[bookmark: _GoBack][ Please stand by for realtime  captions ] >> 
     Good morning welcome to the  second half of introduction to federal  records  management training.  

I am a  training specialist, yesterday we  had a great first half if you were  not able to join we recorded the  session, we will notify you when  and how you can access  that. During the presentation please  feel free to submit questions using  the question box or  you may raise your hand to ask a  question. We will answer questions  as  time permits.  

On your screen you will  see an orange box with a white arrow,  by clicking that that will expand  and collapse your control  panel. You will see a question box  as well as right underneath the  arrow an image of a hand, that is  what you will press to raise your  hand to ask  a question.  

I would like to welcome back  our presenter Keith Holden if you  are just now joining, he is the  records officer for the US Department  of agriculture Farm  services administration.  

Is a  records officer he has full responsibility  for providing administrator of guidance  to officers across  the country on all issues related  to records management. I  will go ahead and turn over to Keith.  

Good morning  welcome back. I had a great opportunity  to provide  some guidance and responsibilities  that govern  records management, to all of  you yesterday. I think it was a  joy, providing and  having dialogue and answering questions  to the best of my  ability and I look forward to today  but I'll -- but  what I want to do is provide you  a very Yesterday, we  talked about records  management coming on, and you have  any other questions today about  any of the terminology,  any information, please feel free  to ask them. The other  module was what is  a record,  I think this is one of the most  important modules that we have in  this training, I will elaborate  on that again this morning as an  FYI  to you. We talked about the record  stores and responsibilities that  all authorities from 44  USG,  31, throughout, that governs records  management what agencies are  responsible for, we talked about  safeguarding records we  talked about the destruction of  records, how we are supposed to  respond to [ Indiscernible ] in  case  records  are damaged, or lost  or destroyed We also talked about  the records lifecycle which is  the creation which I think  is important, the three stages,  the creation of records, what do  we do when we create  those records? How are they used?  Are they  used for agency business?  

How are  they maintained? How do we set those  records up where they  are available? What do we  do after we no longer need  those records?  

 Whether permanent records or  temporary records, had we transfer  permanent  records over to the archival process  for historical purposes, research,  so we talked throughout about  a lot  of things, and again if you need  to ask questions about more  of those, I'm happy to answer  your questions.  

I want to reiterate to you, the  definition of  a record. And how new  this is. I want you to please  go to if you don't have it,  go  to archives.gov, and at least pull  a copy of that  definition out. Because it says  the term record includes all  recorded information. It  says regardless of characteristics  that is made  or received by a federal agency,  under federal law,  this is one of the most  important aspects of  records management. Along with  the requirements when we  start to  implement a records management program.  We need to determine what we  are saving, what we are creating,  what is unofficial, what his  personal paper? So  I think this is important because  there is also a  part in this definition that  talks about what is not  included such as library and  museum material. That is made  or required and preserved  so -- solely for  exhibition purposes.  

It's another thing I want to  bring up to  you today, I put a lot of emphasis  on litigation,  litigation holds, the  legal aspect of  records management,  keep in  mind that because we have  to maintain official  records for litigation purposes,  in some cases,  nonrecord material  are supporting documentation for  active litigations.  

Please keep that in mind so even  if we  segregate records we have to think  about what supports those  official records during  legal proceedings.  

There were a few questions that  came up yesterday and I will try  to answer these to the best of  my ability, I received these questions  and I was very busy yesterday so  I did not get a chance  to answer, this morning I got some  of the responses back that you are  looking for. The first  question was, with the content  of websites  test USA.gov, with  general communication to  the greatest to the general public  is related in various forms  like  videos, some from the secretary  of agriculture, PDS documents, and  webpages displayed  simple text, would these be considered  official records?  

The answer is that if the  general communication to  the public can serve as evidence  of an organization  functions  policies procedures, operations,  or other activities of  the government, or because of the  information the value in them, as  identified in the 44  USC 3301 then yes, this  type of diet material material will  be considered an  official record.  

The next  question was, are simple nightly  and weekly backups of  agencies servers that host mission  related applications sufficient  to satisfy electronic  record requirements?  

A large number of these backups  are only kept 3060 or 90  days and  then deleted as newer backups are  created. Does this meet records  retention guidelines?  

The  answer is that's a question that's  best answer by individual agency  records offices. With  that said, it should be noted  that generally copies of  official records are not by definition  considered to be  official records. And it  says copies. Copies of official  records are not by definition considered  to be an  official record. But it says copies  of official records such as like  those maintained on electronic backup  media, are  considered non-records. Then  a nonrecord is  document Terry but requires no official  action on part of the federal government  and upon which new official  action is taken on the  part of the federal government.  A nonrecord is a  duplicate copy,  duplicate copy.  

A duplicate  printouts of an official record,  or an exact copy of the  official record whereupon which  no additional operation  --  operational notation. Whether it  be electronic or written, action  has been  recorded.  

The third  question was are simple computer  backups sufficient or two agencies  always have the requirement to be  able to preserve metadata and  timing to allow a sequence  of events  to determine if requested as part  of a litigation  activity.  

