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Scope

This schedule encompasses research and devel opment (R& D) records generated within the Department
of Energy (DOE) complex which congigts of dl DOE offices and its contractor organizations, such as
nationd laboratories. It gppliesto dl gpplicable records regardless of format. Excluded from this
schedule are R& D records pertaining to:

a)  nuclear wegpons, which are covered by DOE Schedule 3, Nuclear Weapons Schedule, and
b)  Work for Others, Cooperative Research and Development Agreements (CRADA), and cost
sharing agreements which are covered by DOE Schedule NI-434-95-5.

R& D records consst of information generated by scientific and technica activities and collaborations
that result in new or modified concepts, techniques, equipment, and materids. Scientific and technical
activities may include:

a)  adminigering technicd projects

b) edablishing research priorities

c) developing theories and models

d) planning and designing experiments

€)  conducting experiments

f)  compiling, reviewing, and disseminating technica reports, presentations and published articles.

R& D records accumuleate at various organizationd levels.

a)  divisonsegsablish program direction
b)  research groups generate projects, and
c) fadilities conduct testing and experimentation.

Through an evauation of the record series, organizations can accurately assess the lasting scientific and
research value of these records. The record series may document:

a)  program direction, review, gppraisa or anayss
b) theresearch activity's overdl organization, functions, procedures and operations, and
c) theresearch activity's results and conclusions which may have vaue for future researchers.



Review Philosophy and Guidelines

This schedule provides tools and guidelines to successfully complete the review of R&D records and to
establish levelsfor disposition. The recordsin this schedule shal be reviewed & project closure or file
cutoff to determine the appropriate dispostion.

Each site should establish areview team composed of members who understand the records under
evauation and/or the records management function of the organization. The team might include the
agency's Records Manager, Archivigt, or Historian, the principa investigator(s), project researchers,
current records holders, and subject matter experts. An R&D Checklist should be the starting point for
the team'’s eval uation (see Figure 1.0 Research & Development Evauation Checklist). 1dedly, the
evauation process would begin with an assessment of records written by the principa investigator(s)
during or shortly after the close of aproject. This provides abassfor the review team to usein their
subsequent evaluation of the project.

All R&D records must be evauated and assigned into one of the following three levels, unless otherwise
indicated in the schedule. Records retired under this schedule will not be accepted by a Federd
Records Center without an appropriate level designation.

Level |: Projects which received nationd or internationd awards of distinction; active
participation of nationaly or internationaly prominent investigators, research which resulted in a
ggnificant improvement in public hedth, safety, or other vitd nationd interests; scientific endeavors
which were the subject of widespread nationd or international media atention and/or extensve
congressiona, DOE or other government agency investigation; show the development of new ad
nationdly or internationaly sgnificant techniques which are critica for future scientific endeavors
or made a sgnificant impact on the development of nationa or internationa scientific politicd,
economic, or socid priorities.

Leve | Disposition Ingructions: Permanent. Cutoff after project/program completion, cancellation,
or termination, or in 5 year blocks. Retire to Federal Records Center (FRC) 2 years after termination
of project/program. Transfer to Nationa Archives and Records Administration 30 years after
termination of project/program. (N1-434-96-9)

Level 11: Research tha leads to the development of a"first of itskind" process or product;
improved an existing process, product, or gpplication, or has implications for future research.

Leve 11 Disposition Instructions: Cutoff files after project/program completion, cancellation or
termination, or in 5 year blocks. Retireto FRC 2 years after termination of project/program. Destroy
25 years dfter termination of the project/program. (N1-434-96-9)

Level I11: Research projectyprogramsthat do not fal into Leve | or I1.



Leve |11 Dispostion Instructions: Cutoff files after project/program completion, cancellation or
termination, or in 5 year blocks. Retireto FRC 2 years after termination of project/program. Destroy
10 years after termination of project/program. (N1-434-96-9)
FIGURE 1.0
Research & Development Evaluation Checklist

Thefallowing ligt isintended for guidance purposes only. Individuad Sites are encouraged to develop an
evauation form for R&D records consisting of these el ements or gppropriate variations.

