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ADMINISTRA nON FOR CHILDREN AND FAMILIES (ACF) 

Records Schedule 
Year 2000 Documents 
Updated 118/01 

1.	 Assessment Records - Documents the assessment of the Y2K problems. 

a) Assessment Reports, final versions as sent to States. 

b) Assessment Reports, draft versions. 

c) Correspondence WIth States assessments. 

d) Documents regarding Assessment Report follow-up, in mixed paper and electronic 
format. 

e) Assessment site VISItSworking materials, m mixed paper and electroruc, Transfer paper 
medium to records center.
 

f) Trairung matenals for assessment trammg, in paper medium.
 

g) Training materials for state BCCP trammg, m paper medium.
 

h) State BCCP documents m mixed paper and electromc format.
 

DISPOSITION AUTHORITY: Temporary. Retire to Records Center facihty at close of 
project. Destroy records when two years old. 

2.	 Reporting Records - Documents required or voluntary reportmg ofY2K status. 

a) Quarterly State Y2K comphance self-reports. 

b) Quarterly reports to OMB. 

c) Various monthly and other reports. 

DISPOSITION AUTHORITY: Temporary. Retire to Records Center facility at close of 
project. Destroy records when two years old. 
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3.	 Electronic Copies created on electrornc mail and word processmg systems. 

3a) Copies that have no further adrrnmstratrve value after the recordkeeping copy IS 

made. Includes copies maintamed by mdividuals m personal files, personal electronic 
mall directones, or other personal directones on hard disk or network dnves, and copies 
on shared network dnves that are used only to produce the recordkeeping copy 

Disposition: DELETE within 180 days after the recordkeepmg copy has been produced. 

3b) Copies used for dissemination, revision or updatmg that are mamtained m addition 
to the recordkeepmg copy. 

Disposition: DELETE when disserrunation, revision, or updating is complete 

4.	 Contract Records - Records created and mamtamed in the Office of Grants Acquisition 
Management (OGAM), Assistant Secretary for Management and Budget (ASMB). 

DISPOSITION AUTHORITY: Records to be retained accordmg to the General Records 
Schedule (GRS) 3 and the Federal Acquisition Regulation (FAR), Part 4, Subpart 4.704. 

'~.\ >t-ffi' ~ o...rr~ J z.) 1"2../ 00 ~ 

'~"- D'G.;.ac.c\u:() / ~ 



ADMINISTRATION FOR CHILDREN AND FAMILIES (ACF)
 

ecords Schedule 
Ye r 2000 Documents 

1.	 As essment Records - Documents the assessment of the 
prob ms 

Assessm t Reports, final versions as sent to States, In elec
 
Maintain a CF.
 

Correspondence with medium. Transfer to 
records center 

Documents regarding Asse ment Report £ low-up, in mixed paper and 
electronic format Maintain e ectronic fo mat at ACF Transfer paper 
medium to records center. 

Assessment site visits working mat ials, In mixed paper and electronic 
format Maintain electronic form a CF Transfer paper medium to 
records center. 

Training materials for asses Transfer to 
records center. 

Training materials for ate BCCP training, in pap r medium. Transfer to 
records center. 

ents in mixed paper and electronic fi
 
electronic reco sat ACF Transfer paper medium to rec
 

N AUTHORITY: Destroy records Decemb 

2.	 Certifi ation Records - Documents Y2K certification 

DIS OSITION AUTHORITY: Destroy records December 31,2 

3.	 plementation/Renovation/Repair Records - Documents 
actions taken to correct Y2K problems 

DISPOSITION AUTHORITY: Destroy records December 31, 2002 
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Planning Records - Documents planning done for assessment or 
Implementation phases of Y2K problem resolution 

D	 POSITION AUTHORITY: Destroy records December 3 , 2002 

5.	 Rep ing Records - Documents required or voluntary r porting of 
Y2K st tus. 

Quarterly tate Y2K compliance self-reports, In pap
 
Transfer to e records center
 

aintam electronic 

Various monthly an other reports, In elec orne format Maintain 
electronic format at CF 

December 31, 2002 

6.	 Software Records - Docu 
existing software to correct Y 

7.	 Testing Records - D uments any tes g done to detect Y2K 
problems or venfy c rectron of Y2K prob ms 

8.	 Oversight Re ords - Records provided OIG 

9.	 Electro IC Mail - Word processing version of records 

DISP SITION AUTHORITY: Delete when file copy ISge
 
hrch no longer needed for reference or updating
 

10.	 ontract Records - Records created and maintained In the fftce 
of Grants Acquisition Management (OGAM), Assistant Secreta 
Management and Budget (ASMB) 

DISPOSITION AUTHORITY· Retain records according to the 