Again, that's a question that's  best answer for agency  records offices. Because some agencies  do things differently than others.  However it  can be in a litigation environment  for the federal government, to  be asked or compelled to provide  electronic records with the  metadata intact. The  reason for this is that electronic  records are easily subject  to change. Only by  obtaining metadata can the legal  system be sure of the  state of electronic document at  each given point  in time.  

The next question was, the  department provides a Facebook like  system called,  USDA connect. A large number of  agencies are using the tool to  create communities some of which  are used to conduct business within  the agency. As  well  as communicate with external business  partners. Some communities are using  this to communicate about  health and wellness programs. Is  this type of system subject to  the records management practice  mentioned in this  course?  

Yes. Because of  the information, the information  can serve as evidence again of  the organizations function policy  decisions procedures operations,  or other activities of the government  or because of informational value  of data  which is identified in 44 USC  3301 which I sort of discussed  that authority at  length yesterday, a lot  of information  in 3301.  

The next question was records  management emails, to all emails  need to be recorded three  subject  record method? That question  was disregarded  but again, that's a question that  is best answered by the agency records  officer. However most emails are  official records and must  be handled in accordance with their  records retention  disposition schedule.  

The next  question is in your opinion is a  better that we move to  digitized files?  Again that's an individual agency  records  officers decision. However from  an  opinion, from an opinion  perspective digitization of information  records represents the future. I  have talked about the electronic  format, the direction that most  agencies are going  in, so because the  retention of paper records represents  the past not the  future and again we  still have printed off policies  here but where moving  toward digitizing everything will  be  electronic format, in the next few  years,  transferring records to the Federal  records Center, electronic  emails, electronic permanent  records, so we're making a  major turn to  a  new evolution to get away or move  away from  everything being in a paper format  and it will  be digitized.  

We will talk in  module six,  any questions?  

We have a few but I think we  can gather a  couple more and continue with the  presentation.  

Okay. Module number six, identifying  different types  of records. >> Identifying  different types of records. We  talked about non-records, personal  papers versus government papers,  emails, permanent and  temporary records, administrative  and program records, and different  file types.  >> In accordance with  36  CFR 1220, all programs  shall distinguish records  from  nonrecord materials. They need to  be filed separately  as well.  

We need to manage mission related  documents that are created or  received by  the program.  

We're still talking about  records. Identify  new records and record  keeping systems.  

Not only do we identify some  agencies have large numbers of  electronic systems, but we have  to understand that in  those systems,  our records. Different types of  records. Sometimes for multiple  programs. Sometimes they are  general records, GRS records. But  I think one of the most important  parts  of identifying new records or record-keeping  systems is those systems  have to  be scheduled. And the schedules  have to be approved by the national  archives and records administration.  We need to manage all electronic  mail related to the mission of  the program.  >> 
     What is  a nonrecord?  >> According to  36  CFR  1222.14, documentation owned by  the government that does  not meet the conditions of  records status, is a nonrecord material.  I think that's important. I think  you should do  further research for your  own self-satisfaction, look at 36  CFR 1222 look at 36 CFR 1222.14  to get a clear understanding of  the difference between an official  record and what  is nonrecord. It says meet the  condition of a record status or  that it's for official purposes  specifically excluded from the  status of a record. Again  we  saw what some of what  non-records are when the official  record definition was redefined.  And it  included library  Museum material, you do not see  stocks of publication, we receive  things like this every day. And  all federal agencies, all different  kinds of magazines, different  news articles, everybody wants  to sell you  something, so when we  receive those magazines  and booklets, we need to  file those  publications separately from our  official records. It says they  may be disposed  of accordingly.  >> Non-records  may include information copies of  correspondence, directives,  any forms, or  other documents on which no  administrative actions  are records  were taken. -- Were  taken. When we talk about forms,  there's a difference  between a form that has been filled  out versus a form that has no information  that is created but it's  just extra copies of the  official form that was actually  created by the form section. So  we have to be careful  about determining is  the form that has been  filled out, an  official record? In most cases  it is. Especially when they  are signed and especially when it  is used to conduct  agency business. What  is nonrecord, it includes routing  slips, transmittal sheets that adds  no informational value. Any  Tickler   follow-up or suspense copies of  correspondence provided they are  extra copies of the original, any  minor changes to draft correspondence,  keep  in mind  that drafts the  initial draft, is the  official record until it  is finalized.  

When you start changing  those drafts, sending those drafts  out to multiple sources, for  review, edits,  those copies  are reference  copies only. Once the information  is transferred over to that  main copy, if you  want to keep that for your  own reference, like drafts of  budget documents, any type of written  proposals in your office  in draft, once the actual proposal  is finalized and signed off on,  you only  have nonrecord or reference material.  And there's no need to keep it unless  you want to  use it for maybe next year's budget  or just as an example of what you  guys did the year  prior. But this is merely  nonrecord material.  

