Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
[A] [B] [C] [D] [E] [E] [G] [H] [1] [3] (K] [L] M] [N] [O] [P] [Q] [R] [S] [T [U] [V] (W] [X] [Y][Z]
A
Academic/Outreach Program 1 44
Access Request Files 18 6
Accountable Officers' Files 6 1
Accounting Administrative Files 6 5
Administrative Claims Files 6 10
Administrative Training Records 1 29.2
Administrative Issuances 16 1
Administrative - All Other copies of Administrative Issuances 16 1.6
Administrative Grievance, Disciplinary, and Adverse Action Files 1 30
Americans with Disabilities Act 1 42
Apprenticeship Program Files 1 45
Architectural Models 17 7
Architectural Drawings of Temporary Structures and Buildings or of 17 3
Buildings Not Critical to the Departmental Mission
Audio-Visual Finding Aids 21 29
Audio-Visual Production Files 21 28
Audit/Investigative Case Files 22 2
Audit/Investigation Reports 22 1
Return to Top
B
Back-ups of Files 20 8
Barrier Records 17 23
Baseline Management 16 1.4
Biological Laboratory Records 17 12
Budget Background Records 5 2
Budget Reports File 5 3
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Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
Budget Apportionment Files 5 4
Budget Correspondence Files 5 1
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 5 4.1
Building and Equipment Service Files 11 5
Return to Top
C
Cartographic Records Prepared During Intermediate Stages of Publication 17 1
Casualty Insurance Plan Case Files 3 3.2
Certificate of Eligibles Files - Federal Employment 1 5
Certificates Settlement Files 6 3
Certification/Decertification Files 1 53
Classification Appraisals (Pay). 1 51
Classified Documents Document Receipt Files 18 2
Classified Documents Administrative Correspondence Files 18 1
Classified Document Inventory Files 18 4
Classified Information Nondisclosure Agreements 18 25
Classified Documents Destruction Certificate Files 18 3
Combined Federal Campaign and Other Allotment Authorizations 2 15
Commendation/Complaint Correspondence Files 14 5
Commercial Freight and Passenger Transportation Files 9 1
Committee and Conference Files 16 8
Common Records - Finding Aids (or Indexes) 23 9
Common Records - Schedules of Daily Activities 23 5
Common Records - Records of High-Level Officials 23 51
Common Records - Tracking and Control Records 23 8
Common Records - Transitory Files 23 7
Common Records - Suspense Files 23 6
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Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
Communications Security Records (COMSEC) Records 18 42
Communications General Files 12 2
Computer Information Protection Plan/Contingency Plan 18 8.2
Congressional Hearing Coordination Case Files 14 55
Contract Negotiation Drawings 17 5
Contract Appeals Case Files 3 15
Contractor Labor Management Relations Records. 1 28.1
Contractor Health Unit Control Files 1 20.1
Contractor Personnel Office Records 1 3.1
Contractor Employee Medical Folder (EMF) 1 21.1
Contractor Job Classification Manuals 1 7.1
Contractor's Statement of Contingent or Other Fees 3 16
Contractors' Payroll Files 3 11
Correspondence 16 15
Credentials Files 11 4
Return to Top
D
Daily or Spot News Recordings 21 26
Data Files Consisting of Summarized Information 20 4
Data System Documentation 20 11
Denied Health Benefits Requests Under Spouse Equity 1 35
Department Space Files 11 2
Departmental Sites and Mission Photographs 21 1.1
Dictation Belts or Tapes 21 23
Direct Deposit Sign-up Form (SF 1199A) 2 17
Directories/Phone Listing 1 55
Directory Service Files 11 3
Docket Files (Patents) 14 49
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Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
Documents Published in the Federal Register 16 13
Donated Leave Program Case Files 1 37
Downloaded and Copied Data 20 12
Drawings Reflecting Minor Modifications 17 9
Drawings of Electrical, Plumbing, Heating or Air Conditioning Systems 17 4
Duplicate Audiovisual Items 21 4
Duplicate Dubbings (Video Recordings) 21 21
Duplicate Dubbings (Audio Recordings) 21 27
Duplicate Print 21 13
Return to Top
E
Electronic Mail and Word Processing System Copies 1 56
Electronic Mail and Word Processing System Copies 6 12
Electronic Mail and Word Processing System Copies 16 15
Electronic Mail and Word Processing System Copies 5 5
Electronic Mail and Word Processing System Copies 3 18
Electronic Mail and Word Processing System Copies 14 43
