	
Computer System Retirement 


of


?? System


Date:  


By: 




Who May Be Involved at Headquarters

Computer System Engineering Services
Patrick Hargett

Computer
Bob Green, Donna Crouse, Tammey Johnson (DynCorp)

Microcomputer
Pete Grahn

LAN Client-Server Operations
Rich Otis/Ricky Hall

Chief Information Officer
John Gilligan

Director of Engineering and Operations
Bill Sylvester

Proper Program Manager
system-specific

Software Management Program
Brenda Coblentz

Records Liaison Officer
Sandy Dentinger

Records Management Officer
Jannie Kindred

Support Documentation/Technical Writing
Sue Farrand (DynCorp)

Software Library/Inventory Coordinator
Tammey Johnson?? (DynCorp)

System Support Programmer
system-specific

System Owner
system-specific

System Manager
system-specific


Form 1.  DOE F 1324.10, Records Inventory and Disposition Schedule

Form 2.  DOE F 1324.5, Request for Records Disposition Authorization
[Date]

[System Owner Routing Symbol]
Retirement of [system name; acronym; and module number, if applicable)]
Director of Information Management (or Information Resource Management)/Operations

[Depending upon the circumstances, choose one of the following two paragraphs for the first paragraph]
This is your authorization for total retirement of the [system name], effective [date].  We no longer use the system and do not require access to the data.  The data and software may be archived according to the time periods specified in the attached DOE F 1324.5.  The system is operated on a [state hardware platform--standalone microcomputer, Local Area Network, VM processor, MVS processor.

OR
This is your authorization for the partial retirement of [system name], effective [date].  We no longer use the system and the data has been converted to another/new data base.  The data will remain active at the same classification level in the new data base and should not be retired or archived.  The system is operated on a [state hardware platform--standalone microcomputer, Local Area Network, VM processor, MVS processor.
[The following is the second paragraph of the retirement memorandum.]
This retirement process has been coordinated with my organization's Records Liaison Officer and the Proper Program Manager, and the Records Management Officer.  I, therefore, authorize you to archive and retain the programs, files (and data when appropriate), and documentation for the time specified in the attached DOE F 1324.10, Records Inventory and Disposition Schedule (RIDS), so that the system may be reactivated during that period, if necessary.  If the system is not reactivated by the end of the retention period, dispose of it according to regular procedures. 

[System Owner]
[Title]
[Organization]
Attachments

DOE F 1424.5

DOE F 1324.10

DOE F 1450.6, as appropriate

cc:

Organization's Proper Program Manager

System Manager

Computer System Engineering Services

Records Management Officer

DOE Departmental Records Officer (for DOE-wide systems)


Form 3.  DOE F 1450.6, Request for System Control Identification Number
Retirement Checklist
· Retirement authorization letter from the system owner. (*)

· Support work plan signed off (one system work plan) or work plan revised (multi-system work plan) per System Manager direction. (*)

· Memorandum to all specified organizations and support areas to notify them of retirement. (*)

· DOE F 1450.6, Request for System Control Identification Number, completed by System Owner for deletion of system module number, if applicable. (*)

· Copy of signed DOE F 1324.10 (RIDS) placed in retirement folder, if appropriate. (*)

· For a "total" system retirement, a copy of DOE F 1324.5, Request for Records Disposition Authorization, must be approved and signed by the site Records Management Officer. (*)

· Final report cycle offered to System Owner.

· Production source, load modules, job control language, and all other system (information system, operational, etc.) software copied to tape (or diskette for microcomputer), and placed in a secured vault.

· One complete copy of system documentation (User System Reference Manual and Programmer System Reference Manual) stored with tapes or easily accessible area.

· Remaining system documentation removed from all sources and Documentation/Technical Writing Departments.

· Modules deleted from Test Source and Test Load Libraries.

· Modules deleted from the Production Source and Load Libraries.

· PROCS deleted.

· Revoke all access (LOGONIDs/USERIDs) to the system.

· Coordinated retirement with Software Library/Inventory Coordinators.

· Submit DOE F 1450.6, Request for System Control Identification Number, to Computer Systems Engineering Services/Operations, if applicable. (*)

· Prepare proposed retirement completion memorandum from the Director of Information Management or Director of Operations (whichever is appropriate) to the System Owner. (*)  

· Other (specify)____________________________________________________.

*Copy to be included in the retirement folder.

Memo to:  [Distribution List]
From:
[Support Programmer Manager/Supervisor]
Subject:
Notification of Intent to Retire the [system name, (acronym), system module number, if applicable]
This is to inform all concerned organizations that the [system name, (acronym), system module number], is being retired as of [date].  Attached is the memorandum received from the System Owner that authorized this retirement (Attachment 1).  Also, included is a list of the activities that were coordinated by the Support Programmer for the retirement process (Attachment 2).