Non-records also include any  extra copies of documents that  is printed or  processed documents, for which the  official record  exists again when the official record  exists somewhere, that  is the official record copy anything  else is  nonrecord material.  What's another  manual is -- wants another  manual is I would  say, issued, then the  old manual, the  new manual supersedes the  old one. It's the superseded  manuals maintained outside of  the office that is responsible for  maintaining the  record copy, they are nonrecord  material. Anything such as catalogs,  trade journals, or  other publications that are received  from other government agencies,  any commercial  firms, and we talked about those  publications anything that comes  into the office, any booklets, any  sales magazines, that  has --  no  value, to an agency, is merely  nonrecord material. It's as commercial  firms or other private institutions  and that require no action and are  not replied upon for  action taken.  

It says removal of records  or nonrecord materials, keep in  mind we need to manage  nonrecord material. It  says each department officer or  employee having custody or  control over  records or nonrecord material is  responsible to ensure the proper  use and protection. I  talked about some nonrecord material  is supported it could be  supporting documentation, for  litigation. So we have to keep that  in mind. What purpose is that  nonrecord material  used for? Does it support something?  Does it support a business or  business process?  

We have to ask ourselves the  question, when we look at something  that is created and I will  give you  an example, a triplicate of  an invoice, something that  is purchased, when  the delivery  has three different copies and you  sign off he gives you two of them.  Is it a record copy? Is it  nonrecord material? What business  purpose does it serve? It  does serve a purpose. It is something  we purchased. So it says no officer or employee  shall allow department records or  nonrecord materials to leave  the custody or control of the department  even on a  temporary basis.  

There's an exception to that,  to some degree, it  says other than its  authorized, and the reason I say  it's an exception I only use  the invoice  the triplicates, one  goes to the deliverer,  one goes to our office, which is  the official  record copy, one may go  to procurement. So there's a use  for all three of those and all three  serve as a record copy, because  it goes to three different  areas and it's because of  the  business -- which is the  reason that those documents become  a record  copy there was money used, there  was probably from procurement there  was a bid, on the  company. Then the other particular  office that purchased an  item, so each document  serves a different purpose. And  I will show you a little bit more  of that later on. It says this policy  does not apply to  the authorized release of records  or other documents in the conduct  of official business which is what  I was just  talking about.  

It says nonrecord still need  to be managed. We need  to minimize the volume  of material, we need to arrange  by  subject, Staples, supply purchase,  furniture  purchase, contractors, the source  type, the title or number  of contracts,  the purchase order number, case  number, we need to index if necessary  by subject name title or  author, save electronic technical  reference files in a  separate directory.  We should not enter file  nonrecord material with official  record copies.  

Here is what I was talking about  when I talked about multiple record  copies. Several copies of a single  document or form may  have -- may each have official  record status  such as a purchase order because  he goes to three  different areas, each record serves  a  different purpose. It documents  a  different function.  

It says you may  remove personal files at the discretion  of the  agency if the documents are not  related to any agency business,  and the documents are indirectly  related to agency business but outside  the scope  such  as copies of the TSP,  any documentation from the union,  things that your supervisor may  give you because it is  personal information  for you.  

But it does not relate to the  agency business. So  you can take things like that  home with you because that is  yours you do not have to maintain  it here or at  your agency.  

 It says personal papers can also  include business or  professional files created before  entering  government service. Files related  to previously held positions, which  are yours. Political materials,  that you brought which  are yours. And reference  files. Something you're referencing  back to.  

It says private files brought  into created or received in the  office such  as family and personal correspondence  and  materials documenting professional  activities or outside  political pursuits, if you have  no use for personal papers in  the office, maintain a filing system  at home and keep it there. It  is no use to have it in the office  unless you needed to be readily  available to you if  it's something that is a doctors  appointment or you may have to call  your union  about something, while you're in  the office during working hours,  other than that, bills, it would  be of the best  interest to make sure those things  are maintained at home. Make sure  if you have personal cell  phone bills, if  it is your personal cell phone bill,  make sure we  don't use your  personal cell phone for business  purposes unless it  is authorized, if you are on travel  or something, and you get authorization  from your supervisor, other than  that please take -- if you have  something like that, a cell phone  bill, where you are authorized to  use the  personal phone, while you're  on travel, when you get  the bill, it becomes  part of an official record to  the agency.  Because you are using it to conduct  agency business in most cases you  are reimbursed  for making those calls so please  keep in mind if you don't  have to, don't use your personal  phone for  business purposes.  

Personal papers also include  materials such as diaries,  journal notes,  personal calendars, appointment  schedules that are not prepared  received  or used  that is key, in the process of transacting  agency business, the reason I put  emphasis on or used, is that you  can take a diary  or journal, and your supervisor  can call you to his office and  you take your journal  in there, and he  gives someone an assignment, and  you start to write that assignment  in  that journal, that journal can be  subject  to litigation. If the agency looks  for proof, that  a supervisor instructed  an employee to do agency business  and that employee wrote that  assignment down in the Journal,  it becomes part  of the agency  business then and the whole journal  can be reviewed to see if there's  any other  business notes in someone's personal  journal that they use to conduct  agency business such as  for assignments. It  says label file cabinets and/or  drawers as  personal papers.  