Electronic Mail and Word Processing System Copies 4 5
Electronic Mail and Word Processing System Copies 12 9
Electronic Mail and Word Processing Applications 17 11
Electronic Mail and Word Processing System Copies 18 58
Electronic Mail Records 20 14
Electronic Mail and Word Processing System Copies 11 6
Electronic Mail and Word Processing System Copies 9 6
Electronic Mail and Word Processing System Copies 22 5
Electronic Mail and Word Processing System Copies 2 29
Electronic Input/Source Records 20 2
Electronic Versions of Records Scheduled for Disposal 20 3
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Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
Electronic Mail and Word Processing System Copies 23 10
Electronic Spreadsheets 20 15
Emergency Planning Program Correspondence 18 26.1
Emergency Planning Administrative Correspondence Files 18 26
Emergency Planning Case Files 18 27
Emergency Operations Tests Files 18 28
Employee Medical Folder (EMF) 1 21
Employee Concerns Program Case Files 1 43
Employee Performance File System Records 1 23
Employee Patent Agreement Forms 14 48
Employee Awards Files. 1 12
Employee Health Statistical Summaries 1 22
Employee Record Cards 1 6
Employment Applications 1 15
Engineering Drawings of Routine Minor Parts 17 8
Entertainment Films 21 10
Entertainment Outside Acquisitions 21 15
Equal Employment Opportunity (EEO) Records 1 25
Equipment Utilization Report Files 17 29
Equipment Maintenance Records 17 20
Equipment History Files 17 28
Erroneous Release (of Privileged Information ) Files 14 36
Examining and Certification Records 1 33
Excess Personal Property Reports 4 2
Return to Top
F
Facilities Check Files 18 18
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Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
Facility Maintenance Records 17 26
Facility Inventory Records 17 25
Feasibility Studies 16 9
Federal Employee Training Records 1 29.1
Federal Employee Training Records 1 29
Federal Personnel Surety Bond Files 6 6
Federal Workplace Drug Testing Program Files 1 36
Federal Pay Comparability Records 1 41
Files/Records Relating to the Creation, Use, and Maintenance of Computer 20 1
Systems, Applications, or Electronic Records
Films Acquired from Outside Sources 21 9
Financial Disclosure Reports 1 24
Finding Aids (or Indexes) 20 9
Fire Unit Records 18 114
FOIA Administrative Files 14 15
FOIA Control Files 14 13
FOIA Appeals Files 14 12
FOIA Reports Files 14 14
FOIA Freedom of Information Act (FOIA) Requests Files 14 11
Foreign Travel Authorizations 9 1.1
Foreign Ownership, Control, or Influence (FOCI) Files 18 8.7
Forms Files 16 3
Return to Top
G
GAO Audit files 6 21
GAO Exceptions Files 6 2
Gasoline Sales Tickets 6 7
General Travel and Transportation Files 9 4
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Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
General Fund Files 6 4
Grant Administrative Files 3 14
Guard/Security Police Officer Assignment Files 18 13
Return to Top
H
Handicapped Individuals Appointment Case Files 1 40
Health Unit Control Files 1 20
Return to Top
I
Incentive Awards Program Reports 1 13
Incident of Security Concern Inquiry/Investigation Files 18 11.3
Indexes and Check Lists 14 6
Individual Employee Pay Record 2 1
Individual Non-Occupational Health Record Files 1 19
Individual Development Plans 1 50
Individual Employee Health Hazard Case Files 1 21.4
Industrial Methods Records 17 18
Information Request Files 14 1
Information Collection Budget Files 16 12
Information Security Oversight Office Report Files 18 1.1
Information Project Files 14 4
Information Request Acknowledgment Files 14 2
Internal Personnel and Administrative Training Programs 21 17
Interview Records 1 8
Invention Dockets 14 44
Invention Disclosure Logs and Ledgers 14 53
Inventory Requisition File 3 8
Inventory Files 3 9
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Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
Investigations - Potential 22 3
Investigations - Environmental 22 4
Investigative Files 18 11
IRM Triennial Review Files 16 11
Issuance Documenting Substantive Functions 16 1.1
Return to Top
K
Key Accountability Files. 18 16
Return to Top
L
Labor Management Relations Records 1 28
Leave Application Files 2 6
Leave Record 2 9
Levy and Garnishment Files 2 18
Library Sound Recordings (e.g., Effects, Music) 21 25
Line Copies 21 8
Litigation Files 14 52
