<Project> System Decommission
Records Management Overview and Transition Document

BACKGROUND

State regulations mandate that projects refer to and implement records management policy based on either the Agency (and or Department) policy statements.  Neither the Health & Human Services Agency (HHSA) nor the Office of Systems Integration (OSI) have fully defined, approved and implemented Records Management policies.  The <Project> has been instructed by OSI to interpret and implement a project level policy in lieu of an OSI specific policy or procedure.  To assist in this interpretation, the following references were used:

1) Department of General Services Website  - www.dgs.ca.gov 

2) State of California Records Retention Guide (Guide)  - http://www.osp.dgs.ca.gov/recs/rrhtoc.htm  

3) State Administrative Manual (SAM) – www.dgs.ca.gov/sam 

The SAM Section 1687 (revised 12/00) states that “When a program or function ends, the agency must transfer the custody of the program's records”.  It further defines that the custody is normally transferred to another group within the department, board, commission, or council.  Upon validation with the Department of General Services (DGS), ownership of the project’s Repository will be transferred to a parent group within our existing department (<group name>) and no formal notification of DGS is required with respect to location or trustee information.  It is the responsibility of the receiving organization and trustee (<group name>) to maintain the integrity of the Repository and to include the governance of the contents within their own organizations Record Management Policy.  Access to the <WorkSIte repository name> Repository remains at the discretion of the owners, however, it is DGS policy that external organizations only be allowed access via a public records request.  The OSI Intranet and Internet pages associated with the <Project> application have been updated to prompt interested parties to prepare and submit requests via the instructions that OSI has developed to be in compliance with the Public Records Act (PRA).
ACTIVITIES
The State of California Record Retention Guide defines the steps necessary to develop a Records Management Policy which includes: taking inventory, appraising all records, establishing retention periods, and finally, developing, approving and applying the Retention Schedule.  The <Project> addressed those activities as follows:
· Took an Inventory

In <Month,Year> the Contracts and Fiscal Workgroup (CONFIS) began evaluation of the document repositories. The electronic repositories consisting of various shared drives and IManage (<library name>)) libraries, although comprehensive and large in size, based on their organization are self documenting and did not require specific evaluation by staff. 

In <Month,Year> CONFIS solicited input from the <Project> Staff relating to inventory via the use of ‘Survey Monkey’ (an online communication tool).  XX State and State Vendor staff members were asked to respond to a series of questions relating to the value of hardcopy documents within their workspace.  XX staff responded to the survey with XX indicating that they were in receipt of hardcopy documents requiring further review/appraisal. Those individuals responding positively worked with the Records Management Single Point of Contact (SPOC) to appraise the records as defined in the following section.  This evaluation was completed during the X quarter of <Year>.  This process concluded and all documents determined to be relevant were loaded into the Repository.  No hardcopy documents associated with the <Project> Project remain in the possession of any project representatives.

· Acknowledged Ownership

The <Project> Project is one of many managed by OSI and are neither in receipt nor owners of, many original documents.  To assist in documenting the location of original documents for project history, records retention and access after project closure, CONFIS developed OSI acknowledgement of ownership documents.  

The <Parent Name> is the parent management office for <Project>.  This office assists in the preparation and approval process for state and federal funding documents on behalf of <Project>.  As such, they receive and maintain the original documents for APD and IAPDU. The <Parent Name> Ownership and Acknowledgment Letter can be found in IManage (#NNNN).
The Office of Systems Integrations (OSI) Administrative Branch receives and maintains original invoices, memo bills and budget documents.  The OSI Administrative Branch Ownership and Acknowledgement Letter can be found in IManage (#NNNN).

The OSI Acquisitions Branch receives and maintains original procurement solicitations and purchase orders.  The OSI Acquisitions Branch Ownership and Acknowledgement Letter can be found in IManage (#NNNN).

As of <Month Date, Year>, it is the responsibility of the Trustee’s organizations listed above to maintain these documents indexed, housed and managed for access by interested parties according to their own individual records management policies and practices.