 Government records, work-related  documents along to  the government, prior to departure  employees including contractors  must turn over all government records  to their supervisors. Whether  it is electronic or paper, in  any format, it should be transferred  over to your supervisor because  there could be projects that you  working  on -- that you are working on that  is not completed and somebody needs  to continue to work on them so before  any employee departs the agency,  they should schedule a meeting with  a supervisor to transfer the  information over, one of the other  things I talked about  yesterday was the clearance form, the 1106 that  we use in our agency,  is strictly for  records management. And there are  questions on it, have you  turned over any  electronic documents? Have you turned  over any projects that you are working  on? Have you -- do you  have information that is subject  to  litigation? So please keep  in mind work  related records need to be transferred  over prior to departing  the agency.  

The responsibility for maintaining  email records, let me mention something to you  that I  am sure is across all  agency lines.  

Federal employees may  not create or  send records, documents,  emails, text messages, using  nonofficial accounts unless the  employee either copies his or her  official electronic messaging account  in the original creation or  transmission  or forward a complete copy of  the record to his or  her supervisor  or account not related in  20 days after the original creation  or  transmission.  

Emails maybe records we receive  a lot of emails everybody --  every day. Whether it's business  emails or nonbusiness,  so would create a  lot  of information. It says emails that I created or  received for action are official  records. If they need and meet  the criteria of the statutory definition  of  a record, remember it says all formats,  that is the email documents, the  agency mission or  provides evidence of agency  business transactions, the  leading emails, --  deleting emails, emails  nonofficial records may be deleted  when no longer needed according  to  agency policy. I  think we have a  polling question.  >> 
     I am going back to your  one in terms of who is responsible  for  record custodian.  >> Who was responsible for  agency records? 

Who is responsible for  agency records? The  agency directors? Contractors who  work at your agency?  Record custodians? All of  the above?  

Please take your time and look  over this and select an  answer and we will look at the percentages  and discuss upon  your completion.  

Please make your selection on  the screen and  select submit.  Thank you.  >> Who  is  responsible? Everyone. All of  the above. Which  is  94%. Everyone that is in  your agency, has a record  management  responsibility, under 44  US 101, it talks  about  agency  responsibility, nothing in there  that excludes,  everyone that works for the federal  agency to include contractors, they  have  a responsibility for agency records,  maintaining them,  keeping them, throughout  the duration of  the disposition. Make sure we secure  those records  and provide internal controls  in place, making sure those records  do not leave  the agency, contacting  your supervisor if you  suspect someone taking records from  the agency  without authorization, so everyone  has  some responsibility  for maintaining agency records,  everyone has a responsibility to  ensure that we are  keeping requirements and they are  being enforced throughout the agency.  

You would think it's just  management but everybody, everyone  creates a record at  some point, and they have to do  something with those records they  have to label  folders, create file plans, sit  those  records up, it  could be  a file in one master  area where all  records go, budget records,  and supervisors --  it could  be TNA records, but we all have  a responsibility to make sure that  we have oversight  and maintain agency records  according to  the records management authorities  and responsibilities.  

 Emails, I just  want to talk a little  bit  about emails managed under  capstone , we have to be able to  maintain  emails electronically as of  December 31 as of December  31, 2016. And there are  many solutions, systems, that  are used throughout many agencies  to  manage emails. The national archives and records  administration created  an approach, it's not a  system. It says the capstone approach  offers agencies an option of  using more simplified and automated  approaches in  managing emails. It allows  for categorization taking out  the junk, in emails  and scheduling of email based on  the work and/or  the position of an email  account owner. And  using it capstone approach,   what happens with our agency is  where identified capstone account  holders.  The national  archives created three  different schedules, we have  different levels that we use  to identify  records  based on like the  capstone official,  and the  retention. At certain levels  those emails become permanent with  the emails of capstone  officials.  Capstone officials   are senior officials, designated  by account levels or  by email addresses, and that information  is captured.  Based on whether it's  a secretary, deputy  administrator, director, 15  or above. The way we were  able to do that as we had -- I created  or I had to create  the NARA   form 1005, which is the  verification for implementing this  GRS 6.1,  and identify all the capstone  officials  which had  permanent records.  

The  other accounts and schedules that  NARA created  under this  approach was  emails of non-tran4 officials which  says email of all other officials  you have  chiefs, staff, contractors, not  included in the actual capstone  officials  accounts.  It says all others  except those in  012. That's at the bottom.  The  schedule -- was seven years old  but no longer retention  is authorized if required for  business use. The last schedule  that NARA created under this  approach  was any supported  administration positions which have  a three-year retention timeframe,  when we look  at this there was some research  done in talking about [ Indiscernible  ]  that could  possibly be used  by either our agencies or others,  that will allow you to create  a record and if you had that system  you  can click on a device within your  system  or button to say this is an  official record. Or if it's  a capstone official  you can click  and what it does it separates  those records all of the senior  agency officials once they are approved,  they would say always  officials  are approved, at their  level. So this is only the  approach I want to put this in  -- in this presentation because  I'm sure the other agencies  are aware because it's part of the  general record schedule, but then  outside of this approach to  me it is more temporary until  agencies become  or get more permanent fixes  to identify capstone   account holders. It will make  it easier with an electronic system  to be able to identify and  move on especially if you  have an official  record copy.  

