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e Federal Records Center Program (FRCP) Updates
e Scheduling Guidance Updates

e Unauthorized Destruction Assessment Report

Discussion

e Records Management Training Updates
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Presenter Notes
Presentation Notes
Last Winter meeting!

Reminders and deadlines:
ARO designations and AROC
Capstone resubmission, if using, in
Reporting data March 8

Agenda…….


Introduce Jay
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Federal Records Centers
Program (FRCP) Updates

Tasha Ford
Director
Federal Records Centers Program
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Questions

To Ask Questions
Chat via YouTube
or

Email:
rm.communications@nara.gov
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Scheduling Guidance Updates

Andrea Riley
Supervisor

Operations Research &
Support Team (ACRS)
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Agency SChEdUling GUideS

Scheduling Guides provide advice on scheduling specific categories
of records, usually based on function

NARA issued the first guide, Scheduling Public Affairs Records, in
2016

The new guides reformat some of NARA’s existing guidance on:
o Common permanent records
o Personal data
o Research and development records
o Environmental health and safety records
New guides cover legal and legislative records
We expect to issue more of these guides as they are prepared

See AC 25.202/ for more information

NATIONAL ARCHIVES AND RECORDS ADMINISERATIO N
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B | s Instructions for Reviewing Agency
LATIO";? Services SChEdu:I-es

ARCHIVES

e NARA regulations require agencies to review records schedules that
are ten years old or older every five years (see 36 CFR 1225.2223)

e We have provided instructions on how to use the Records Control
Schedule repository (RCS) to identify and review agency records
schedules

o We do not recommend using ERA for this review as it does not
contain item level data from pre-ERA schedules

e We encourage agencies to report inactive schedules to NARA so that
we can update the RCS

o Information on how to do this is also provided in the
instructions

e See AC 27.202/ for more information or contact
LSSP_ Team@nara.gov

NATIONAL ARCHIVES AND RECORDS ADMINISERATIO N



https://www.ecfr.gov/current/title-36/chapter-XII/subchapter-B/part-1225/section-1225.22
https://www.archives.gov/records-mgmt/memos/ac-27-2024
mailto:LSSP_Team@nara.gov

> | gy Guide to Inventorfylng, Scheduling
war = and Disposition of Federal Records

e We are in the process of updating the Guide to Inventorying,
Scheduling and Disposition of Federal Records, also known as the
ISD

e This guide is a web edition of the Disposition of Federal Records
Handbook

e We are in the process of completely revising the ISD

o Content will better address records scheduling in an electronic
records environment

o Itwill include step-by-step instructions and best practices for
inventorying and scheduling records

o The guide will also explain the appraisal process

e We expect the new ISD to appear in early FY2025
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Questions

To Ask Questions
Chat via YouTube
or

Email:
rm.communications@nara.gov
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Unauthorized Disposition (UD) Safeguards
RM Assessment

Andréa Noel
Senior Records Analyst
Records Management Oversight and Reporting Program
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e Conducted during fiscal year 2023 with 7 agencies
1. USDA — Agriculture Research Services

DOD - Air Force

DOD — Defense Logistics Agency

DOD- Office of the Secretary of Defense

DHS — US Coast Guard

DOJ — Federal Bureau of Investigations

N oo AW

Treasury — Internal Revenue Service

e Focus: Evaluation of policies, procedures, and practices related to 36 CFR
1230 & reported safeguards for 38 UD cases

e UD Categories: Accidental disposal/destruction, removal by departing
employees, lost in transit, inadvertent loss of cellular data & unknown
causation

e 9 recommendations

NATIONAL ARCHIVES AND RECORDS ADMINISERATIO N
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UD Safeguards Assessment

o Services

e Summary of Recommendations

o Develop & regularly disseminate RM resources related to UD incidents &
reporting requirements agency-wide

o RM programs should:

Lead standardized investigatory actions

Collaborate with relevant stakeholders during investigations,
reporting & safeguard development & implementation

Monitor safeguard implementation for completeness
Communicate UD incidents and safeguards agency-wide

Balance implementation of long-term safeguards with immediate
temporary ones

Regularly monitor implemented safeguards for effectiveness and
respond to inefficiencies

NATIONAL ARCHIVES AND RECORDS ADMINISERATIO N




b i Services
NATIONA
ARCHIVES

ez | 25 UD Safeguards Assessment

Questions?

