e e N . R —

LEAVE BLANK (NARA use only)

REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER
Ni-#19-95- 2,

(See Instructioris on reverse)

JATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) |[PATE RECEIVED .~ A
WASHINGTON, DC 20408 | b-b4s

1. FROM (Agency or establishm‘em) : . NOTIFICATION TO AGENCY
EXECUTIVE OFFICE OF THE PRESIDENT
2. MAJOR SUBDIVISION ILz’\sacCcog%aox;ce ‘R’iﬂé the provisions of 44
: .S.C. 3at is iti vest,
OFFICE OF ADMINISTRATION including zlxmendt:ints,pi: E;éi?é;‘;mxc‘ept 5
or items that may be marked “disposition
3. MINOR SUBDIVISION . not ;pproved“ or “withdrawn” in cofumn 10.
RECORDS MANAGEMENT OFFICE : ‘
4. NAME OF PERSON WITH WHOM TO CONFER | 5. TELEPHONE . OATE IST OF THE UNITED STATES
Nell Doering (202) 395-6471{]/I-5F¢ g(/ ng./
ﬂ

6. AGENCY CERTIFICATION v .
T hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records
and that the records proposed for disposal on the attached _8 _ page(s) are not now needed for the business

of this agencX or will not be needed after the retention }periods specificd; and that written concurrence from
the General Accounting Office, under the provisions of Fitle 8 of the GAO Manual for Guidance of Federal

Agencies,. . _
is not required; D Is attached; or D has been requested.
DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE

»

5/30/95 M OX oL g~ EOP RECORDS MANAGEMENT OFFICER

v

7. ' 9. GRS OR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED | TAKEN (NARA
S, ' 'JOB CITATION USE ONLY)
Executive Office of the President,
Office of Administration, OASIS ALL-IN-1
Applications and other VAX Cluster
Applications records schedule attached.
J
115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91
PREVIOUS EDITION NOT USABLE Prescribed by NAR

36 CFR 1228



EXECUTI VE OFFI CE OF THE PRESI DENT
OFFI CE OF ADM NI STRATI ON

This schedul e applies to the VAX Cluster in the EOP DATA Center
at the Ofice of Adm nistration, Executive Ofice of the
Pr esi dent .

OASI S ALL-I N-1 APPLI CATI ONS

The followi ng applies to the records of the Executive Ofice of
the President that are created or received on the Ofice of
Admi nistration OASIS ALL-IN-1 el ectroni c conmuni cati ons system
after July 14, 1994.

1. E-Mai|l Records. E-mail nessages that are created or
received on the OASIS ALL-IN-1 el ectronic comruni cations
system that have been determ ned to be Federal records.
E-mail records include transm ssion data (identities of
sender and recipient, and the date of transmttal), and
recei pt data, where necessary. The records consist of the
message and any attachnents (including drafts). Nonrecord
material will be deleted after nmonitoring. All Federal
records will be transferred to an el ectronic recordkeepi ng
system for preservation. The electronic recordkeeping
systemw || enable creation of indices to all records in the
system

A Master File of Recordkeeping System Data. ( Not
aut hori zed for disposal as described under 1.B.).

DI SPCsI TI ON: PERVANENT

Transfer data file to NARA at the end of each
Presidential Administration in accordance with 36 CFR
1228.188. A separate Master File of Recordkeeping
System Data will be transferred to NARA for each ECP
Federal conponent.

B. Records in the Recordkeepi ng System cont ai ni ng
tenporary Federal records about routine, short-term
day-to-day adm nistrative matters such as civilian
personnel, fiscal accounting, procurenent, travel and
transportati on, comruni cations, printing, and other
i nternal housekeeping activities that are unrelated to
the official programfunctions of an office and add no
substantial information to the agency official
adm ni strative records.
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DI SPCsI TI ON: TEMPCORARY

Del ete when the agency determ nes that they are no
| onger needed for admnistrative, legal, audit, or
ot her operational purposes.

E- Mani| Records Docunentati on.

The docunentation for each data file will include any
additional informati on about the format of the data
file and/or the context in which the data file was

cr eat ed.

DI SPCSI TI ON: PERVANENT

Transfer a copy of the E-mail records docunmentation to
NARA with the records described in 1. A (above).
Transfer any updates to the docunmentation wth
subsequent transfers of records.