Module  number seven it talks about  ARCIS  the archives  and records center  information system.  >> ARCIS was  implemented  in 2009, there  are a lot of things  and tweaks that the system had to  make before it was actually rolled  out to agency. It's  almost 2 years into using  ARCIS and I'm sure other  agencies  using this as well but  is merely a web-based IT system  of the Federal records Center and  national archives, it's an  online portal which agencies can  do business with the federal  record centers. Instead of sending  135, you can send it all electronically  and online.  

Is also a manual out  there, -- there's also a manual  out there, to  request records, from the Federal  records Center, at the bottom is  a link to the ARCIS manual, it's  a very  useful tool, for you  to use, so at  your convenience I would suggest  you  go online and have staff in your  agency online and take a look at  this manual to get a clear understanding  of how to use it, this  is the user friendly, once you  become comfortable with it so please  feel free to  go online and read up  on it.  

This system ARCIS allows  agencies to electronically   conduct all  transactions online. It saves time  and reduces paperwork we don't  have to fax anything to ARCIS anymore,  all we have to do is go online   and enter the information  from 135. We'll talk more about  135 later but once  you understand, you can create that  135 in your office because you will  use that for reference  purposes anyway. When you submit  information through ARCIS  it will  save you a lot of time to  submit that you get a response and  a session number, when you  send records to the Federal  records Center. It tracks all process  transactions, it gives you instant  access to information about your  records. You can go online  and submit your  session number and pull  up records to determine when you  sent them, what was the retention,  how long it will be  there before they are transferred,  it serves -- you  contract and look up a lot  of information through this ARCIS  system.   It says ARCIS does all of this in  a six your   user-friendly environment. You have  to have a password, and you have  to have your  application process and you have  to look at the training and provide  a certificate to the  administrator of the  agency which is more than likely  the records officer before you can  access this account so anybody cannot  go in and  do this.  

We completed  the implementation  in 2015, all of the transmittals  and request  for records from the Federal  records Center is submitted through  ARCIS . We were  able to be given  a little grace timeframe after we  implemented the system, just to  give people time to work the kinks  out. And  after that we are no longer able  to retrieve records from the Federal  records Center using the paper process.  It is  all electronic.  

This  is just the transfer  number, using the ARCIS system ,  it shows you the  prefix number, it shows you  the 021, the records group number,  the 2008 is the  year which will  be 2017, and the transfer sequence  number. So all that  is is information that when  you receive and submit information  into ARCIS  and it provides you  in a session number, that is the  information you would put on the  box or information  that identifies  your submitting your information  through ARCIS  and  they will provide you the number  back when the request  is approved.  

Again the forms  are used that we use, that  I've always used is that  form OF 11  when you  request information from the  Federal records Center, but again  you need to  keep that form when you fill it  out, to  send through ARCIS you need to keep  that form  for  reference purposes. You may have  the reference back that says I ordered  this box or if you submit something  to the Federal records  Center  again, you requested that box 3  years ago  or boxes. If you  have your file you can go back and  see that you did request  those records. The same  as he SF 135, it  should be completed by a  records custodian, somebody that  has the authority and the rights  when you have  the rights it gives you the authority  to go in the system that make those  requests. So it says please maintain  those two forms for  your reference.  

Module number eight,  getting started.  

It says records archiving  how to get started, make sure you  separate any records from  nonrecord  material. The federal records Center  does not accept  nonrecord material. It  or -- it is only  official records. The questions  you need to ask our on a temporary  or permanent, they need to be separated.  What dates do they cover?  They should be sorted  by years. Some of  the agencies are able to send  up to four years in  one box. You take that  latter year, especially if they  are the same records, take that  year of retention and push  it out based on  the disposition and it will cover  the other three years. The  reason why NARA  approved I know some agencies I'm  not sure if all,   is because a lot  of times there were records  sent to the federal records Center  that only had one file.  One folder. And the rest was a box  full of nothing. So that's why  they allow to put up to four different  years in one box.  

You will find various types of  files in the office, there  are administrative files, budget  files, program files. Program files  should be filed together.  Budget files should not  be with other files that should  be all budget file.  The file type is defined by a block  of records,  all budgets, or all TNA, with  the same disposition authority in  the same  disposal date.  

This paper records and sure that  they are  letter or legal  size folders, either accordion or  manila, when boxing records, all  paper records must be in the appropriate  size folders and packed  up tight. If it is legal  size, paper, make sure  we have the proper legal size  accordion folders. Or file folders  to put them in. Do not put a legal  size document in a letter size  folder. Unless  it is one sheet  of paper. Something you  can fold over. If you have 30 sheets  of paper, it's kind of hard to try  to put that in and NARA will not  it  -- will not  accept  it. Letter size facing the front  and legal size should be facing  the left side of  the box. If they are  letter size. It says pack  only one series per transfer, one  record series. If  you have  maybe GRS,  nine, a  BGS --  maybe GRS 23, you do not want to  put GRS five in there. The dispositions  are different. The series are different.  For example, GRS 130 administrative  grievance files, then  you apply the name of the employees  got it says do not have GRS in program  numbers together. In one  box. They will not  accept them.  

