF SERIES 

 
OPR 

or 
OFM 

PRIMARY 
RECORD COPY 

SECONDARY 
RECORD COPY 

DISPOSITION 
AUTHORITY 

NUMBER 
(DAN) 

 
 

SPECIAL AND/OR 
DISPOSITION INSTRUCTIONS 

1 DATA PROCESSING FEASIBILITY 
STUDIES 
May include any or all of the following: 
problem identification; requirements 
statement; system objectives; alternative 
proposals; cost/benefit analysis; feasibility 
statement. 

OFM 3 years Destroy when 
obsolete or 
superseded 

GS50-06A-01  

2 ELECTRONIC INFORMATION SYSTEM 
AND SOFTWARE BACKUP DATA 
Tapes, discs, and media providing backup 
data that is revised and recreated in a 
regular cycle.  ESSENTIAL RECORD - 
Backup should be stored off site. 

OFM Destroy when obsolete or 
superseded – as 
determined by office of 
record 

Destroy when 
obsolete or 
superseded 

GS50-06A-02 In order to protect the physical security and 
accessibility of information for the duration of 
its retention requirement, backup tapes must 
be stored off-site in a temperature and 
humidity controlled environment. 

3 ELECTRONIC INFORMATION SYSTEM 
DESIGN DOCUMENTATION 
May include any or all of the following: 
General description of design, including 
system review if applicable, system 
definition; project work plan; design detail, 
including documentation plan, program 
specifications, special forms and 
requirements; development plans for 
testing, training, conversion, and 
acceptance.  ESSENTIAL RECORD - 
Needs security backup - See remarks. 

OFM Fiscal/accounting systems 
- termination plus 3 years 
All other systems - Until all 
record data produced by 
the system pass their 
approved retention periods 

Destroy when 
obsolete or 
superseded 

GS50-06A-03 Source document microfilming is not 
recommended for this purpose.  This records 
series should be protected from damage or 
loss by off-site storage of a security copy, or 
by keeping a list that identifies the locations of 
other copies inside or outside the agency. 

4 ELECTRONIC INFORMATION SYSTEM 
MAINTENANCE DOCUMENTATION 
May include any or all of the following: 
System or program change authorization; 
description of changes; acceptance testing. 

OFM Fiscal/accounting systems, 
termination plus 3 years 
All other systems - Until all 
record data produced by 
the system pass their 
approved retention periods 

Destroy when 
obsolete or 
superseded 

GS50-06A-04 Source document microfilming is not 
recommended for this purpose. 

5 ELECTRONIC INFORMATION SYSTEM 
OPERATIONAL DATA 
Summaries of throughput statistics, usage 
figures, work output measurements, input 
edit listings, and system access logs. 

OFM 1 year Destroy when 
obsolete or 
superseded 

GS50-06A-05  

6 ELECTRONIC INFORMATION SYSTEM 
POST IMPLEMENTATION REVIEWS 
Project and personnel evaluations, further 
recommendations. 

OFM Until termination of system 
or program use 

Destroy when 
obsolete or 
superseded 

GS50-06A-06  
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SPECIAL AND/OR 
DISPOSITION INSTRUCTIONS 

7 ELECTRONIC INFORMATION SYSTEM 
PROGRAMMING AND IMPLEMENTATION 
DATA 
Operational and user instructions, 
specifications, and system acceptance 
criteria.  ESSENTIAL RECORD - Needs 
security backup - See remarks. 

OFM Fiscal/accounting systems 
- termination plus 3 years 
All other systems - Until all 
record data produced by 
the system pass their 
approved retention periods 

Destroy when 
obsolete or 
superseded 

GS50-06A-07 Source document microfilming is not 
recommended for this purpose.  This records 
series should be protected from damage or 
loss by off-site storage of a security copy, or 
by keeping a list that identifies the locations of 
other copies inside or outside the agency. 

8 YEAR 2000 COMPLIANCE PROJECTS 
DOCUMENTATION 
May include program management plans, 
meeting documentation, project planning, 
assessment, conversion, test planning and 
results, implementation, contingency plans, 
and certification records. 

OPR Termination of project 
and/or contract plus 6 
years 

Destroy when 
obsolete or 
superseded 

GS50-06G-01  