1.  Full name of office or unit cregting the records.

2. Officid name of the project, project number or sub-project identifier, and summarized statement
of work.

3. Summary of the project and its Sgnificance, including sgnificant milestones
(dat, finish .. .).

4.  Name(s) of principa researcher(s).

5. Names of team members.

6. Location of principa researcher(s) and team members.

7. Funding and/or oversight DOE program.

8.  Research methodology, procedures, and techniques unique to project.

9. Hasapatent been filed?

10. Aretherecordsthe subject of pending litigation?
(Note: No document should be destroyed if it is related to a complaint or aclam which has been
filed or islikely to befiled even if the retention has been reached or exceeded. Approved
dispositions may be applied after resolution of the litigation and any subsequent gppedls.)

11. Typesof records (e.g., reports, correspondence, drawings.). ldentify any access redtrictions.

12.  Medium of records (e.g., paper, diskette, microfilm . . .).

13. Location of records.

14. BEvaduation of records for future research and historica use.
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15. Suggested retention.

RESEARCH & DEVELOPM ENT RECORDS

This schedule covers R& D records and reports for the U.S. Department of Energy's (DOE) complex.
Records covered by this schedule are grouped into the following categories:

1. Research & Development Project Records

2.  Research & Development Program Management Records

3. Medica Research Records

1. RESEARCH & DEVELOPMENT PROJECT RECORDS

R&D project records may be maintained as. @) aproject casefile or b) individual record series. The
project case file approach provides a complete record of an R&D project from start to finish, alowing
the reconstruction of relevant procedures and andyses. The second method for organizing and
maintaining R& D project recordsis by individud record series.

The criteriafor scheduling records into one of the following three levels, unless otherwise indicated in the
schedule, isasfollows:

Level |: Projectswhich recaived naiond or internationa awards of digtinction; active
participation of nationdly or internationaly prominent investigators, research which resulted in a
sgnificant improvement in public hedth, safety, or other vita nationd interests; scientific endeavors
which were the subject of widespread nationd or international media attention and/or extensive
Congressiona, DOE or other government agency investigation; show the development of new and
nationdly or internationaly significant techniques which are critica for future scientific endeavors;
or made a sgnificant impact on the development of nationd or international scientific, politicdl,
economic, or socid priorities.

Level | Disposition Instructions: Permanent. Cutoff after project/program completion, cancellation,
or termination, or in 5 year blocks. Retire to FRC 2 years after termination of project/program.
Transfer to NARA 30 years after termination of project/program.

(N1-434-96-9)

Level 11: Research that leads to the development of a"first of itskind" process or product;
improved an existing process, product, or gpplication, or hasimplications for future research.

Level 11 Disposition Instructions: Cutoff files after project/program completion, cancellation or
termination, or in 5 year blocks. Retire to FRC 2 years after termination of project/program. Destroy
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25 years after termination of project/program. (N1-434-96-9)

Level I11: Research projectyprogramsthat do not fal into Leve | or II.

Level 111 Disposition Instructions: Cutoff files after project/program completion, cancellation or
termination, or in 5 year blocks. Retireto FRC 2 years after termination of project/program. Destroy
10 years after termination of project/program. (N1-434-96-9)

A. R&D Project CaseFiles: A project casefileincludes dl records related to the project and

may include but are not limited to the records itemized in B. R& D Record Series.

1

Leve | (seecriteriaabove). Permanent. Cutoff after project/program completion,
cancellation, or termination, or in 5 year blocks. Retireto FRC 2 years after termination of
project/program. Transfer to NARA 30 years after termination of project/program.
(N1-434-96-9)

Leve Il (seecriteriaabove). Cutoff after project/program completion, cancelation
termination, or in 5 year blocks. Retireto FRC 2 years after termination of
project/program. Destroy 25 years after termination of project/program.
(N1-434-96-9)

Leve 1l (see criteriaabove). Cutoff after project/program completion, cancellation
or termination, or in 5 year blocks. Retire to FRC 2 years after termination of
project/program. Destroy 10 years after termination of project/program.
(N1-434-96-9)

B. R& D Record Series.

1

Adminidrative records that include correspondence relating to project justification, staffing,
initiation or execution; project management plans, records management plans, and periodic
status reports.