Use standard federal records  Center boxes only. 1 ft.³  per box, there may be instances  where other boxes are accept  the ball, they  have  electronic disks boxes, maybe  boxes for different types of  tapes, or if you have [ Indiscernible  ]  they have to  be approved, how those records are  protected, and how they are sent  to them, do not over  pack boxes with approximately 2  inches of space in  each box for files to  be  added later. There may be files  that you want to add later on to  a box. So you  can do a file request that's a another  form you have to fill out, and send  that record to the federal records  Center they will pull the box down  and put that file inside the box,  in that way all your records can  all be one  set of budget  files.  Or TNA. It says remove any  metal objects such as three  ring binders, computer binder strips,  they will not accept that. Binder  clips, paperclips,  rubber bands. They will not  accept them. Use the accordion files  if you have  thick documents,  that way you can have the  file folders.  

Labeling and numbering  record boxes. Place all folders  in the boxes starting from the front.  This shows the front of  the box. Close the top lid by interlocking  the four  different flaps. Use a black permanent  marker to make the numbers  at least 1 inch, make  sure it is clearly printed. The  reason they tell you  this is prior to getting your  session  numbers, please do not put anything  on the box, the front, where  it says, the box numbers, if  you have 10 boxes use a  pencil and  it says one of 10, to attend,  all the way up through 10 of 10  in pencil, because if there's an  issue with a box, and you have to  take that box out, maybe  it is five of 10, then you can the  race the  information --  you can erase the information on  those boxes and use the same box  by remembering them. If you use  a marker, they will not  accept that, if you put some white  out on that, try to the  race that, try to erase a  black magic marker  doesn't work. So this session number  is a three digit group member, the  record group member,  the  145, these are our record numbers,  the two digit is the fiscal year.  And the four digit session number  is assigned by the federal  records Center. Nothing else should  go in front of this record  box, except what  you see, no  other writing. No description of  what  is inside. No personal records,  or budget records. Do not write  anything on their other than what  you see, do not use a magic marker  to put the number of  the box, list each box and the  title of each folder.  

Organize the records  chronologically, alphabetical  or numerical. Note the beginning and ending dates  of  fiscal year.  This is just  an outline of a  box list, it has the agency,  the division, who is prepared by,  a description of what is in the  box, tobacco payment program,  assessment documents, and the fiscal  year and then if his  multiple folders you can list the  name of the item in  each folder.  

 Archiving mixed-media. The FRC's  will accept mixed-media records.  But again if you don't  have the  necessary boxes to fit this  media in, the federal records Center  has some boxes that are  holding CDs, some  discs, tapes, if they do not they  will tell you what would be best  used for shipping this type  of media to the federal  records Center.  

Mixed-media records cannot be  recycled without  screening. The records Center will  apply additional charges at the  time  of disposal. There's a certain  process to dispose of mixed-media.  You cannot throw  it  in -- in a shredder, it  has to be a certified shredder,  that is able to  destroy CDs.  Or  discs.  

Again they will charge you an  additional money for  that.  

 SF 135, let me stop  here, Catherine, is  another  question. -- There is  another question.  >> Please make  your selection. All federal agencies  can destroy permanent records. True  or false.  >> All  federal agencies can  destroy  records. 90% of you  said false. That is the  correct answer. No federal agency  can destroy  permanent records. Permanent records  cannot  be destroyed. Once permanent records  which  the lifecycle, they are transferred  into NARA custody   for historical purposes. It  is called preservation, they  are preserved for  research so please keep in mind,  that if you have  permanent records, permanent records  will include unscheduled records  until the schedule is written and  approved by the national archives.  But if records  are written for  permanent records, please apply  the schedule to  those records. Because if they  are permanent, we may have to maintain  them in the office for a few years,  five years, send them to NARA  for  15  years,  and then after  20 years, when you're offering records  to NARA,  your  transferring  custody -- you are transferring  custody which means your  agency relinquishes the custody  of those records. And they become  the custody of the  national archives and  records administration.  

Do not destroy  permanent records. If you are in  doubt contact or agency  records  officer. -- Your agency  records officer.  

This is general information about  the SF 135, and the  information  it contains, 
     they submit the 135 information,  into  ARCIS  every detail  box list of the transfer files to  the records officer or the records  assistant for  review. In  most cases, what happens at ARCIS  now ,  is that if you  submit information  for a transmittal request, into  ARCIS  cut somebody in  your office that has the authority  has to approve that request in  ARCIS . If you have  records liaison, that has  that authority, they have to approve  it. It could be  the agency records officer, but  someone has to  approve that.  

This is just a copy of  the standard 135 that  has information in item number one,  the regional  center,  about 18 record centers out there.  Make sure you have the correct center,  this information is on  the right, is the information regarding  your office. It has the  transferring agency,  the official, the record group down  here under  number six, the physical year, the  number that NARA assigns,   the volume of records, the number  of boxes. We have the agency  box numbers. We have the description  of  the records. We have the disposable authority,  the GRS  schedule 7.5, we have the disposal date. The  date  is key To this one 35, because what  happens is once that disposal  date is up, they will send you  a notification. It says  13 001, notice of eligibility for  the disposal. With this information  on there, this is not permanent  it is temporary. They will  ask you and  let you know that the disposal.  Mac is up you want  to destroy you sign off on that  that you want to destroy if you  do not want to  destroy it, these records could  be subject to litigation. If you  do not want to destroy, provide  an explanation on  the form. You will provide  an explanation. These records are  subject to litigation. They will  not destroy them they will  maintain them.  