NOTE: All transfers of docunentation will conformw th
requirements in 36 CFR 1228.

El ectronic Version of the E-Miil Federal Records on the
"Live" QASIS ALL-IN-1 System

DI SPCsI TI ON: TEMPCORARY

Del ete when Federal records have been copied to the
recor dkeepi ng system

Federal Record Cal endars and Task Tracki ng Created on the
OASI S ALL-I N1 System of Designated H gh-Level Oficials.

Federal cal endars created by the Executive Ofice of the
Presi dent designated high-level officials.

A

El ectroni ¢ Versi on.
DI SPOSI Tl ON: TEMPORARY

Delete after printing and filing calendar in
appropriate file.

Paper Versi on.
DI SPCSI TI ON: PERVANENT
Interfile with official records and transfer to NARA

according to the approved schedul e controlling those
records.
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Indices. Lists maintained on the systemof the contents of
el ectronic folders of OASIS All-IN1 users.

DI SPOsI TI ON: TEMPORARY

Del ete when no | onger needed for admnistrative, |egal,
audi t, or other operational purposes.

Distribution Lists. Miling lists on the OASIS ALL-IN1
System created by users for sending e-mail nessages to
groups of recipients. All recipients of e-mail nessages are
identified in full on the nessage itself.

DI SPOsI TI ON: TEMPORARY

Del ete when no | onger needed for adm nistrative, |egal,
audi t, or other operational purposes.

EOP Directory. The data on the EOP Directory contains nanes
of individuals, their organization affiliation, room nunber,
and tel ephone nunbers. This is a dynam cally changing |i st
of EOP personnel .

A El ectroni c Copy.
DI SPOSI TI ON: TEMPORARY

Print out paper copy quarterly. Delete and/or update
as necessary.

B. Paper Copy.
DI SPCSI TI ON: PERMANENT

Retire printed copy with Ofice of Adm nistration,
I nformati on System and Technol ogy Division official
files in accordance with NARA approved records
schedul es.

Phone Messaging. The Desk Managenent function allows the
user to send phone nessages through the conputer. Phone
nessages that are records because they contain substantive

i nformati on on agency activities nmust be docunented and
i ncorporated into the agencies official files.

A El ectroni c Copy.
DI SPOSI TI ON: TEMPORARY

Del et e when one nonth ol d.



B. Paper Copy.

Interfile with official records and handl e according to
t he approved schedule controlling those records.

Pager Requests. The Desk Managenent function allows the
user to send pagi ng requests.

DI SPOsI TI ON: TEMPORARY

Del et e when one nonth ol d.

OASI S ALL-1N-1 AND OTHER VAX CLUSTER APPL| CATI ONS

8.

Backup Tapes. Backup tapes created after July 15, 1994, of
the VAX Cluster which includes VM5 Systemrel ated software,
user directories, training packages for system operators,

and Presidential and Federal applications, consisting of
copi es of temporary records authorized for destruction,
nonrecord materials, and records that are duplicated

el sewhere for preservation and disposition. See Information
Not e concerning Presidential records.

DI SPCsI TI ON: TEMPCORARY

Dai |l y Backup Tapes. Delete when set of weekly backup tapes
has been created w thout error.

Weekly Backup Tapes. Delete when 90 days ol d.
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| NFORVATI ON NOTE: The foll owi ng applications are authorized for
di sposi ti on under the NARA CGeneral Records Schedul es.

OASI S ALL-IN-1 APPLI CATI ONS

1.

User Directory. The user directory is an electronic feature
of the systemthat provides users with a short-cut to
entering the nane of the intended recipient of a nessage.
This is a dynam cally changing list of system users.

DI SPCsI TI ON: TEMPCORARY

Del ete when no | onger needed for adm nistrative, |egal,
audit, or other operational purposes.

VWAVES Appoi nt ment Requests. Requests to the Secret Service
to clear visitors into the Wi te House conplex. The Secret
Service preserves all requests that it receives.

A El ectroni ¢ Requests.
DI SPOsI TI ON: TEMPORARY

Del ete when no | onger needed for adm nistrative, |egal,
audit, or other operational purposes.

B. Requests nade on Paper Forns.
DI SPCsI TI ON: TEMPORARY

Destroy when no | onger needed for adm nistrative,
| egal , audit, or other operational purposes.

