
The Annual Move 
Agency Best Practices 



FRC Transfer in ERA 

• Draft Transfer Requests (TRs) for eligible FRC Transfers 

• Created by NARA from data derived from ARCIS 

• One FRC transfer= one ERA Transfer Request 

• Agency responsible for reviewing and proposing TRs 

• Corrected information must be provided to FRCs and in ERA 



FRC Transfer In ERA- Sequence View 
Box 2. Agency reviews and Box 3. Agency submits 

Box 1. Nara 
updates TR: then submits TR to NARA. TR 

creates a "Draft" 
TR to Agency Records updates from 

Transfer Request 
Officer. TR updates from "Submitted for Agency 

(TR) from ARCIS 
"Draft" to "Submitted for Approval" to 

data 
Agency Approval "Proposed" 

Box 4. NARA receives, reviews, and Box 6. NARA 
accepts or rejects "Proposed" TR. If Box 5. Ship records completes internal 

accepted, TR is "Approved." work processes 

Box 7. NARA electronically signs TR 

Accepting Physical Custody of the 
Box 8. NARA completes standard 

records. ERA system automatically 
accessioning procedures and 

creates Legal Transfer Instrument (LTI) 
"Approves" the LTI. 

at this point. 

Note: One TR created for 

each FRC transfer 



Search for Annual Move TRs 

• Log in as Transferring Agency Official 

• Search: Advanced Search 

• Business Object: Transfer Request 

• Keyword: "2014 Annual Move" 

• Status: Draft • Record Group Number:#### 



View Transfer Request: "TR-0038-2011-0065 - NARA 
Eile !;_dit Y'._iew Hi�tory �oohnarks Iools t:!elp 

C ( [j http://www.cat.era.nara.gov/sba/pages/tr/tr-edit.jsp?action=view&objectID= l .2-1.3-201108. l05136&objE O � I �I_._I•e_. _�_eGo_eo_eg_ele _e_________�_ 

[j Getting Started =-- Latest Headlines 

\/Velcome Lynn Stevvatt 1 Lynn ste,,vart 1 
�!:!!!!ii!"iriiiiiii:: _,......., ----- :'�'3!1��==�•1!121!!::-"'"�� Home I View Profile I Help I F ft.Q I About I Log Out 

Search Create 
Search Home > Search Results > 

Transfer Request TR-0038-2011-0065 status Draft 

� Save 11 '1:;;I View PDF 11 Cancel I -- Select Next Action -- I v ! I Go Delete 

A 

* = Required field 

General Information Transfer Details Contact Information Signatory Information Related Assets Attachments 

[j View Transfer Request: TR-0038-201... -:-
�-�-------------------------------------------------------�-

_____lllllii______.....________________lllllii__________________________llll-

I Gene.-al lnfo.-mation 
I 

* Disposition Authority * Electronic LegacyIDAL-NU-201 0-0020-0001 
Number:

* Agency or Establishment: I Department of the Navy 
* Record Group: I 0038 - Records of the Office of the Chief of Naval Operations General Information Tab: 

Major Subdivision: I I General Information 
Minor Subdivision: I I Section: 

Manual Citation 

Manual Citation Manual Title 1 
-Review the populated fields. -

You may enter data about the 
Major Subdivision and . . . . . '-

Minor Subd1v1s1on ,f the 

correct information is known. 
Done 
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________ 

_
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______e_e =============� 

� 

Delete 

View Transfer Request: "TR-0038-2011-0065 - NARA 

[j 

Eile !;_dit Y'._iew Hi�tory �oohnarks Iools t:!elp 

C http://www.cat.era.nara.gov/sba/pages/tr/tr-edit.jsp?action=view&objectID= l.2-1.3-201108. l05136&objE O � I �l-'_l_�_G_o_og_ele_e