· Appraised All Records

The Record Retention Guide states that a “sound records management program requires a realistic appraisal of the records in relation to their period of usefulness and value to the agency that created them.”  It further states that appraising records allows you to identify records that can be destroyed immediately, transferred to a records center, are confidential in nature and may be exempt from both the Information Practices Act (IPA) and/or the Public Records Act (PRA). 

The Record Retention Guide provides four categories and values to be considered as follows:


Administrative Value: Records are created to help accomplish the functions for which an agency is responsible. They have administrative value as long as they assist the agency in performing either current or future work. The primary administrative use of most records is exhausted when the transactions to which they relate have been completed. From that point on they lose their value rapidly. However, some administrative records contain basic facts concerning an agency's origin, policies, functions, organization and significant administrative decisions. These records should be preserved to provide adequate documentation of an agency's operations.

Legal Value: Records have legal value if they contain evidence of legally enforceable right of obligations of the state. Examples of these are records that provide the basis for action, such a legal decisions and opinions; fiscal documents representing agreements, such as leases, titles and contracts; and records of action in particular cases, such as claim papers and legal dockets.

Fiscal Value: Records of fiscal value are those which pertain to the financial transactions of the agency, such as budgets, ledgers, allotments, payrolls and vouchers. After records have served their basic administrative functions, they may still have sufficient fiscal value to justify their retention in storage for a time to protect the agency against court action or to account for the expenditure of funds.

Research, Historical of Archival Value: Some records have enduring value because they reflect significant historical events or document the history and development of an agency. The importance of preserving such records is obvious. Not so apparent, however, is the need to examine critically that record selected for research purposes and to re-evaluate them periodically to ensure that the material being accumulated is actually filling a valid research need. 

· Established Retention Periods

Guidelines have been developed by the State of California using the knowledge and background of subject matter experts and Records Management professionals. Records and their proper maintenance are a matter of law and fact. The Government Code, Sections 14740 through 14775 and 12168.7 have been reviewed and are incorporated into the suggested retention periods referenced in the links below.  The Guide further states that “records constitute a risk that must be managed properly to minimize the liability to the state”.   

· Developed, Approved and Applied a Records Retention Schedule

The Guide describes a Records Retention Schedule as “a written statement of actions to be taken with respect to all records produced or maintained by the agency”. It “states the number of years (retention period) each record series should be retained in office, department and/or records center space before destruction or transfer to the State Archives”. Finally, from the Guide, “Most importantly, records schedules are planning devices that provide the legal basis of departmental records (and information) treatment and destruction”.   

The Guide further states that should an audit be initiated, all retained project documents (hardcopy and electronic) can be destroyed once the audit has been completed and results memorialized.

· The majority of records will be maintained in soft copy and stored in the IManage Repository (<library name>).  All hardcopy documents that were to be retained were scanned and e-versions loaded into the Repository.  There are no hardcopy documents to be retained.
· As mandated by SAM Section 1687, the <Project> Project has identified a document custodian and will transfer custody of the Repository to the <Name> organization on <Month Day,Year>.
· The <Project> Records Management Team (RMT) identified three OSI organizations as original document owners.  The <Project> RMT prompted the organizations with an acknowledgement of ownership document requesting signature and return of the document to the project.  Once approved by the System Decommission Management Team, the RMT will provide them with the Records Retention Schedule housing input to the retention of the documents within their purview allowing accessibility for the established retention periods. After formal project closure, the RMT assumes that these documents will be indexed, housed and managed for access by interested parties according to the individual organizations existing policies and practices.

· The <Project> Retention Schedule includes documents approved for Fiscal periods <YY/YY> through <YY/YY> inclusive (fiscal document eligibility period). This exceeds the time period recommended by the guidelines by one complete fiscal year, however, this period allowed us to capture back to the last IAPDU submitted for state and federal partner review which provided the funding for <Project> through System Decommission. The effective date of the last IAPDU was  <Month, Year>.

· The execution of the Contracts Management Plan (CMP) termination notification to vendors requesting final invoicing within 30 days of final services to allow for a final PO liquidation process to occur prior to project close.

· The formal <Project> System Decommission Date is <mm/dd/yyyy>. 

RETENTION SCHEDULES

The following Records Retention Schedule(s) were approved and used to support project closure.

	Fiscal Retention Schedule

	Record Category
	Record Type
	Original Document Owner
	Full Retention Period
	Final Document Retention Date

	Fiscal 
	APD
	Parent group if applicable, or OSI Administrative Branch 
	5 years from project closure date
	

	Fiscal
	IAPDU
	Parent group if applicable, or OSI Administrative Branch 
	5 years from project closure date
	

	Fiscal
	Invoices
	OSI Administrative Branch
	5 years from project closure date
	

	Fiscal
	Memo Bills
	OSI Administrative Branch
	5 years from project closure date
	

	Fiscal
	Budget Documents
	OSI Administrative Branch
	5 years from project closure date
	

	Fiscal
	Procurement Solicitations
	OSI Acquisitions Branch
	7 years from PO liquidation
	

	Fiscal
	Purchase Orders
	OSI Acquisitions Branch
	7 years from PO liquidation
	


	<Project> Information Technology Records Retention Schedule

	# 
	Description of Records 
	Recommended Retention Period (DGS)
	Final Document Retention Date

	1 
	FEASIBILITY STUDY REPORTS (FSR) (Approved) 

	
	At approving authority (DOIT & TIRU): 
	Destroy four (4) years after approved Post Implementation Evaluation Report (PIER). 
	

	
	At IT program: 
	Destroy four (4) years after approved Post Implementation Evaluation Report (PIER). 
	

	
	Disapproved FSRs 
	Destroy one (1) year after disapproval. 
	Not Applicable

	
	At all levels (data collection material such as logs, time studies, interviews, questionnaires, computer printouts and records related to the development of an FSR): 


	Destroy four (4) months after approval/disapproval of FSR or following an audit, whichever is earlier. 
	

	2 
	REQUIREMENTS ANALYSIS DOCUMENTATION 

	
	At IT program: 
	Destroy four (4) years after approved Post Implementation Evaluation Report (PIER) or following an audit, whichever is earlier. 
	

	
	Associated with disapproved FSRs: 
	Destroy one (1) year after disapproval of the FSR. 
	Not Applicable

	
	At all levels (data collection material such as logs, time studies, interviews, questionnaires, computer printouts and records related to the development of an FSR): 


	Destroy four (4) months after approval/disapproval of RFP or following an audit, whichever is earlier. 
	

	3 
	REQUESTS FOR PROPOSALS (RFP)  

	
	At approving authority (DOF & DGS): 
	Destroy four (4) years after approved Post Implementation Evaluation Report (PIER), IT program will notify. 
	Refer to Fiscal Retention Schedule for dates associated with most current PRIME VENDOR procurement 

	
	At IT program: 
	Destroy four (4) years after approved PIER or when the system is no longer operational, whichever is later. 
	Refer to Fiscal Retention Schedule for dates associated with most current PRIME VENDOR procurement 

	
	At all levels (data collection material such as logs, time studies, interviews, questionnaires, computer printouts and records related to the development of an FSR): 


	Destroy four (4) months after approval/disapproval of RFP or following an audit, whichever is earlier. 
	Refer to Fiscal Retention Schedule for dates associated with most current PRIME VENDOR procurement 

	4 
	REQUESTS FOR INFORMATION 

	
	At IT program: 
	Destroy after four (4) years or after development of an RFP, whichever is later. 
	Refer to Fiscal Retention Schedule for dates associated with most current PRIME VENDOR procurement 


	
	At all levels (data collection material such as logs, time studies, interviews, questionnaires, computer printouts and records related to the development of an FSR): 


	Destroy four (4) months after approval/disapproval of RFP or following an audit, whichever is earlier. 
	Refer to Fiscal Retention Schedule for dates associated with most current PRIME VENDOR procurement 


	5 
	SYSTEMS DOCUMENTATION 

	
	At IT program: 
	Destroy one (1) year after the system is no longer operational or following an audit, whichever is earlier. 
	