The primary purpose of this system was [state purpose].  ["Note that this system was used to process classified data" or "contained data which has been determined to be privacy data."]  This system was designed by [system designer] and installed on [date].  This system was in [production/development/process of implementation] status when [System Owner] of [Organization and Location] requested retirement for [reason of retirement].  The approximate annual operating cost, including computer processing, programming and user support in the last year before retirement was $ [obtain from the Division of Information Technology Services; if the total is less that $100, enter "less than $100"].

Additional actions required by associated organizations to retire this system are as follows:


Computer Operations - Follow DOE F 1324.10, Records Inventory and Distribution Schedule (RIDS), or DOE F 1324.5, Request for Records Disposition Authorization, for defining the disposition of all tapes associated with the system.  Ensure retirement and archive tapes, and a complete set of system documentation is placed in a secure vault for the specified period, after which they may be disposed of without further notice.  A copy of the software may be left in the software library/inventory for sharing/reuse by other organizations. 


Computer System Engineering Services/Operation

Remove all production JCL from the automatic scheduling programs and continuity of operations (Vital Records Protection) program, if applicable.  Remove from CICS, ORACLE, OMEGA, BasisPlus, etc., if applicable.  Revoke all access to the system on the effective date: [list of access/USERIDs].  


Follow DOE F 1324.10, Records Inventory and Distribution Schedule (RIDS), or DOE F 1324.5, Request for Records Disposition Authorization, for defining the disposition of all tapes associated with the system.  Ensure retirement and archive tapes, and a complete set of system documentation is placed in a secure vault for the specified period, after which they may be disposed of without any further notice.


Quality Assurance/Audits - Remove the system from inventories of classified, sensitive and tracking systems, and scheduled information system and security reviews.  A review may be conducted 6 months after system retirement to assure all retirement procedures have been followed.


Support Documentation/Technical Writing - Notify the operations and maintenance support staffs, System Owner and all holders on the distribution list to destroy their copies of system documentation due to retirement.  Remove all stored documentation (excluding software libraries/inventories).  Send one complete copy of the system documentation for storage with the retirement tapes or in easily accessible area.

Thank you for your cooperation in the retirement of the system.  Please contact the [Support Programmer name] at XXX-XXXX when your organization has completed assigned retirement procedures.

Attachments

Distribution List
Organization's Proper Program Manager

System Program Manger

Records Management Officer

Director of Information Management

Director of Operations

Computer System Engineering Services

System Manager

Quality Assurance

Computer Security Site Manager

Software Library/Inventory Coordinator

Support Documentation/Technical Writing

SAMPLE HEADQUARTERS SYSTEM RETIREMENT ACTION MEMORANDUM


ACTIONS COMPLETED FOR [SYSTEM NAME (ACRONYM)] RETIREMENT

By [Support Programmer Name]

All program listings and other miscellaneous listings were destroyed.


The following disk files and software were copied to tape (005621):

DOE.D0413LIB.LOAD to D0413.S002.LOAD
File #1

DOE.DOE413LIB.CNTL to D0413.S003.CNTL
File #2

DOE.D0413LIB.CLIST to D0413.S004.CLIST
File #3

LIBRARIAN (SOURCE) PROD470 to D0412.S005.COBOL
File #4

                          and D0413.S006.COBOL
File #5

DOE.D413201.DATA to D0413.S007.DATA
File #6

NOTE:  This activity freed up 103 tracks on DASD.


The [SYSTEM ACRONYM] data base has been copied to two tapes:

010216, 011316, DSN=D0413.S001.DBBKUP

NOTE:  This activity freed up 323 tracks on DOE 8XX.


All tape files previously used by this system have been released.


One complete copy of system documentation was stored with retirement tapes.


All other copies of documentation were removed and destroyed.


System Module No. XXXX can be removed from the System Module Cross-Reference System (SMXREF).


All source programs have been deleted from LIBRARIAN.

[Date]
HR-4

Retirement of [system name (system acronym); module number, if applicable]
[System Owner]
In accordance with your request, dated [date], the system retirement of the [system name], has been completed effective [date].

All software, procedures, programs and data have been copied to tape.  All system access has been revoked.  The retirement tapes and one complete copy of system documentation has been stored in a secure vault, and will be retained as indicated in DOE F 1324.10, Records Inventory and Disposition Schedule (RIDS).  Upon expiration of the retention period, tapes and documentation will be destroyed without further notice.  All computer resident data has been deleted from system libraries.

[name], Director

Information Management/Operations

Attachments

cc:

Director of Information Management, or

Director of Operations

Organization's Proper Program Manager

System Manager

Records Management Officer

Computer Security Site Manager

System Manager

Computer System Engineering Services

DOE Departmental Records Officer (for DOE-wide systems)



















































































































