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Class Agenda 

 What is a Record  
 How to use Sandia’s Records Retention and 

Disposition Schedule (RRDS) 
 Procedures for Sending Records  
 Retrieving and Returning Records  

 Destroying Records in Inactive Records Storage 

 Corporate Archives (Historical Records) 

 Who to call 

 Review 
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What is a Record 

 Records include any recorded 
information or documentation 
(regardless of media) created or 
received and used in our 
technical and administrative 
work.  

 If it is a record, it must be kept 
for the appropriate time, as 
indicated in the SNL Records 
Retention and Disposition 
Schedule (per IM100.2.2 Control 
of Record) 

 

 The SNL Records Retention and 
Disposition Schedule contains 
information about groups of 
records at Sandia called records 
series. Use this schedule to 
determine Sandia's records 
retention period (how long to 
keep recorded information) and 
office of record (who is 
responsible for maintaining the 
records).  

 

http://ws05snlnt/retention/RecordsDefinition.htm
http://ws05snlnt/retention/RecordSeriesDefinition.htm
http://ws05snlnt/retention/RecordSeriesDefinition.htm
http://ws05snlnt/retention/RetentionPeriodDefinition.htm
http://ws05snlnt.sandia.gov/retention/OfficeOfRecordDefinition.htm


The Life Cycle of a Record 

Creation 

Distribution & 
Use 

Maintenance 
& Storage 

Retention & 
Disposition 

Archives & 
Long-Term 

Preservation 



Types of Records 

 In-house publications (e.g. SAND 
Reports)    

 Papers, Reports, Technical 
Reports 

 Correspondence, Memos  

 Lab/Engineering notebooks and 
logbooks 

 Software and Calculations 

 Maps and Charts 

 Models and samples 

 Electronic data, documents 

 



What are Non-records? 
 

 Extra copies of 
documents kept for 
reference only 

 Stocks of publications 
for distribution 

 Commercial published 
reference material 

 Personal papers 
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Inactive Records Storage 

Inactive Records Storage services include: 

 

 Storage and retrieval of inactive unclassified and 
classified records. 

 

 Destruction of records in storage at the end of 
specified retention period and after the approval of 
the owning organization. 
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What Not To Store. . . 

 Non-Records 
I. Commercial software and manuals 

II. Textbooks 

III. Reference material 

 Media that will become 
obsolete due to 
technology 

I. CD/DVD 

II. Floppy disks 

 

 Accountable Classified 
Removable Electronic 
Media (ACREM) 

I. Top Secret 

II. Sigma 
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Review Box Contents 

All boxes 

containing 

incorrectly 

classified 

records can 

result in an 

infraction!! 



Preparing Records For Storage 

 Order supplies through JIT (Supply 
List Handout) 

 Sort the records 

 Remove the records from binders 
and hanging folders (place in labeled 
files or pocket folders)   

 Find the record series number in 
Sandia’s Records Retention and 
Disposition Schedule 

 Pack the box (Packed box should not 
weigh more than 35 lbs.) 
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Preparing the IRT Form... 
 
 Each box must have a separate IRT form 

 Inactive Records Transfer form – SF1400-B 

 Records Series Number from SRRDS  

 Record description should be detailed and contain: program name, project, 
date of records description of media 

 For Classified Records – description must be unclassified and each 
document listed with a (u) at the end of the title, classification level, and 
media type 

Why are descriptions so important? 
 The information used for retrieval comes in part from the description 

 This metadata is vital in assuring the correct box is being chosen when a box 
is recalled 

 Remember! Do not send classified descriptions! 
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Sample IRT Form 
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Packing Unclassified Boxes For Storage  
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Packing Classified Boxes For Storage 
 Classified Records 
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Sending the Boxes. . . 

 Prepare a Move Order through the 
Web Application 

 

 Recipient:   

  284-2116 (Martha Bertsch) 

  844-2466 (Dana Crosby)  

 

  Transportation Services, will pick-up 
the boxes and deliver to the Inactive 
Records Storage Office 

 

 Email IRT to  
Inactive-Records Storage@sandia.gov    
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Accepting Boxes For Storage 

 Assign and record the box number and storage location on 
the IRT form 

 Enter data into the data base 

 Return the confirmation copy of the IRT form to the sender 

 Store the box 
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Retrieving  Boxes  From  Storage 

Way #1 

 Call: 

  Martha Bertsch      284-2116 

  Dana Crosby          844-2466 

 

 E-Mail: 

 Inactive-Records-
Storage@sandia.gov 

 

 Provide  Box Number and  Location 

 

Way #2 

 Versatile Web Module 
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Returning Boxes To 
Storage 

 Inventory the contents of the box against the IRT 

 If records have been removed: 
 Please inform the Inactive Storage staff. These boxes will be permanently 

transferred to you, and a new box with a new IRT should  be sent in with 
the remaining records. 

 A new box number, and IRT will be sent to you for your records. 

 If the records in the box are unclassified and remain 
the same: 

 return the box with same IRT 

 If the contents are CLASSIFIED, 

 You must use a new box,  seals, labels and pouch 

 The liner may be used again and the IRT remains the 
same 

 Prepare Move Order through the Web Application. 
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Destroying Records 

 When records in Inactive 
Records Storage have 
completed their retention 
period, the Manager of the 
org owning the box will be 
contacted to review the IRT. 

 

Special consideration for disposition 

•Litigation 

•Court order 

•Current FOIA request 

•Current or upcoming Audit 

•Epidemiology Records 
Moratorium  

Or if they have been through the 
Technical Review Process for R&D, 
Defense Programs/Nuclear Weapons 
Records 

 

19 



The Corporate Archives:  
An Information Center For Sandia History 

 Mission: The Corporate Archives plays a key role in promoting 
the value of Sandia’s history by identifying, locating, and 
preserving historically valuable records that represent the 
Laboratories’ corporate memory. 

 

 Call Myra O’Canna for further information -- 844-6315 
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For Information Or Assistance On Records Management, Contact The Recorded 
Information Management Department 

 
Inactive Records Storage : Martha Bertsch         284-2116 

                    Dana Crosby             844-2466 

     

Customer Funded Record Center  Dolores Castellano  844-7119 

(ES&H, Security, Training,  

Production and Power Sources) 

 

Records Management Questions Tracy Hinkel  844-5152 

 

Homepage Location:  http://www-irn.sandia.gov/recordsmgmt/depthp.htm  
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Let’s Review 

Customer 

1. Classify records correctly 

2. Pack box correctly 

3. Complete IRT form 

4. Seal box correctly 

5. Send box to Inactive Records 
Storage 

6. Return intact boxes  

7. Keep boxes that have been 
altered and completes a new IRT 
for remaining content 

 

Inactive Records Storage 

 Provide guidance as to how to 
complete 1-5 

 Enter data into the Records 
Management System accurately 

 Provide updated IRT to customer 

 Place box into storage 

 Retrieve box as needed by the 
customer 

 Provide disposition for records 
that have met their retention per 
federal guidelines 
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Questions? 

http://www-irn.sandia.gov/recordsmgmt/depthp.htm 

SAND-2012-4358C 
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