Getting Started 

(
=--

[j 

�:!!!!iii-_...i:: ,__,._, 

Latest Headlines 

[j View Transfer Request: TR-0038-201... -:-�-�-------------------------------------------------� 
\/Velcome Lynn Stevvatt 1 Lynn ste,,vart 1 --- Home I View Profile I Help I Fft.Q I About I Log Out-

�...��=::'•mm��� 

Search Create 
Search Home > Search R esults > 

Transfer R equest TR-0038-2011-0065 status Draft 

� Save 11 '1:;;I View PDF 11 Cancel I -- Select Next Action -- I v ! I Go 

* Transfer Group INCOMING= 
Description: 

l l 
-. 

i:==.�-==--! _h p 1 

! 
:d<� 

. II---=-----:--=-------;:::::::::::::::::;----------'
LTI: * Security Scan: I No 

Legacy Disposition N1 -NU-96-003 I 3 
Authority Number: 

* Type of Legal Transfer: I Annual FR C Move I v ! 

Type of Legal Transfer: Annual Fi CT.-ansaction Type 

Move must be selected.Add Delete 

Transaction Number Type Transaction Number 

r------=��������������������------========= 
*e R ecordseCentereTransfer Number �v V\/0 38e 3-00061-□ ---�e *_ �e -9e Transaction Type: Records Cente 

=-

Transfer Number also known as th 
< 1111 FRC accession number) is populated in 
Disposition Autho.-ity the Transaction Number Type and 

Transaction Number fields 

Done 
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View Transfer Request: "TR-0038-2011-0065 - NARA 
Eile !;_dit Y'._iew Hi�tory �oohnarks Iools t:!elp 

[j http://www. cat. er a. nar a. gov /sba/pages/tr /tr-edit. jsp? action=vie 

Records Schedule Item Title is[j Getting Started ;--. Latest Headlines 

[j View Transfer Request: TR-0038-201... from the Records Schedule. 
\/Velcome Lynn Stevvatt 1 Lynn ste,..vart 1 I Log Out 

Review dates for accuracy. 
Search Create 

Search Home > Search Results > 

Transfer Request TR-0038-2011-0065 status Draft 

I � Save 1 1  '1:;;I View PDF 11 Cancel I I -- Select Next Action -- I v ! I Go Delete I 
Disposition Authority 

Records Schedule Item Title: Inclusive Dates 

From: 111111 991 lffi* 
To: 11 2/31 /1 991 * 

Access Restriction 

Access Restriction I Restricted - Fully* 
status: 
Specific Access Security Classification: --- IFOIA (b)(1e) National Security * 
Restriction: 

* 

I 
Special Marking: statutory Citation: 

j-J ______________. Access Restriction: Review this section very carefully. eAccess Restriction Note: 

_________________. incomplete or require updating. 
Done 

- To edit a field, click on the ellipsis and arrow buttons to 
Novell Gr ... � Mail Fro ... � Microsof .. M 

http://www


�� _, __ 

I � Save 11 � View PDF 11 Cancel I 

Search Create 
Search Home :o Search Results :o 

Transfer Request TR-0483-2014-0200 To update Specific Access Restriction 
r field, click on ellipses to open pick list. Use 

green arrow to choose the correct 
information, then Save. 

Access Restriction 

Use the same process to update Security
* Access Restriction I Restricted - Fully

status: 
iJ Classification and Special Marking

* Specific Access FOIA (b)(6) Personal Information 
Restriction: fields. 

Special Marking: 
..:J 

statutory Citation: 
_____ ..:J 

.. .. 
Selection (Kl 

Available Selected 

Access Restricti Freedom of Information Act (FOIA) .. FOIA (b)(6) Personal Information 
FOIA (b)(1) National Security 
FOIA (b )(2) Internal Personnel Rules and Practices 
FOIA (b )(3) statute 

FOIA (b )(5) Inter-agency or Intra-agency Memorandums or Le1 
Privacy Act Noli I

���)��) :aw Enfor
���

ent 
F

Number: 
* Federal Register 

I Iti/ Confirm 11 X Cancel 

Use Restriction 

* Use Restriction: I Undetermined 

Specific Use Restriction: 
i.l 

..:J
* Use Restriction Note: Undetermined is the default value for TRs generated by NARA for agency review and approval for the annual move. Please select Edit I 

a more appropriate use restriction where appropriate. 