@ Level | (seecriteriaabove). Permanent. Cutoff after project/program
completion, cancellation, or termination, or in 5 year blocks. Retireto FRC 2
years after termination of project/program. Transfer to NARA 30 years after
termination of project/program. (N1-434-96-9)

(b) Leve Il (see criteriadbove). Cutoff after project/program completion,
cancellation or termination, or in 5 year blocks. Retireto FRC 2 years after
termination of project/program. Destroy 25 years after termination of
project/program. (N1-434-96-9)

(© Leve Il (see criteriaabove). Cutoff after project/program completion,
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cancellation or termination, or in 5 year blocks. Retireto FRC 2 years after
termination of project/program. Destroy 10 years after termination of
project/program. (N1-434-96-9)

2. Hnancid documents which include: budgets, cost runs, work breskdown structure and
travel expenditures.

Cutoff filesannudly. Destroy 10 years after cut off. (N1-434-96-9)

3. Contractua and procurement documents which include: funded proposa's, sponsor
contracts, subcontracts, contract specifications, statements of work, letters of instruction,
related service agreements and accompanying ingtructions and technica procedures and
study protocols; procurement specifications and purchase orders and any subsequent
revisons.

Cutoff filesannudly. Destroy 10 years after cut off. (N1-434-96-9)

4.  Qudity assurance documents include, but are not limited to: quality assurance plans, and
related reports of QA audits, project assessments, nonconformance and corrective action
reports, deficiency reports, and certificates of conformance.

@ Leve | (see criteriadove).

Permanent. Cutoff after project/program completion, cancellation, or termination, or in 5 year
blocks. Retireto Federad Records Center (FRC) 2 years after termination of project/ program.
Trangfer to Nationd Archives and Records Administration (NARA) 30 years after termination of
project/ program. (N1-434-96-9)

(b) Leve Il (see criteriaabove).
Cutoff after project/program completion, cancellation or termination, or in 5 year blocks. Retire to
FRC 2 years after termination of project/program. Destroy 25 years after termination of project/
program. (N1-434-96-9)

(© Leve Il (see criteriaabove).
Cutoff after project/program completion, cancellation or termination, or in 5 year blocks. Retire to
FRC 2 years after termination of project/program. Destroy 10 years after termination of project/
program. (N1-434-96-9)

5.  Reports of inventions, disclosures/patents and copyrights.

Refer to DOE Records Schedule 7. (N1-434-96-9)
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6.  Desgn documentation including experimenta set up, schematics, flow charts and logs, test
controls and ingtructions, test records and certifications, measuring and test equipment
control listings, and calibration records.

@ Leve | (see criteria above)

Permanent. Cutoff after project/program completion, cancellation, or termination, or in 5 year
blocks. Retireto Federa Records Center (FRC) 2 years after termination of project/ program.
Trangfer to Nationd Archives and Records Administration (NARA) 30 years after termination of
project/ program. (N1-434-96-9)

(b) Leve Il (see criteriaabove)
Cutoff after project/program completion, cancellation or termination, or in 5 year blocks. Retire
to FRC 2 years after termination of project/program. Destroy 25 years after termination of
project/program. (N1-434-96-9)

(© Leve 1l (see criteriaabove)
Cutoff after project/program completion, cancellation or termination, or in 5 year blocks. Retire
to FRC 2 years after termination of project/program. Destroy 10 years after termination of
project/program. (N1-434-96-9)

7. Basc data sheets and datalogs.

Destroy when 5 years old unless specificaly designated as ddliverablesin contractud or
procurement documents. If designated as such, apply Leve 11 criteriaand disposition
ingructions. (N1-434-96-9)

8.  Computer code documentation and software/hardware requirements, including benchmark
test/data results. File specifications, record layouts relating to a master file or database
authorized for disposdl.

Destroy when superceded or obsolete or upon authorized deletion of the related magter file or
database, or upon the destruction of the output of the system, if the output is not needed to
protect legd rights. (N1-434-96-9)

9.  Technicd documents which include: technical papers, sgnificant technica correspondence,
engineering plans and drawings, final reports, photographs and negatives related to the
project; test schedules, specifications, fina approved standards, fina research data,
datistica anayses, tables, charts, graphs, computer printouts or analyses of scientific or
engineering data, and other accumulated records documenting the progress and completion
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of R&D projects.
@ Leve | (see criteriadove).