To Ask Questions
Chat via YouTube
or

Email: RM.Communications@nara.gov
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RM Training Updates

Michelle Bradley, Supervisor
Rene Valero, Instructional Designer

Records Management Training Program

AGENCY SERVICES 14



ki‘%% ?fri?EZs NEW ERA 2.0 jOb aidS

NS R
NATIONAL
ARCHIVES

New and Revised ERA 2.0 job aids for transferring records are up!

e 1/ new jobs aids

® www.archives.gov/era/training

Transferring Records

Item Date
Title Description Type Updated
Create a Transfer Request - General This job aid tells you how to create a Transfer Request in ERA Job Aid  6/5/2024
Information Tab [ 2.0
How to Add Tracking Numbers[3 This job aid tells you how to add tracking numbers to a Job Aid 6/5/2024

Transfer Request in ERA 2.0.

How to Add Transfer Details This job aid explains how to add Transfer Details for a Transfer ~ Job Aid  6/5/2024
Request in ERA 2.0. /
Access Restrictions Sub-Section [8 This job aid explains how to complete the Access Restrictions Job Aid b,‘l‘/)

sub-section under the General Information tab in ERA 2.0.
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Agency Records Management for Contractors

Services

ARCHIVES

New Training: Records Management for Contractors

Launch Mid June 2024

....................

ﬁ i ; Advice Specific to Contractors about
4Federal Records

o —

ARCHIMES.. .

Records Management for Contractors

As a starting point, assume that you are creating records that are subject to federal requirements

¢ REVIEW the specific details of your situation.
e What is the scope of your workflow ?
e What records are your company involved with?

« REVIEW your contract to determine if there are any unique recordkeeping requirements
specific to your work. (for example - you work in electronic records...you need to produced
records in a specific electronic format).

hd e CONSIDER any employee training that is required so that records are created, transferred a
stored effectivelv

e
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Federal Records Management

Home > Federal Records Management = Records Managamaent Tralning Program = NARA Bulletins Formatted for Training

tramnevene NARA Bulletins Formatted for Training

Federal Records Management
This page contains formatted bulletins to review as a lesson. Select the title of the bulletin. All bulletins can be downloaded into your LMS.

Training Materials Catalog

* Please note that the table below is searchable and sortable, click on any of the header cells to sort by that
column:

Show| 10 W |entries Search

ds Management

truction Support (Reb|5)
Other RM Training Resources m v _

BEv Role 2023-01 Guidance on Storing Radiographic Film Records SCORM (2024

Senior Age PR M i g oy
2023-02 Expanding the Use of a Role-Based Approach (Capstone) for Electronic Messages SCORM B/10/2024
2023-03 Revoked NARA Bulletin on Media Neutral Processes SCORM 6/10/2024

ds Liaisons

Records Custodians 2023-04 Managing Records Created on Collaboration Platforms SCORM 6/10/2024

Legal Counsel

Palitical Appointoes & Senior

Al Erritovmas Showing 1 to 4 of 4 entries ; [

R g Previous B Next
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Blogs - Bookmark/Share - Con|

I [ ] \ F \ ‘ Search Archives.gov m

RESEARCH OUR RECORDS VETERANS' SERVICE RECORDS EDUCGATOR RESOURCES VISITUS AMERICA'S FOUNDING DOCUMENTS

‘FNATIONAL ARC

Federal Records Management

Home > Federal Records Management = Records Management Training Program

NARA Bulletins Reformatted

Records Management Training Program

Supporting the Development of Records and Information Management Profession

The Records Management Training Program provides five services that support records management training performed by Federal agencies.
MARA Bulletins: Formatted for Training

Training Materials Catalog Records Management Training Preszentations and LMS Downloads

In 2020, the Records Management Training
Program ended its in-person workshops and
moved to an all-online, self-paced format. Now,
you can take our records management training of
your own schedule, for free

als Catalog contains most of the
e develop, including all of

Our Training Mate

= training mate: atw v
w are part of the new
o training curriculum that we call Curriculum 2.0

l_-.i 2 ! To access the official NARA Bulletin website click
al— here.