� 

Search Home > Search Results > 

Transfer Request TR-0115-2014-0008 

I !';JI S.ave 11 � View PDF 11 Cancel 

* Access Restriction 
status: 

* Specific Access 
Restriction: 

Special Marking: 

Access Restriction Note: 

Privacy Act Notice 
Number: 

* Federal Register Volume: 

Use Restriction 

* Use Restriction: 

Specific Use Restriction: 

* Use Restriction Note: 

I Restricted - Fully 

status Draft 

1-- Select Next Action -- .i] I Go I DeleteI 
,.,.,.,,-=-,u 

, ... 
* To: 11 2/3111 983 mii!I 

FOIA (b)(6) Personal Information Security Classification: ..£1 

I Yes E] 

UndeterminedI ..=.JI 

Undetermined is the default value for TRs gener€ 

statutory Citation: ..£1 

.::.I
Edit 

� 
Spell 

ched< ... 
* Agency System Number: 

* Federal Register Page 
t-.1, , ...... L-..-. ..... 

For the Privacy Act Notice Number field, if Yes 

is selected, the Agency System Number, 
Federal Register Volume and Federal Register 
Page Number fields are required. 

I ..,a more appropriate use restriction where appropriate. 
Spell I I 



_______ 

��� --

----------------------------------------- --

� 

View Transfer Request: "TR-0038-2011-0065 - NARA 
Eile !;_dit Y'._iew Hi�tory �oohnarks Iools t:!elp 

http://www.cat.era.nara.gov/sba/pages/tr/tr-edit.jsp?action=view&objectID= l.2-1.3-201108. l05136&objE O � I �l-'_l_�e_eG_eo_og_ele_e

[j 
[j Getting Started 

(
=--

[j
Latest Headlines 

View Transfer Request: TR-0038-201... -:-�-�-------------------------------------------�� 
\/Velcome Lynn Stevvatt 1 Lynn ste,,vart 1 ___ Home I View Profile I Help I F ft.Q I About I Log Out 

�"'3"�=;::•mm:---� 

Search Create 
Search Home > Search Results > 

Transfer Request TR-0038-2011-0065 status Draft 

� Save 11 '1:;;I View PDF 11 Cancel I I 
:e 

Access Restriction Note: Use Restriction: Review this section very carefully. There is no 
data in ARCIS regarding use restrictions. The default for the 

:=::;:::::;--- field wil l be Undetermined and there wil l be a default Use 
Privacy Act Notice No vI ! INumber: Restriction Note message. If you select anything other than 
Federal Register Volume: 

Unrestricted, the Use Restriction Note field is required.I 
Use Rest.-iction 

Use Restriction: 

Specific Use Restriction: 
* I Undetermined 

Use Restriction Note:* Explain reason Use Restriction is Undetermined. I# Edit 

1� ��:� I 

Done 

Novell Gr ... � Mail Fro ... � Microsof ... P2012 P ... � Microsof ... Documen ... 8:44 AM �N 
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NA 14130 Classified Records Checklist 

Complete one NA Form 14130 for each TR/FRC transfer 

Checklist may be found at: 

http ://www.archives.gov/ declassification/ ndc/forms/ na-

14130. pdf 

www.archives.gov


�e _e_e_e ________ 

----

--

� 

View Transfer Request: "TR-0038-2011-0065 - NARA 
Eile !;_dit Y'._iew Hi�tory �oohnarks Iools t:!elp 

http://www.cat.era.nara.gov/sba/pages/tr/tr-edit.jsp?action=view&objectID= l .2-1.3-201108. l05136&objE O � I l-'le�e G_ o_ogl_ee_e