Permanent. Cutoff after project/program completion, cancellation, or termination, or in 5 year
blocks. Retireto FRC 2 years after termination of project/program. Transfer to NARA 30 years
after project/program termination. (N1-434-96-9)

(b) Leve |l (see criteriaaove).
Cutoff after project/program completion, cancellation or termination, or in 5 year blocks. Retire
to FRC 2 years after termination of project/program. Destroy 25 years after project/program
termination. (N1-434-96-9)

(© Leve Il (see criteria above).

Cutoff after project/program completion, cancellation or termination, or in 5 year blocks. Retire
to FRC 2 years after termination of project/program. Destroy 10 years after project/program
termination. (N1-434-96-9)

10. Supporting technica information which includes: preliminary reports, notes and working
papers, computer printouts, draft copies of papers used by technical writers and any other
preliminary or draft copies.

Destroy when 5 years old unless specificaly designated as deliverables in contractua or
procurement documents. If designated, apply Leve 111 criteriaand dispogtion ingructions.  (N1-
434-96-9)

11. Prdiminary sketches, drawings, specifications, and photographs.

Destroy when 5 years old unless specificaly designated as ddliverables in contractua or
procurement documents. |f designated, apply Leve 11 criteria and dispogtion ingructions. (N1-
434-96-9)

12 Raw datain various media (punch cards, computer printouts, magnetic tapes, videotapes,
photographs, or comparable media) used to collect and assemble data of a preliminary or
intermediate character generated from such processes as experiments or observations used
for reference in arriving at determinations in the conduct of research projects or determined
to have probable value for secondary evauations or future experiments.

Destroy when 5 years old (or earlier if authorized by appropriate Site review) unless the records
are ecifically designated as ddiverablesin contractua or procurement documents. If designated,
apply Levd 111 criteriaand disposition ingructions. (N1-434-96-9)



@ Electronic/computer files.

Electronic/computer files are to be destroyed/del eted after the necessary data has been
incorporated/summarized into another file. (N1-434-96-9)

13. Evauated or summarized data resulting from study of raw dataincluding memoranda,
graphs, tabulations, reports, log books, and related papers

@ Leve | (see criteriaabove).

Permanent. Cutoff after project/program completion, cancellation, or termination, or in 5 year
blocks. Retireto FRC 2 years after termination of project/program. Transfer to NARA 30 years
after termination of project/program. (N1-434-96-9)

(b) Levd Il (see criteriaabove).

Cutoff after project/program completion, cancellation or termination, or in 5 year blocks. Retire to
FRC 2 years after termination of project/program. Destroy 25 years after termination of
project/program. (N1-434-96-9)

(© Leve Il (see criteria above).

Cutoff after project/program completion, cancellation or termination, or in 5 year blocks. Retire to
FRC 2 years after termination of project/program. Destroy 10 years after termination of
project/program. (N1-434-96-9)

14. Controlled notebooks issued to researchers specifically to document research results. These
notebooks contain technica and scientific data accumulated from the conduct of research
and development and are often not duplicated in technical reports or project casefiles.
These notebooks frequently contain data essentid in establishing patent or invention rights.

@ Leve | (see criteriaabove).
Permanent. Cutoff after project/program completion, cancellation, or termination, or in 5 year
blocks. Retireto FRC 2 years after termination of project/program. Transfer to NARA 30 years
after termination of project/program. (N1-434-96-9)

(b) Leve Il (see criteriaabove).
Cutoff after project/program completion, cancellation or termination, or in 5 year blocks. Retire to
FRC 2.years after termination of project/program. Destroy 25 years after termination of
project/program. (N1-434-96-9)

(© Leve Il (see criteriaabove).
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2.

Cutoff after project/program completion, cancellation or termination, or in 5 year blocks. Retire to
FRC 2 years after termination of project/program. Destroy 10 years after termination of
project/program. (N1-434-96-9)

15. Technicd Progress Reports submitted by laboratories or other project offices to show the
initiation and degree of completion of projects, and consolidated reports prepared
therefrom.