Lost or Damaged Shipments Files 9 2
Return to Top
M
Mail and Delivery Service Control Files 12 6
Management Control Records 16 14
Management of Production Records 17 14
Management Improvement Programs 16 1.2
Mandatory Review for Declassification - Reports Files 14 34
Mandatory Review for Declassification - Administrative Files 14 35
Mandatory Review for Declassification - Control Files 14 33
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Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
Mandatory Review For Declassification - Requests Files 14 31
Mandatory Review for Declassification - Appeals Files 14 32
Master Safeguards and Security Agreements/Security Plans 18 8.5
Materials Allocation Files Special Research and Reactor Materials 18 51
Materials Processing Records 17 22
Materials Allotment Files Source and Special (SS) Nuclear Materials 18 50
Merit Promotion Case Files 1 32
Messenger Service Files 12 1
Microform Inspection Records 16 10
Mission Training Films 21 9.2
Mission-related Recordings 21 20.1
Misuse of Government Property 18 11.2
Return to Top
N
National Defense Executive Reserve (NDER) Case Files 18 29
News Media Materials 14 42
Non-Mission Training Films 21 9.1
Noncommercial, Reimbursable Travel Files 9 3
Noncurrent Payroll Files 2 2
Nonpersonal Requisition File 3 7
Notifications of Personnel Actions 1 14
Return to Top
o]
Occupational Injury and lliness Files 1 34
Offers of Employment Files 1 4
Office Administrative Files 23 1
Official Passport Records 9 5
Official Personnel Files of Contractor Employees 1 1.1
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Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
Official Personnel Folders of Federal Employees 1 1
Operations Security 18 8.1
Return to Top
P
Paint Plans and Samples 17 10
Patent Licensing Records 14 47
Patent Contracts 14 46
Patent Infringement Files 14 50
Payroll System Reports 2 22
Payroll Change Files 2 23
Payroll Correspondence 2 24
Penalty Mail Reports 12 7
Pension Plan Case Files 3 3.1
Performance Indicators 16 1.3
Performance Rating Board Case Files 1 9
Personal Property Accountability Files 18 15
Personal Injury Files 1 31
Personnel Correspondence Files 1 3
Personnel (Federal and Contractor) Radiation Exposure Dose Records (Film 1 21.5
Badges)
Personnel Access Program Administration and Operation 18 21.2
Personnel Correspondence and Forms Files 1 17
Personnel Identification or Passport Photographs 21 2
Personnel Operations Statistical Reports 1 16
Personnel Counseling Records 1 26
Photo-mechanical Reproduction (Negatives) 21 7
Photographs That Are Unique 21 1.2
Physical Security Files 18 8.6
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Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
Police Function Files 18 14
Position Classification Files 1 7
Position Identification Strips - Federal 1 11
Post Office and Private Mail Company Records 12 5
Postal Irregularities File 12 8
Power and Utility Plant Operational Source Records 17 27
Pre-Employment Background Investigation 18 21.3
Premix Sound Elements 21 24
Press Service Files 14 3
Print File 20 6
Privacy Act Amendment Case Files 14 22
Privacy Act Requests Files 14 21
Privacy Act Reports Files 14 25
Privacy Act Accounting of Disclosure Files 14 23
Privacy Act Control Files 14 24
Privacy Act General Administrative Files 14 26
Procurement Routine Files 3 3
Procurement General Correspondence Files 3 2
Product Management Records / Project History Files 17 17
Production Equipment Inventory Control Records 17 19
Programs Training Acquisitions 21 14
Progress Reports 17 16
Project Control Files 16 5
Project Construction Files 17 31
Project Planning and Design Files 17 30
Property Disposal Correspondence Files 4 1
Property Pass Files 18 12
Protection Program Administrative Records 18 8
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Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
Public Printer Files 3 6
Published Posters 21 6.1
Return to Top
Q
Quality Assurance Records 17 32
Return to Top
R
Radiation Contamination Control Program Records 1 21.3
Radioactive Material Shipping & Packaging Records 18 48
Reactor Operations Records 17 21
Real Property Files 4 4
Real Property Files 3 1
Recordings of High-level Meetings 21 22.1
Recordings Exclusively for Transcription 21 22
Records Concerning Personnel Exposure to Hazardous Concentrations of Toxic | 1 21.2
