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CURRENCY PRINTING AND PROCESSING 

7. OPERA TIONAL RECORDS 

a. Product Accountabihty and Load Forms 

These records provide ll1-process accountabihty and traceability of 
currency-related matenals throughout currency pnnting and processing 
operations. Files are normally maintained by the ongmatmg section and 
include, but are not limited to, the following forms and associated logs: 

•	 Product Processing Accountabihty Records (PP AR) (BEP Form 
9120), used to record pnnting and ink information and reconcile 
the load by identifying and annotating "good" and "bad" work. 

•	 Notice of Plate Change (BEP Form 8198), Press Plate Record 
Logs, and Plate Pnntmg Inventory Logs 

•	 BEP Security Seals Control Register (BEP 2045-2) 
•	 Mechanical Exam Load Exarmrung Results (LER) (BEP Form 

2997-1) 
•	 Mechamcal Exam Inventory Reports 
•	 COPE Process Results (BEP Fonn2600) and associated Process 

SheetslProcess Sheet Cards - identifies COPE load numbers and 
descnbes the notes and specifies senal number range to be pnnted 
(Per accountability procedure, process paperwork package mcludes 
Process sheet, Order Job Detail Sheet, COPE Process results 
(2600),Currency ASSIgnment Tags (9924), and the 
Transfer/Delivery schedule for Pick hst ) 

•	 Transfer and Delivery Schedules (BEP Form 2446) 
•	 Schedules of Dehvery (BEP Form 8334) 
•	 Schedule of Delivery - Stock Dropped from Press (BEP Form 

8215) 
•	 Schedules of Dehvery of Mutilated Paper (BEP Form 8333) 
•	 Daily Record of Currency Shipments (BEP Form 1972) 

TEMPORARY. Cut off files at end of each fiscal year. Destroy when 2 
years old. 

b. Other Operations Data and Control Forms 

These records identify and control in-process work, ll1-process inspection 
data, dally production statistics, and other production information. Files 



are normally mamtained by the onginatmg section and mclude, but are not 
lirmted to, the followmg forms and associated logs: 

Plate Pnntmg: 
•	 Requisinon and Receipt (Plates and MIscellaneous) (BEP Form 

8343) 
•	 List of Authonzed Signatures for BEP 8343 
•	 Nota-Save data reports (filed by printing date, electronic m WCF) 

(QA retention: destroy after 3 months) 
•	 Daily Production Equiprnent Operational Summary - BEP Form 

2137 (Pressman's log, filed by press number and date) 
•	 Umversal Magnetic Authentication System (UMAS) log sheets 

(filed by printmg date) 
•	 Mylar Overlay Control Sheets 
•	 Plate Pnntmg Overage and Shortage Reports 

Mechanical Exam 
•	 Golden Specification Form (WCF only) 
•	 Specification Data Form (WCF only) 
•	 Nota-Save Loads Exammmg Form (WCF only) 
•	 Mechamcal Dally Production Report - BEP Form 2454 
•	 Verifier's Daily Production Report - BEP Form 9912 

COPE-PAK 
•	 Note Exammer Daily Production Record - BEP Form 8922 
•	 Numeral/Seal Plate Card 
•	 Blanket maintenance sheet (DC only) 
•	 Starting Number Assignment Notice - BEP Form 9048 
•	 Record of Star Stock Issued by Package Number -BEP Form 1991 
•	 Record of Star Stock Issued in Cassettes - BEP Form 1754 
•	 Sheet Exchange Record - BEP Form 9761 

Note Packaging 
•	 Shnnk Wrap Daily Production Record - BEP Form 2226 
•	 D-300 Report - BEP Form 9091 

Federal Reserve Vault 
•	 Shipment and Receipt Ledgers 
•	 Receipt For Federal Reserve Notes and Letter of Advice of 

Shipment (BEP Form 1907) 

TEMPORARY. Cut off files at end of each fiscal year. Destroy when 
most recent file IS 1 year old. 



c. Daily Production Summary Reports 

Summary reports of dally currency pnntmg and processing statisncs, 
equipment downtime, shift staffing, and other routine operational 
activitres. Files are mamtamed withm associated currency production 
sections and mclude: 

•	 Currency Pnntmg DIviSIOnDally Production Summary 
•	 Mechanical Exammmg Section Shift Staffing 
•	 Mechanical Exam Summary of Examination for Day, Evening, and 

Midnight Shifts 
•	 Mechanical Exam OClS Electronic Inspection Downtime for 

repairs summary 
•	 Current Washington Currency Production Status 
•	 COPE Summary of Note Production for Day, Evenmg, and
 

MIdnight Shifts
 
•	 COPE Press Downtime Summary 
•	 Schedule of Delivery (Federal Reserve Currency Notes) 
•	 Vault Status Report 
•	 Daily Bnck Total Summary 
•	 Daily Shipment Total Summary Offset Pnntmg Summary of Sheet 

ProductIon for Day, Evening, and Midrught Shifts 

TEMPORARY. Cut off files at end of each fiscal year. Destroy when 
most recent file IS 1 year old. 