This is just a day calculator  where you can calculate your  distraction date. It is fairly easy.  It is something that  she -- you destroy  it 04, I'm not  sure how many people use  this but it is a useful tool if  you need to and there is a link  at the bottom that you can use.  Was retention  dates -- most retention dates are  straightforward but if you feel  like you want to use this, you can  go on the archive website and  use this.  

 You submit one 35 through  ARCIS  it must be approved in  ARCIS  by your  records liaison before the records  are sent to the regional records  Center. Permanent records are reviewed  and approved by the  national records  Center archive.  

That's a different area when  we transfer permanent records.  We transfer those  two ERA.  

When  shipping boxes, the agency must  arrange to ship the records within  90 days after the receipt of the  approved 135. Once the Federal records  Center approves your shipment in  ARCIS  you have to ship those records  within 90 days after receipt if  you  do not, it's avoided out and you  have to resubmit the  request again. Unexplained delays  of more than 90 days will result  in the FRC Canceling the number.  The agency will then be required  to resubmit and assess  the  paperwork, remember when we  send records to the records Center,  all agencies, ARCIS --  NARA charges $42,  so make sure  if  you have all the  schedules correct, it is  10 boxes, of all  budget records. Submit them all  in one  35, is a $42 charge for that. If  you submit them on 10 135's,  that is 10,  $42 charges. Try to avoid as much  as we can  from reprocessing 135 so we have  to make sure that we are accurate  the  first time.  

Inquire about  shipping requirements before  shipping records to the Federal  records Center. It depends on what  you have. It depends on  the amount. It's as if records are  being transported to a -- a short  distance by government vehicle,  50 miles or  less, then the flats of the boxes  need to be tucked in. All other  instances especially with  commercial transportation we need  to tape those  boxes shut.  >> A lot  of agencies,  some use a blanket  purchase order. Under  UPS accounts. This is just  general information on  ground shipments. The  UPS number for  freight shipments it is  different you have to call UPS and  request a freight shipment. Especially  if you have pallets,  50 boxes or more. It's a  different method, UPS  have to pick them up it could be  multiple pallets, it  could be tractor-trailers to pick  them up so check with  UPS -- check with the Federal records  Center regarding  shipping  pallets.  

This is  the end of  the presentation. I want  to say it was  a joy thank you for allowing me  to provide you records  management information. I  look forward to being able to do  this again if possible in the future  for you.  Any questions?  >> I have sent a  link that Keith referenced earlier  related to  the new file calculator.  So you should have those links  as well.  

Does NARA have any updated self  case learning that agencies  can use?  

I have not  received any.  

Self-paced, an online  type module.  

I have  not seen any I know that  they normally  have classes that  they  advertise. Here  at USDA, at one point we  were using NARA  training  as a requirement but  that training  is not in the system anymore as  far as I know. You have  to contact national archives to  see if they have any additional  training I know they have to  KA courses, which you will get  a certification, they have a lot  of different  training modules, from scheduling  records to how to prepare schedules  and things of that nature. A lot  of information that I've already  discussed here, with regards  to requirements and setting up records  in your office and how to label  and  ship but if you go  to archives.gov, they  have learning tools, it gives you  an abundance of information on everything  you need to know regarding  records management. Any legislation,  any directives, anything that  NARA puts out   is here.  >> If anyone knows of anything that  would be valuable to the audience  please feel free to send that to  your  question box. 

Will  NARA accept case files  that also  include a  CD disc?  

We  have  sent -- case  files but because of  the CD, it's  my understanding, it has to be  sent separately. They  may have different requirements  because for CDs, they  have different  types of  security apparatuses that they use  for CDs. I've never really set CDs  myself unless it was a  large amount I've never sent them  in a case file. Because of the  way that those boxes  are maintained at the Federal records  Center, they are  stacked high, I'm not sure if that  would be a good  idea especially over a long period  of time  because CDs, it's  different from paper.  It's easy to crack especially if  you have a lot of information  in there, pull them down  the way they move some of those  boxes around, so you should be very  hesitant about doing that. If you  put them in  CD boxes, they are more  secure. I've never  sent --  I've never sent CDs in  case files.  

They may have a very different  requirement but that's something  you have  to check.  

Art emails automatically filed  as  official records?  >> I think that's  based on agencies,  the  different agencies. We  do have a system where all of the  emails go.  We have a contract to Microsoft  if we need emails,  any emails, from me to  you Catherine, we can submit  a request and they will  be able to extract any emails we  have  had an -- and put in  a zip file and send it to whomever  you want to  go to. We have a place where all of  the  emails go.  >> From this  agency's perspective, is not a retention  policy of emails  that go to Microsoft. We  don't  have -- we just have a retention  policy on paper. But not on  that system.  >> At the top of the presentation  we noted we are recording  the presentation, we will let  you know when we will distribute  not only the presentation but the  availability of  the slides, this has been a success  and we're happy for that, we want  to make sure we have a place where  you can easily access the recording  and the training materials, without  having to worry about any kind of  restricted login so  please --  use your registration email, we  will keep you updated.  