MARA Bull

The catalog includes:

Our Online Learning page Online
access to all of the training lesson ha
developed. While we no longer offer the Certifica
of Federal Records
everyone can explore training c

tins Formatted for Training

= Online
* ER

» Microlearning Lessons

d Webinars

NARA Bulletins Reformatted Records Management Instruction
Support (ReMIS)

HARA Bulletins: Formatted for Traiming Records Management Instruction Suppart [ReMIS)
. Presentations and LMS Downloads i v
33 - experts provide

NATIONAL ARCHIVES AND RECORDS ADMINISERATIO N
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Agency RM Training on Social Media

Are you and your staff logging into NARA’s RM Training
Program’s Social Media accounts?

e Records Management Training Program promotes online training and
RM resources on social media
o New RM messages and guidance from NARA
o Links to training materials
o Highlight AROC recipients

Linked [[})
https://www.facebook.com/NARARMT/

https://x.com/nara_rmtraining

NATIONAL ARCHIVES AND RECORDS ADMINISERATIO N
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Ny | Highlight AROC recipients
¥

NATIONAL

|||||||

'_Agenuy_ Records Officer
AROC Recipients

[ Building a Community of

Practice

O
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US National Archives Records Management Training Program
May 28 at &:12PM . &

Brush up on WHAT IS A FEDERAL RECORD??
https:/fwww.archives.gov/records-mgmt/fags/federal.html

llg:w'LE_ Watkins that we wagh
chligah becheck mr Wiﬂs e
FEB893-986877 will G S,
Adars gave vesball approval on
9/12/22

M 0 re RESO La! r(:e S fo r VISIT; https://www.archives.gov/records-

mgmt/training/other-resources
Federal Records Managers

O o272

Other Resources

Records Management Other Resources
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o US Mational Archives Records Management Training Program
3d

2ysago- @ US Mational Archives Records Management Training Program
New Memo to Agency AROs about Deleting Draft Records Schedules from ERA 2.0, May 23 at 8:27AM -
Verbinkhere, . I Mew Instructions for How to Use the RCS for agency review of Records Schedules
https://www.archives.gov/records-mgmt/memos/ac-30-2024

@USState @USDA @USTreasury https:/fwww.archives.gov/../schedu.../rcs-for-agency-review

Oflfice of the

L i
% | Chief Records , '\& \ f) . Ofhce of the

= o

ARCHIVES | S of % | Chief Records
— NATIONAL Officer
ARCHIVES
AC 30.2024
Date: June 07, 2024

AC 27.2024
Memorandum to Federal Records Management Contacts: Deleting Draft
Records Schadules from ERA 20

Date: May 23, 2024

r 1, 2024
1

Memorandum to Federal Agency Contacts: Instructions for Reviewing Agency
Schedules that are Ten Years Old or Older

les and take steps

NARA regulations req

re agencias to review records schedules that are ten yEars

8 created a j iow to Locate Drafl Records 2
the ERA 2 0 Scheduls Data Entry Too! to help old or older every five years (see 36 CFR 1225 22a) We have developad

o fom Syafamn instructions on how to use the Records Control Scheduls (RCS) repository to help
i with this review. The instructions also include a job aid and a form for reporting

25 crealed in ERA prior to Oclober
C 22 2023) If you have any guestions inactive disposition items to NARA

contact

assigned MARA aporaiser

ncourage agencies to use these tools 1o conduct their re
inactive disposition items to us we will update the RCS with thi

If you report
information

LAURENCE BREWER
Chiaf Rec
for the U.S. (

LAURENCE BREWER
Chief Records Officer
for the U.S. Gov

National Arc

601 Adely

amment
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Records Lifecycle

Creation or Disposition
Receipt
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EXHAUSTED?
ARIL 20

REDRDS MANAGEMENT
MONTH

TRATNNG RESREES

ARE STILL AVATLABLE !

Video/web training resources @
https://www.archives.gov/records-mgmt/training
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o US Mational Archives Records Management Training Program

September 23, 2023 . &
|dentifying and retrieving federal records should be a top priority in your records program.
Download resources, training aids, and lessons 24/7 HERE:

https://www.archives.gov/records-mgmt/training

I really need
to keep track
of where |

buried that
bone !

Anticipating
frequent retrievals
& searches???

Everyone needs
a little brush up
on their
Records
Management
practices...
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General Q&A

To Ask Questions
Chat via YouTube
or

Email:
rm.communications@nara.gov
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NEXT MEETING

Tuesday
August 13, 2024
1:30 pm EST/10:30 am PST

All upcoming BRIDG meeting dates

and previous recordings/slides are at:
archives.gov/records-mgmt/meetings/index.html
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Technical Difficulties
Please Stand by

rm.communications@nara.gov

Bi-Monthly Records and Information Discussion Group
archives.gov/records-mgmt/meetings/index.html
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