Bulletin Board. The bulletin board is used to notify QASIS
Al'l -1 N1 users of schedul ed events such as bl ood dri ves,
classroomtraining, and insurance open seasons. The record
copy of announcenents is maintained in the recordkeeping
system of the originating office and is separately

schedul ed.

DI SPCsI TI ON: TEMPCORARY

Del ete when no | onger needed for adm nistrative, |egal,
audit, or other operational purposes.

Suggestion Box. Electronic nessages fromQASIS All-IN1
users suggesting i nprovenents to the system

DI SPOsI TI ON: TEMPCORARY

Del ete when no | onger needed for adm nistrative, |egal,
audi t, or other operational purposes.
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OASI S ALL-IN-1 APPLI CATI ONS (conti nued)

5.

User Set-up. Consists of user passwords, |ocations, work
hours, cal endar and date formats, and |og-in/log-out data.

DI SPOsI TI ON: TEMPORARY

Del et e when no | onger needed for admnistrative, |egal,
audi t, or other operational purposes.

Federal Record Cal endars and Task Tracking of Staff (O her
t han Designated Hi gh-Level Oficials).

DI SPOSI TI ON: TEMPORARY
Del ete when two years ol d.

System Di stribution Lists. Miling lists created by system
managers to facilitate system nessages to users.

DI SPCsI TI ON: TEMPORARY

Del ete when no | onger needed for adm nistrative, |egal,
audi t, or other operational purposes.

OTHER VAX CLUSTER APPLI CATI ONS

8. DB/ 2 Services Request Form This application allows clients
to request DB/ 2 system and data base adm nistration

servi ces.
DI SPCSI TI ON: TEMPORARY
Del ete when no | onger needed for adm nistrative, |egal,
audi t, or other operational purposes.

9. Security Files. These are system generated data that are

used to nonitor user attenpts to access any conputer
resource fromoutside the EOP conpl ex; also contains a |og
file of all accesses to the systemusing dial-up and a
security report file on every day log-in errors.

DI SPCsI TI ON: TEMPCORARY

Del ete when no | onger needed for adm nistrative, |egal,
audit, or other operational purposes.
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OTHER VAX CLUSTER APPLI CATI ONS (conti nued)

10.

11.

12.

NOTE:

Supply Order Form This application is accessed through the
Desk Managenent function and allows the user to order
suppl i es.

DI SPCsI TI ON: TEMPORARY

Del ete when no | onger needed for adm nistrative, |egal,
audi t, or other operational purposes.

Trai ning Schedul es (SCHED). This function allows custoner
support to register clients for conputer classes and produce
attendance reports.

DI SPOsI TI ON: TEMPORARY

Del ete when no | onger needed for adm nistrative, |egal,
audit, or other operational purposes.

Weekly Usage Reports. This is systemgenerated data used to
noni tor system usage.

DI SPOsI TI ON: TEMPORARY

Del ete when no | onger needed for adm nistrative, |egal,
audit, or other operational purposes.

A data tape that conforns with 36 CFR 1228 of OASI S
ALL-IN-1 el ectronic comuni cations that contain

Presi dential records (excluding nonrecord material s)
will be transferred to the Wiite House O fice of
Records Managenent at the end of each year or nore
often shoul d the vol une exceed nore than one data tape
per year
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| NFORVATI ON NOTE:  The foll owi ng applications are nonrecord:

OASI S ALL-1 N-1 APPLI CATI ONS

1.

Cal cul ator. The Desk Managenent function provi des access to
a calculator for the users personal use.

I nformati on Managenment. This function displays comerci a
and ot her non-agency infornmation such as the news and
weat her .

Lock Keyboard. This function allows the user to insert a
speci al password to | ock the keyboard when not in use.

Per sonal Rol odex. The Personnel Directory function provides
this feature that allows users to create personal address
and tel ephone lists for ready reference and not for
circul ati on.

Training Routines and HELP Files. The interactive training
routines allows the users to becone famliar with the
various functions on the system The HELP file contains
text to assist users as they are executing their
appl i cati ons.

Wrld Wde Tine. The Desk Managenent function allows the
user to find the time in major foreign and United States
cities.

OTHER VAX CLUSTER APPLI CATI ONS

7.

Per sonnel Vacancy Search Request. This function provides
access to specific lists of government-w de vacanci es.

Presidential Remarks On-Line. This is a Library application
used by the library staff to access Presidential public
statenents and speeches.