Chemicals and Other Materials
Records Management Files 16 7
Records that Demonstrate the Capability for Safe Operation 18 35.1
Records that Verify the Performance of Safe Operations 18 36.1
Records Holdings Files 16 4
Records Consisting of Extracted Information 20 5
Records Disposition Files 16 2
Recruitment Packages 1 48
Rehearsal or Practice Tapes 21 16
Rehire Test Files 1 49
Reports Control Files 16 6
Reports or Patents Applications Disclosing Nuclear Inventions/Discoveries 14 51
Reports of Shipper-Receiver Measurement Differences 18 54
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Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
Requests for (special, source, and fissionable) Materials 18 49
Retirement Assistance Files 1 39
Retirement Files 2 28
Routine Artwork 21 6
Routine Surveillance Recordings 21 18
Routine Technical Recordings 21 19
Routine Technical Recordings - Unique Recordings 21 19.1
Routine Scientific, Medical, or Engineering Footage 21 12
Routine Recordings 21 20
Routine Surveillance Footage 21 11
Routine Photographs 21 1
Return to Top
S
Safe Work Permits 18 37
Safety Management Records 18 111
Savings Bond Purchase Files 2 14
Security Service Control Files 18 19
Security Logs and Registers 18 20
Security Clearance/Access Authorization Case Records 18 22
Security Clearance/Access Authorization Status Files 18 23
Security Clearance/Access Authorization Administrative Subject Files 18 21
Security Violations Files 18 24
Security Alarm and Access Control System Files 18 8.4
Security Container Records 18 7
Security Personnel Training Records 18 8.8
Security Clearance/Access Authorization Administrative Subject Files Policy 18 21.1
Seniority Rosters 1 52
Service Record Cards for Federal Employees 1 2
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Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
Small and Disadvantaged Business Utilization Files 3 17
Software Development 20 10.1
Solicited and Unsolicited Bids and Proposals Files 3 5
Space Assignment Plans 17 6
Space and Maintenance General Correspondence Files 11 1
Special Nuclear Material Reports of Apparent Losses 18 53
Special Nuclear Material Accountability Reports 18 52
Special Purpose Programs 20 10
Special Research and Reactor Materials Allocations Files 17 24
Speeches 14 41
Source & Special Material Transfer Files 18 56
Source & Special Material Transfer Journals 18 55
Source & Special Material Shipping Form Files 18 57
Standards of Conduct Files 1 27
Supervisors' Personnel Files and Duplicates of Formal Personnel Files 1 18
Documentation
Supply Management Files 3 4
Surplus Property Case Files 4 3
Survey and Inspection Files (Privately-Owned Facilities) 18 10
Survey and Inspection Files (Government-Owned Facilities) 18 9
Synoptic Meteorology Records 17 13
Return to Top
T
Tax Files 2 13
Tax Exemption Files 3 12
Technical Reformat File 20 7
Technical Surveillance Countermeasures Files 18 8.3
Telecommunications Operational Files 12 3
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Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
Telecommunications Master Files and Data Bases 12 3.1
Telegrams 6 9
Telephone Toll Tickets 6 8
Telephone Records. 3 10
Telephone Use Records 12 4
Temporary Individual Employee Records 1 10
Thrift Savings Plan Election Form 2 16
Time and Attendance Input Records 2 8
Time and Attendance Source Records 2 7
Top Secret Account and Control Files 18 5
Training (Internal Personnel and Administrative Filmstrips and Slides of 21 3
Programs
True Copy Certifications 14 54
Tuition Reimbursement Records 1 46
Return to Top
U
U.S. Patent Application Case Files 14 45
Unemployment Compensation Records 1 54
Unidentifiable Photographs 21 1.3
Unique Films 21 121
Unsuccessful Grant Application Files 3 13
Return to Top
\%
Vacancy Announcements (as created and maintained in personnel offices) 1 47
Vertical and Oblique Aerial Photography 17 2
Viewgraph 21 5
Visitor Access Approval Files 18 17.1
Visitor Control Files 18 17
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Topic Index to the DOE Administrative Records Disposition Schedules

(excluding the GRS Schedules)

Topic Schedule | Item
Return to Top

W

Wage Survey Files 1 38

Waiver of Claims Files 6 11

Word Processing Files 20 13

Work Permit (Work Orders) Records 17 15
Return to Top

X

X-ray Films 21 d
Return to Top
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