@ Leve | (see criteriaabove).
Permanent. Cutoff after project/program completion, cancellation, or termination, or in 5 year
blocks. Retireto FRC 2 years after termination of project/ program. Transfer to NARA 30
years after termination of project/program. (N1-434-96-9)

(b) Leve Il (see criteria above)
Cutoff after project/program completion, cancellation or termination, or in 5 year blocks. Retire to
FRC 2 years after termination of project/program. Destroy 25 years after termination of
project/program. (N1-434-96-9)

(© Leve Il (see criteria above).
Cutoff after project/program completion, cancellation or termination, or in 5 year blocks. Retire to
FRC 2 years after termination of project/program. Destroy 10 years after termination of
project/program. (N1-434-96-9)

RESEARCH & DEVELOPMENT PROGRAM MANAGEMENT RECORDS

R& D Program Management records document the basis for research and development program
management decisions, direction, policies and responsibilities, and the planning and status of research
projects within a program. A program is an organized group of projects that may be related by asingle
to t*/heme. Projects making up a program may involve different technology disciplines and maybe
conducted by severd organizations. Program records identified in this section may aso include
technica committee and board records.

A. R&D Program Planning Records. Records of boards and committees studying assigned
technical research and development problems, including requirements for or the
authorization of projects, the scheduling and phasing of projects or programs, and the
control and coordination of various R&D project phases or programs. Records consist of
agendas, directives, minutes of meetings, papers relating to the establishment, revision, or
termination of projects, and other papers reflecting the boards or committees actions,
recommendations and accomplishments.
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1 Records maintained by DOE Headquarters Program Manager.

Permanent. Cutoff files every 5 years and retireto FRC. Transfer to NARA 30 years after
cutoff. (N1-434-96-9)

2. Records maintained by each Laboratory, Director or equivalent.

Permanent. Cutoff files every 5 years and retireto FRC. Transfer to NARA 30 years after
cutoff. (N1-434-96-9)

3. Records maintained by other DOE sites and contractor organizations.

Cutoff filesevery 5 years and retireto FRC. Destroy 20 years after cutoff. (N1-
434-96-9)

3. MEDICAL RESEARCH RECORDS

Records of ongoing clinica research programs and clinically-based experimenta trestment programs.
Includes research activities that involve human subjects conducted in accordance with 10 CFR Part 745
- Protection of Human Subjects.

A.

Patient Case Files. Records of patients treated by physcians as a part of ongoing
dinica- research programs and clinically-based experimentd trestment programs. Each
medica case file includes the complete medica history and record of trestment for individua
patients.

Cutoff files at termination of medical research program. Retire to FRC when gppropriate.
Destroy 75 years after cutoff. (N1-434-96-9)

The medicd documentation component of the individud case files may include, but is not
limited to, the following types of records: referral correspondence, initid clinica data,
correspondence with collaborating medica inditutions, treetment plans and data, patient
treatment notes and procedure notes documenting the course of the diagnostic and
treatment procedures.

Adminidrative documentation in the case file may include, but is not limited to, the following
types of records: patient data sheets and insurance records, release copies for any medical
record information requests, consent forms and permission to treat, and billing
documentation.

The imaging records in the file may include, but are not limited to, the following types of
records. diagnogtic (pre-trestment) and follow-up (post-trestment) images and may include
X-rays, magnetic resonance imaging, computed tomography, and position emisson
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EM

tomography studies.

M edical Resear ch Case Files. These records document the history of research projects
on human subjects from initiation to completion, and include records relating to the
prospective evauation of the safety and efficiency of proposed diagnostic, thergpeutic, or
preventative trestments as well as research, development, design and test results. The
records may include but are not limited to the following: project proposd, review
memoranda and comments, project authorizations and directives, approved protocols,
documentation of assurance, unpublished manuscripts, journd articles and conference
papers, progress reports, correspondence, lists of publications resulting from the project,
test treetment data, daily cdibration data, equipment operation logs, operation and safety
procedures, and Ingtitutiona Review Board records.

Permanent. Cutoff after completion or termination of program, or in 5 year blocks. Retire
to FRC 2 years after cutoff. Transfer to NARA 30 years after termination of
project/program. (N1-434-96-9)

M edical Equipment Data Records. Recordsinclude, but are not limited to, equipment
and instrument calibration; experimenta set-up of equipment; daily cdibration data;
equipment operation logs; equipment service, maintenance and repair records, operations
and safety procedures, that are not appropriate for incluson in the medica project casefile.

Cutoff filesannually. Destroy 15 years after cutoff. (N1-434-96-9)
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