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PROCEDURE FOR APPROVING RECORDS DISPOSITION SCHEDULES

1. The originating office determines the need for a new schedule and prepares an DOE Records
Schedule Worksheet (Attachment 2).

2. Thedraft is submitted to the designed Records Liaison Officer (RLO) for review and
coordination.

3. If appropriate information has been provided, the RLO will prepare an SF-115.

4. Both the Worksheet and SF-115 will be forwarded to counterparts in the Field for review
and comment. (If the records are not created at Field sites, this step can be deleted.)

5. The RLO will incorporate comments, coordinate the draft withthe DOE Office of General
Counsdl, and take other appropriate action based on comments received.

6. When complete, the RLO will forward the Worksheet and SF-115 to the designated senior-
level official for approval and signature.

7. Once signed, the senior-level official will forward the package to IM-11 for action.

8. The Departmental Records Office will assign the package to the appropriate staff member
according to Program Office assignment. An entry will be opened in the SF-115 Tracking
database so that progress can be monitored.

9. The appropriate staff member will assess the package, determine if additional analysisis
required and either (1) work with the Program RLO to resolve issues (2) obtain additional
reviews depending on the content of the package, and (3) forward the SF-115 to the
Departmental Records Officer for signature.

10. Once signed, 3 copies of the SF-115 will be made. The origina and two copies will be
forwarded to the DOE’s Appraisal Archivist at NARA and the third copy will be filed aong
with the worksheet and any notes created during the analysis.

11. Thetitle and submittal date will be entered in the SF-115 tracking database by the IM-11
staff.

12. Upon notification of NARA approval, the SF-115 will be posted on the website and an
email sent to al offices for generic schedules and to the originating office for site-specific
schedules.



Attachment 1

WORKFLOW
SF-115 Preparation and Submittal
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Attachment 2

DOE Recor ds Schedule W or ksheet
DOE F243.1 (10/2000)



DOE F 243.1
10/00
U.S. DEPARTMENT OF ENERGY
RECORDS SCHEDULE WORKSHEET
Instructions: This Form Must Accompany Proposed SF-115

REPLACES DOE F 1324.5

1. Pointof Contact (Name and Title):

3. Telephone No.:

4. E-Mail Address:

2. DOE Site and Organization Title:

5. Date Submitted:

6. Schedule: (Serieswill apply to more than one site)
Generic Site Specific

7. ldentify Related Schedules(s):

8. Series Title and Description: (Indicate function/purpose of information. For electronic records include: System description, input and output

source, and metadata.)

[ See Continuation Page (Attach Blank Sheet)

9. Related Records (Explain reason for any duplication of recordkeeping, relationship of related records to record series, and disposition periods, if

different from Item 13).

10. Record Medium:
[ Paper [ 1 Audiovisua
|1 Microfilm |1 Electronic: Hardware/
Software Environment:
[0 Other, Specify

11. Categories:

[] Epidemiology
]1 Quality Assurance
‘1 Vital Records

[0 Emergency Operating
[0 Rights& Interests

|1 Privacy Act
[] other, Specify

12. Reference Activity:

|:|_ Active (At least once amonth per file unit)

|1 Semi-Active
(Less than once a month per file unit)

|1 Inactive

(Not used for current agency/business)

13. Recommended Disposition Period:

14. Justification (Includes regulatory drivers):

15. File Cutoff Instructions:

16. Condition of Records:

1 Month |1 6 months
|1 1Year ‘1 Other, Specify:
17. Files Arranged by: (Check appropriate boxes):
Subject Numerically [1 Alphabeticaly
D_ Case D_ Chronologically D_ Other, Specify:

18. Inclusive Dates: (Leave blank if specific dates unknown)

(From)

19. Total Volume 20. Annual Accumulation

(Cubic Feet) (Cubic Feet)




DOE F 243.1 Records Schedule Worksheet
Continuation Page

Item No. 8:



