	SDM-1890  FILE RETENTION & DISPOSITIONS

Instructions


A. WHEN USED

Part IV. Section 2.0 of Operations Guide

B. GENERAL

This form is to be submitted to ICSD, Production Services Branch.  It summarizes the retention periods for all the system files.  After such retention periods have expired it defines the disposition action for all such files.  The form is designed to be completed online, downloaded, then emailed to DAGS ICSD PSB, Scheduling and Control Section, Kalanimoku B-30:  icsd.forms.psb.ctl1@hawaii.gov.  It may also be printed and sent by fax to PSB, Scheduling and Control at 586-1882 or sent via interoffice mail.  If the form is emailed, it must be emailed from an email account that is clearly recognizable as belonging to the person assigned to the application system.
C. FORM USAGE

1. Page __ of __  Include the current page number and the last page number.

2. HOST.  The host system that the job is to run on.   Select A, B, E, F, G or Server from the drop down menu.

3. DEPARTMENT.  Department / agency name.  Do not use abbreviations; i.e. use LABOR instead of DLIR.

4. DIVISION.  Name of the division or unit.

5. DATE ISSUED.  The date the File Retention & Disposition form is submitted. Format = mm/dd/yyyy.

6. EFFECTIVE DATE.  The date Production Services Branch will begin to use these instructions,  at least fifteen (15) working days from DATE ISSUED. Format = mm/dd/yyyy.

7. OS JOB NAME.  The name by which this job is identified, following ICSD's OS Naming Conventions.

8. DESCRIPTIVE JOB NAME.  The name by which this job is known, such as "Payroll Edit and Validation".

9. NUMBER OF REELS.  Indicate the total number of user magnetic tape reels/cartridges required for the run.  Include tapes/cartridges submitted by the user agency, Data Preparation Section, or computer room.  If not applicable, requires no mounts, enter ‘0' or 'NONE'.  For TLMS cartridges only - leave box blank.

10. DSNAME.  The data set name of the file.  Multi-file GDG Data Sets: If tape contains more than one file, the dsname of all the files should be listed. Use the dropdown menu below the dsname to identify the following tapes with an entry:

Tapes from User Agency:       

Select From User.

Microfiche (COM-Ready) tapes:

Select Microfiche.

11. PACK NO.  If there is a GDG data set on disk, enter the volume serial number of the disk pack.  Enter "SHARED" if  the GDG data set is on a shared data set volume.

12. CARTRIDGE/REEL NO.  Input tapes submitted by the user agencies and the Data Preparation Section must be listed.

13. USE.  From the dropdown menu, select one of the following:  Read, Write, Read/Write or Write/Read to indicate a read or write process.  For work tapes, select Read/Write or Write/Read to indicate the processing sequence.

14. RETENTION/DISPOSITION. Indicate the retention and/or disposition.

"HISTORY" Use only if the data set is historical and not a GDG.  State the retention period.

"CONTROL" This is a user agency or Data Prep tape that is to be returned to the I/O Control Section.

15. FILE REQUIRES OFFSITE BACKUP.  From the dropdown menu select NO or YES if an identical copy of the file must be stored at some off-site location each time the file goes through the write process.  

16. REMARKS.  Any additional information pertinent to the job must be noted here.  If additional space is needed, include a Procedure Narrative, ICSD-112, for the Control Section.  REMARKS must include the following:

JCL set-up instructions:

a. Instructions for inserting control statements.  Use the job sequence numbers to indicate where the statements must be inserted.

b. Instructions to change JCL volume reference statements and forms control statements or insert statements to override JCL statements.

Magnetic file instructions:

a. Any exceptional conditions under which the magnetic file instructions are not applicable.





Example:  A GDG data set is not always updated.  

The (0) generation is not required as input for the first run of the fiscal year.

b. Identify the tapes/cartridges that are not submitted each time the job is run.

Example:  Tape/cartridges required for annual runs only.
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