	
	At all levels (data collection material such as logs, time studies, interviews, questionnaires, computer printouts and records related to the development of an FSR) 
	Destroy four (4) months after the system is no longer operational or following an audit, whichever is later. 
	

	6 
	TESTING DOCUMENTATION 

	
	At IT program: 
	Destroy two (2) years after approved PIER or following an audit, whichever is later. 
	

	
	At all levels (data collection material such as logs, time studies, interviews, questionnaires, computer printouts and records related to the development of an FSR): 


	Destroy four (4) months after approval/disapproval of PIER or following an audit, whichever is later. 
	

	7 
	PROGRAM SOURCE CODE 

	
	At IT program 
	Destroy two (2) years after the system is no longer operational or following an audit, whichever is later. 
	

	
	At all levels (data collection material such as logs, time studies, interviews, questionnaires, computer printouts and records related to the development of an FSR): 
	Destroy three (3) months after the system is no longer operational or following an audit, whichever is later. 
	

	8 
	PROGRAMMER DOCUMENTATION 

	
	At IT program: 
	Destroy one (1) year after the system is no longer operational. 
	

	
	At all levels (data collection material such as logs, time studies, interviews, questionnaires, computer printouts and records related to the development of an FSR) 
	Destroy three (3) months after the system is no longer operational or when no longer needed, whichever is later. 
	

	9 
	PROGRAM (USER) DOCUMENTATION AND TRAINING MATERIALS 

	
	At IT program 
	Destroy one (1) year after the system is no longer operational. 
	

	
	At all levels (data collection material such as logs, time studies, interviews, questionnaires, computer printouts and records related to the development of an FSR) 
	Destroy three (3) months after the system is no longer operational or when no longer needed, whichever is later. 
	

	10 
	SPECIAL PROJECT REPORTS 

	
	At approving authority (DOF): 
	Destroy four (4) years after approved Post Implementation Evaluation Report (PIER) or following an audit, whichever is later. 
	

	
	At IT program: 
	Destroy four (4) years after the system is no longer operational 
	

	
	At all levels (data collection material such as logs, time studies, interviews, questionnaires, computer printouts and records related to the development of an FSR) 
	Destroy three (3) months after the system is no longer operational or following an audit, whichever is later. 
	

	11 
	POST IMPLEMENTATION EVALUATION REPORTS 

	
	At approving authority (DOF): 
	Destroy two (2) years after the system is no longer operational or following an audit, whichever is later. 
	

	
	At IT program: 
	Destroy two (2) years after the system is no longer operational or following an audit, whichever is later. 
	

	
	At all levels (data collection material such as logs, time studies, interviews, questionnaires, computer printouts and records related to the development of an FSR): 
	Destroy three (3) months after the system is no longer operational or following an audit, whichever is later. 
	

	12 
	REFERENCE MANUALS 

	
	At IT program: 
	Destroy when revised, superseded, or rescinded 
	

	13 
	INFORMATION TECHNOLOGY ASSET AUDITS (INVENTORIES) 

	
	At IT program: 
	Destroy four (4) fiscal years after the fiscal year of the inventory, the inventory is superseded by another inventory, the asset is no longer operational, has been disposed of, or is no longer owned by the program, whichever is later. 
	

	
	At all levels (data collection material such as logs, time studies, interviews, questionnaires, computer printouts and records related to the development of an FSR): 
	Destroy three (3) months after the asset is no longer operational, has been disposed of, or is no longer owned by the program, whichever is later. 
	