I want to confirm that we destroy  hard copies of files if and when  we do begin using electronic  file system for example  HP manager. Is this correct?  We can destroy those hardcopies  once we use that kind  of  system?  

If it's not  an application, if it's a document  you are scanning, you still need  to check on your policy, if you  have a printed file  policy and you have the  official record, you still have  to apply  the disposition. I would suggest  because it is  in paper, a paper format, which  is still maintain that, because  of the policy. If you  scan that, and it is convenient  for your office use and you  can get rid of the paper, you can  send the paper to the records Center  and apply that this  position -- apply that this position  to the paper record.  

Because of the  policy. If it says print to file  we still have -- if  you  created electronically, and you  maintain it electronically, then  when you get through with  it, and you have no other business  use, you can  still apply the disposition  or retention for paper  records but you can transfer it  to an electronic disc and send it  to storage but if you have it the  paper copy, some folks say, I can  scan that so I can keep -- I can  throw away the paper, it depends  on your agency and what the  policy is but if it says print to  file, and you have  an authorized  signed document that is  the official record copy, you have  to ask yourself these questions,  from a  legal standpoint, what  if it is requested from a judge  that you provide the  original copy? A lot of  times in court now, where able to  send -- take  a CD instead of  30 boxes. Sometimes in  legal cases sometimes the judge  will look at the policy. And say  what was your policy? Can you produce  that original  signed document?  >> It's  based on the agency.  My suggestion would be if  you have that original  document, apply the disposition  and send it to storage if it is  three years old, we can destroy  it when it is three years old if  you have an electronic record,  you will have it and use it for  your reference purposes. If you  have created electronically and  maintained it in that  format --  

Is at the fiscal  year the material for the fiscal  year of when the material is being  sent to  NARA ?  

It is the physical year of  the material.  It says, if you are creating  new files,  new records, it says destroyed in  three years, and you open  it and  in October, which of the start of  the fiscal year, for  the  agency, that this position applies  to your  agency retention.  Because in some  records 135 it  says destroyed  in 2001, but you would  look at the time that you open  that file until  the time you close the file,  and it doesn't have to be the  calendar year. It could be your  fiscal year. Because the government  operates on the fiscal year. Not  the  calendar year.  

If you  saw  some retention with  NARA  that's where the calculator  comes in, it may  be destroyed  August 2001. Because if you look  at the retention timeframe for when  it was open, it doesn't have to  be open you  can say, your open date  2001, but that you are starting  a calendar year. If you said it  is open eight, 2001, that's  not the start of a calendar year.  It would be three years from the  time you open it until the time  it is closed. That means eight  of 2004. That is the fiscal year  not the  calendar year.  >> We have questions  regarding receiving credit for  this training. It just  so happens that Keith is  providing this as a  USDA employee, this is not an  official USDA presentation per se  it is being sponsored by the greater  Kansas City executive board, if  you are in need  of credit whether you are with USDA  or another agency, please send  them in a straight or for your training  a copy of the  registration announcement and see  if you can find a way to get credit,  there are some other courses like  this  in USDA and then appeal to give  you credit for them, if there are  still some concerns regarding that,  feel free to send me  an email , if you have concerns  about receiving a certificate or  credit send those directly to me  but this is an  informational presentation finding  a way to share resources across  multiple agencies, cut down on some  of those  travel expenses, if you are required  to attend or you need some kind  of formal confirmation that you  attended, let us know and we'll  find a way to get that result  for you.  >> 
     Social media, does that count as  a permanent record?  Whether we are talking about Facebook,  twitter, anything of  that nature.  

We are required to retain  social media. We are not allowed to put  protective data on any kind of  the  laces -- the laces for any  social  media is if  it's -- it is considered an  official  record, normally most of that social  media  is handled to the office of communication,  they are  the ones, there is a contact  for IT to get the requirements from  them  because we don't have the actual  verbiage that we need, it  has to come from IT regarding the  social media piece.  We have to retain it.  

But it is done through  the IT.  

We are required to  retain it.  

I'm sure if we  are required, I'm sure the same  applies to  other agencies.  

This falls under  checking within your agency, to  provide you a general background  and understanding and we're seeing  the different agencies are navigating  on how to work with social media  so check within  your agency.  >> That was  the last question. I want to thank  everyone for attending, this is  been a great session. Thank you  to Keith, the event was sponsored by  the greater Kansas City executive  board, thank you to the  executive board committee, and  its members, this was a  collaborative effort. Look for an  evaluation link by Thursday by Thursday,  April 12 we want to  find out your experience in this  training with you found it was beneficial  and if we should continue and if  so how can we  improve it how can we make things  more easier and interactive? Always  looking for  constructive criticism. The email will  come from the go to  webinar platform. If we get Any  other questions afterwards I will  be sure to get those  to Keith, his contact information  is listed here. We will let you  know by the email that you use to  register when the recording will  be available.  Thank you.  Great session. This concludes  the webinar.  

 Thank you.  >> [ Event  concluded ] 
