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	 ADVANCE \d 4 ORGANIZATION UNIT
	 ADVANCE \d 4 Directorate/Center Name:
	Facilities & Operations

	
	Department Name:
	Facility Management Information & Support

	
	Section Name:
	N/A

	
	Group Name:
	Engineering & CM Procedures Group

	
	Q.A. Plan Number: 
	N/A     
	DUSA:   X Yes   □ No


 ADVANCE \d 4 APPROVAL SIGNATURES

	
	John S.  Doe
	01/01/01
	
	John Q. Public
	01/01/01
	

	
	Manager: John S. Doe/12345
	Date
	
	Records Management
	Date
	

	
	John S. Doe
	01/01/01
	
	
	
	

	
	Records Custodian: John S. Doe/12345
	Date
	
	Quality Engineer (if required by Q.A. Plan)
	Date
	

	 ADVANCE \d 2 AGREEMENT: The above approving officials agree that disposal and retirement directions on this Records Inventory and Disposition Schedule (RIDS) are properly applied. It is further agreed, the directions on this inventory will be carried out as indicated and if any changes are made to this inventory the RIDS will be revised accordingly.


 ADVANCE \u 12 
	SCOPE:
	Engineering and Configuration Management Procedures provides the subject matter expertise, systems, and tools for maintaining and improving engineering and configuration management for the laboratory as well as for Facility and Operations.  




 ADVANCE \u12 
	File

Classification
	File Title or Description
	Custodian
	Location
	Retention

Period
	Disposal

Authority
	Media
	Instructions for Transfer to Storage or Client, File Cut-Off, etc.

	
	
	
	
	
	
	
	

	A
	ADMINISTRATION
	JS Doe
	337/1245
	2 yrs or, until obsolete
	Non-Record
	P
	Review annually and destroy obsolete non-record material in office.

	A0
	Records Management
	
	
	
	
	
	

	A0.1
	RIDS
	
	
	
	GRS 16.2a
	
	

	A3
	Reports
	
	
	
	Non-Record
	
	

	A3.1


	HEPA Filter Report
	
	
	
	
	
	

	C
	STAFF and PUBLIC COMMUNICATIONS
	
	
	
	
	
	

	C1
	Staff Communications
	
	
	
	
	
	

	C1.1
	Group Meetings
	
	
	
	
	
	

	H
	FACILITIES AND OPERATIONS
	SJ Smith
	337/1172
	3 years
	GRS 17.10
	
	Send to PNWD Records Center as volume warrants

	H1
	Facility Documentation
	
	
	
	
	
	

	H1.1
	Acceptance Test Plans  
	
	
	
	
	
	

	H1.2
	Design Record Files 
	
	
	
	
	
	

	H1.3
	Equipment List Authorizations 
	
	
	
	
	
	

	H1.4
	Drawings
	
	
	
	
	
	

	H1.5
	Specifications
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