REPOSITORY TRANSITION
The Department of General Services provides specific guidelines on retention and access of documents post closure.  The following is true:

· The Office of Systems Integration (OSI) Administrative Group (Budgets/Accounting) is the ‘original owner’ of all invoices and payment information.

· The OSI Acquisition Group is the ‘original owner’ of all procurement and contract purchase order documents.

· The OSI <Name> is the ‘original owner’ of all federal and state funding documents (APD, IAPDU, etc.).

· The OSI IManage Repository (<library name>) houses all administrative and supporting documents as required by DGS.

· <Person Name> (<OSI Group>) is the designated Trustee and will work with the OSI PRA Coordinator to respond to all Public Records Request(s) post closure.

· Although <Project> is not the original owner of many documents, we imported what we had copies of into our Repository for ease of access by the Trustee.  If we did not have a document, we put a placeholder document in the Repository that will send the viewer to the proper Trustee Organization and included that in the appropriate location in the linkage structure.

· The Repository must remain accessible through <Month Day, Year> (unless the project successfully completes an audit).

· As of <System Decommission date>, the <library name> Repository will have all access modified to ‘READ ONLY’ and should only be accessed by the Trustee.  No documents should be modified after project closure.

REPOSITORY ACCESS:
· CONTRACTS/PURCHASE ORDERS
· <Worksite doc#> is a spreadsheet which contains the Contract Numbers and Repository numbers for all <Project> contracts and purchase orders within the required retention period.

· Each contract has the following document(s) linked to the master contract.

· Contract / Purchase Order

· Expenditures  by Fiscal Year

· Invoices and Deliverables (PRIME VENDOR)

· Contract Termination (if required)

·  Std. 4

· Example:

· Contract #3374 (Deloitte Consulting – PRIME VENDOR)
· IManage ‘Search ‘ by Contract Number ‘3374’

· All documents associated with all contract extensions defined in the retention schedule will appear

[image: image1.png]EN DeskSite £ : : -
e logn flon Seach DocmentTocl. GonserFvorts. Conve o P ha 0}
B OO RME @ P B senaunk
CARAFRLA(ROAR LAX 4B R AR [ Proprtis

