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DIRECTOR'S OFFICE
RECORDS CONTROL SCHEDULE

SCOPE:

This schedule covers records of the Office of the Director, the Office of the Deputy
Director, and the Office of the Director of Research, regardless of format (paper,
electronic, magnetic, photographic, etc.) Routine administrative records not mentioned in
this schedule are covered by either the General Records Schedule or the Department of
Energy Records Schedules. Contact the SLAC Archives and History Office to schedule
records of these offices not listed here.

PART 1: 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 a single theme. Projects making up a program may
involve different technology disciplines and may be conducted by several organizations.
Program records identified in this section may also include technical committee and
board records.
DESCRIPTION:
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.
DISPOSITION: Permanent. Cutoff files every year and retire to SLAC Archives and
History Office
when no longer needed for current business. (N1-434-96-9.2A2)

PART 2: ADMINISTRATIVE RECORDS

DESCRIPTION:

1. Correspondence.

Correspondence files are arranged according to general information or subject content.
Files include letters, memorandums, forms, reports, and other data that relate to functions
for which the office exists, but not to specific case files.

a. Correspondence files documenting the development of plans and policies pertaining to
the mission or functions for which the office has primary responsibility; opinions and
decisions of an important policy or those that set precedents.



DISPOSITION: Permanent. Cut off at the end of each fiscal year. Retire to SLAC
Archives and History Office
when no longer needed for current business. (DOE.ADM16.1.5.a)
b. Correspondence files documenting the implementation of established or new missions,
policies, and procedures for which SLAC has primary responsibility,provided that the
documentation in 2a, above, is preserved.
DISPOSITION: Cut off at the end of each fiscal year. Destroy 15 years after cutoff.
(DOE.ADM16.1.5.b)
2. Administrative Issuances.
a. Notices and other types of issuances related to routine administrative functions (e.qg.,
payroll, procurement, personnel).
DISPOSITION: Destroy when superseded or obsolete. (GRS16.1.a)
b. Case files related to (a) above which document aspects of the development of the
issuance.
DISPOSITION: Destroy when issuance is destroyed. (GRS16.1.b)
3. Issuances Documenting Substantive Functions.
Record set of issuances documenting the substantive functions for which SLAC is
responsible including policies, plans, procedures, practices, and directives.
DISPOSITION: Permanent. Cut off at the end of each fiscal year. Retire to SLAC
Archives and History Office
when no longer needed for current business. (DOE.ADM16.1.1)



