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STANDARDS PROJECT FILES RETENTION POLICY

The IEEE Standards project files shall be filed in numeric and alphanumeric order.  They shall contain the following:

the Project Authorization Request (PAR) (NesCom Secretary)
the response from the Standards Board to the PAR  (NesCom Secretary)

any correspondence regarding patents, trademarks, or copyrights (originals if possible) (Administrator, Intellectual Property)

status reports on the project if received (Standards Staff Liaisons)

the most recent draft (or copy of the approved draft) (Standards Staff Liaison/RevCom Secretary) – see Guidelines

the sponsor ballots and the sponsor ballot summary (Balloting Administrator)

all documentation regarding final submittal of project to Review Committee (RevCom Secretary)

the published document  (Project Editor)

correspondence request for interpretation and response from committee (Managing Director’s assistant)

correction sheets issued for the standard (Project Editor)

permission letters will be filed (for the use of “borrowed” artwork, tables, etc. from other copyrighted sources).

Project File Guidelines

The PAR form can be altered to reflect the decision of the Standards Board.

Status reports on the project should be made at least annually. Minutes or status reports submitted by standards developing groups shall be retained [for two years] until the standard is approved or after appeal.  If IEEE produces the minutes (ATLAS, ASC’s, etc.), we will retain the minutes until the standard is approved or after appeal for five years to accommodate requests for copies.  

When legal and/or ethical problems related to a standard exist, all related material shall be retained until the problem is closed [for five years] and marked accordingly.  When a draft is placed in the project file, any previous draft should be discarded.  The current draft in the file will show the latest revision number and/or date.  The approved final draft should be kept in the file until the standard is revised or withdrawn.  In the exception of project files where the working groups produce numerous drafts and minutes, designated Standards Department staff will maintain the most current draft and minutes available in separate office files.  These drafts or minutes will be accessible to all.

One copy of the published standard will remain in the project file until the standard is revised or withdrawn.  If a correction sheet is issued for a standard, a copy shall be placed in the project file.  A separate off-site facility will house one archived original copy of every published standard.  All archived standards and withdrawn project files will be microfilmed and the original film of each will be stored in a vault off-site of IEEE, but the original withdrawn project file will be destroyed.  The Standards Department will maintain a microfilm library containing microfilm of all standards and withdrawn project files for immediate reference and printing at IEEE.  An index of all standards and withdrawn project files on microfilm will be maintained and updated as necessary.

Only the current version of the draft, and its immediate predecessor will be kept in the standards file.  When the current project is approved by RevCom, its predecessor will be archived.

When a standard is revised and has been approved and published, the documentation regarding the previous version (including ballots) shall be removed from the files to be microfilmed. The project file will then consist of the current revision or reaffirmation documentation for that standard.
Balloting records will be kept by the Balloting Center. The Balloting Center will produce the ballot summary and continue to work with sponsors regarding Balloting issues until their documents are submitted to the Standards Board. All balloting records including ballots, summaries, the balloted draft and other related material such as comments and unresolved negatives, shall be filed in the project file once the ballot has closed.  Recirculations will be processed by the Balloting Center and the results will be documented and filed in the project file once the ballot has closed.   Upon Standards Board approval of the draft, and after the time for an appeal has expired, the individual ballots will be discarded.  For invitation to ballot records, the prior two years plus the current year will be kept.  Everything else will be discarded.  The prior year plus the current year will be kept in the project files; the older year can be stored offsite.
The RevCom Secretary will file the final submittal, which includes the ballot summary, final draft, and other related documentation.

If a standard references a document that is unpublished, a copy of that document must remain in the project file.

When a PAR is withdrawn, the related withdrawal correspondence will be filed.  The withdrawn standard project file will be coded with a “red dot” and will remain with the active project files.  One year following the PAR withdrawal and upon recommendation of the NesCom Secretary, all withdrawn PAR files that show no future activity will be pulled from the active files and prepared for microfilming and discarded.  One year following the withdrawal of the standard and upon the recommendation of the RevCom Secretary, all withdrawn standards project files that show no future activity will be pulled from the active files, prepared for microfiching, and discarded.  

The Business Administrator will maintain, update, and advise Standards Staff of changes to the filing system.  Changes will be reviewed and approved by the Standards Department Staff Director.

Use of the files by staff:
A log out system will keep track of project files used by staff.  The log will list the project files in order as they are removed and noted with name of staff using file.

Published copies of standards shall not be permanently removed from the project file.  Under exceptional circumstances, a copy may be removed if the staff member obtains a replacement copy.