Worksite

Look for Searchin FindNow [1oo1 Dpions ~ X

DO 0 Db T Doo Nl Ve G [IFarcton [[EdiDaie S
By isawsdocs  Contract 3374 - Std. 4 9130 JNASH - PROJECT_C 10/4/2010 7:40:44 AM 1.348KB
By isawsdocs  Contract 3374 Generic Letter for Original Document Owners. 7.425 JNASH  PROJECT_C8(3/2010 3:14:57 PM 19KB
isawsdocs  Deloitte 3374 - Invoice Tracking Actual hours by Classification FY 0708 2801 JRUVALCAENTERPRIS 8/12/2009 9:30:04 AM 138KB
isawsdocs  Deloitte 3374 - Invoice Tracking Actual hours by Classification FY 0809 3032 JRUVALCAENTERPRIS 8/19/2009 8:06:50 AM 124KB
isawsdocs  Deloitte 3374 - Invoice Tracking Actual hours by Classification FY 0910 6441 JRUVALCAENTERPRIS 7/28(2010 10:54:15 AM. T10KB
isawsdocs  Deloitte 3374 - TS and Invoice Tracking. 7.005 JRUVALCAENTERPRIS 8/16{2010 9:35:24 AM B31KE —
isawsdocs  Deloitte Budget - 3374 Planning Meeting Minutes 10-24-08 346 JRUBIO  ENTERPRIS 11/3{2008 3:19:58 PM 59KB
isawsdocs  Deloitte Budget/Invoice Tracking 3374 - FY 0708, 2804 JRUVALCAENTERPRIS 9172010 11:57:00 AM BOKB
isawsdocs  Deloitte Budget/Invoice Tracking 3374 - FY 0809, 2912 JRUVALCAENTERPRIS 10{7/2009 2:16:44 PM 130KB
isawsdocs  Deloitte Budget/Invoice Tracking 3374 - FY 0910 2913 JRUVALCAENTERPRIS 9172010 11:32:42 AM 53KB
isawsdocs  Deloitte Budget/Invoice Tracking 3374 - FY 1011 83861 JRUVALCAENTERPRIS 10{7/2010 2:02:35 PM 32KB
isawsdocs  IPC - 3374 Deloitte Services Termination Letter 5017 MOGDEN ~ PROJECT_C 6/30{2010 4:07:12 PM 509KE
isawsdocs  ISAWS Deloitte 3374 - Budget Summary - 10-24-08 36 JRUBIO  ENTERPRIS 10/24/2008 11:33:13 A 3IKB
isawsdocs  PO13527 - Deloitte 3374 email regarding FY0809 withhold invoices 6,950 JNASH  ENTERPRIS 7/28{2010 7:54:05 AM 27KB
isawsdocs  PO13527 - Deloitte 3374 FY0708 1130 JNASH  ENTERPRIS 9{29/2009 7:09:22 AM 28KB
isawsdocs  PO13527 - Deloitte 3374 FY0803 551 JNASH  ENTERPRIS 2/10{2010 11:02:26 AM 54KB
isawsdocs  PO13527 - Deloitte 3374 FY0910 2146 JNASH  ENTERPRIS 11/2/2010 10:46:22 AM 40KB
awocs OIS - Dl Aerinenk 05374.01 e 30, 2008 SO 1NASH  ENTERFRS 512010 12729 P 1 6a6K8
isawsdocs  PO13527 - Deloitte Amendment 03374,03 June 30, 2009 2164 JRUBIO  ENTERPRIS 7/13{2009 10:21:57 AM. 59KB
isawsdocs  PO13527 - Deloitte Amendment 03374.04 June 30, 2010 6,603 JNASH  ENTERPRIS 7/22{2010 10:36:28 AM 225KB

st

Docunent Wordt
Rocent Serches

Soarch 1
Search2
Search3
Search 4
Searchs
Search

= 3 Worsie Explorer

= @ sawsdocs

' Checked-out Documents.
Gy Folders
G other Folders

EEELLL B EEEE]

Applcati... | Activiy | Duslion PagesPrin.. Location  Comments

QO0

T 12" T\_Document Profie_}\_Quick View ,_Releted Documents _\_Document Versions )\ History /
20 Items 1 document(s) slected 23 NATOMASWS (Onine)

1 1rbox -




· ASSET MANAGEMENT
· As an example: For the ISAWS Project, ISAWSDOCS #9231 is a spreadsheet which contains the master list of acknowledgement and transfer documents associated with the final decommissioning of IT Assets in the ISAWS Counties.
· Example:

· DGS Std. 152 – Fully Executed for Alpine County
· IManage ‘Search ‘ by County Name
· All documents associated with project closure in Alpine County will appear
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· Search by IManage number defined in #9231 (i.e.,, #7006) and access ‘Related Documents’
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· <Project> System Decommission (<Acronym>)

· All documents associated with the <Project> System Decommission (<Acronym>) have ‘____ ‘ as the first NN characters of the name - 
· Note: When searching for System Decommission related documents, we suggest that you modify your View to display all documents.  Most users have a default limit set that is less than 500.

· INFORMATION TECHNOLOGY DOCUMENT(s)

· <library name><#document number> contains the electronic tape numbers that were used to backup and store the <Project> Mainframe information.  These tapes are housed using the ITO’s billing code and access information and it is the responsibility of the ITO’s office to maintain accessibility through <Month Day, Year>.
· <Project> ADMINISTRATIVE DOCUMENT(s)

· <Project> Maintenance and Operations (M&O) Administrative processes and procedures were captured and retained in the Repository.

· Each document is linked to any items pertinent to the incorporation and use of that particular process/procedure.  

· Example:

· ISAWS Application Change Procedure (ACP)
· IManage ‘Search ‘ by ‘ACP’
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