[j 
[j Getting Started 

( [j
;--. Latest Headlines 

View Transfer Request: TR-0038-201... -:-�-�-----------------------------------------------�-
\/Velcome Lynn Stevvatt 1 Lynn ste,..vart 1 Home I View Profile I Help I F ft.Q I About I Log Out 

-�:S::�i:::ilPiiiiii"""''"f' ��iii!!ii!iii!!!!!:!�i!imm!;r.'....-.� 

Search Create 
Seacch Homee> Sea,ch Resultse> ] Transfer Details Tab: 
Transfer Request TR-003s-2011-006� Transfer Details Section: Includes the Transfer Group Description from the General 
I 11 11 Ii w� Save t;;lv e PDF Cancel Information Tab. The Disposition Date will usually be January 1st of the year for which the 

records are eligible for transfer, e.g. 1/1/2015. 
General Information Transfer Details conta, 

Current Physical Location of Records: The agency location should always be No. 
Tn1nsf'e..- Details Destination Physical Location of Records: Do not change this information. 

Transfer Group INCOMING CORRES V 
Description: i w e 

Cutoff: Transfer Group Disposition Date: 11e11e1201 2 * 
cu..-..-ent Physical Location of Reco..-ds 

Agency Location: 

Location: I Washington National Records Center (Suitland, MD) 
Current Custodial Unit: I NV\iMW - Washington National Records Center (Suitland, MD) v !I 

Destination P�ical Location of Reco..-ds 

Location: I National Archives at College Park - Archives II (College Park, MD) 
Destination Custodial Unit: I NWCT2P - Archives II Processing Section 

Done 
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-----

_ _ _ _ _ I 

:"�'J!!J�!!==��-Q�=-�� 

"t:;;I View PDF � Save I I 
.__
I 

Transfer Request 

� 

View Transfer Request: "TR-0038-2011-0065 - NARA 
Eile !;_dit Y'._iew Hi�tory �oohnarks Iools t:!elp 

C http://www.cat.era.nara.gov/sba/pages/tr/tr-edit.jsp?action=view&objectID= l .2-1.3-201108. l05136&objE O �( [j
;--. Latest Headlines 

-:-�-�------------------------------------------

I �I_.e•I . �e Google _e_e_e_e_e_e_e_e_e__________ 

----------------�-[j 
[j Getting Started 

View Transfer Request: TR-0038-201... 

\/Velcome Lynn Stevvatt 1 Lynn ste,..vart 1 _,......., Home I View Profile I Help I F ft.Q I About I Log Out 
�!:!!!!ii!"iriiiiiii:: 

Search Create 
Search Home > Search Results > 

DraftTR-0038-2011-0065 status 

cancel I -- Select Next Action -- I v ! Delete 
__ __, 

* Tr-ansf"er- Method iei I 

Electr-onic Means 

Electronic Records Transferred by Electronic MeansD 

P�ical Means 

□ Electronic Records on Physical Media Physical Transfer of Non-Electronic Records 

Physical Media Types - Non-Electr-onic Recor-dsI * 
Add Delete 

Quantity Transfer Media Type Container Description 

□ I I Microfiche IeQuantity is number of containers Transfer Method will always be I_I 

Physical Means. 

Container Description is 

entered by NARA. 
List of Container-s 1 

Add Delete 

http://www. cat. era. nara. gov /sba/pages/tr /tr-edit. jsp ?action=view&objectlD= 1 . 2-1.3-201108. 105136&objectVersion=current#tab2 

Novell Gr ... � Mail Fro ... � Microsof ... P2012 P ... � Microsof ... Documen ... 8:44 AM �N 
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�e _e_e_e_e
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[j
[j View Transfer Request: TR-0038-201... 

�:!!!!iii-_...i:: ,__,._, 

View Transfer Request: "TR-0038-2011-0065 - NARA 
Eile !;_dit Y'._iew Hi�tory �oohnarks Iools t:!elp 

C http://www.cat.era.nara.gov/sba/pages/tr/tr-edit.jsp?action=view&objectID= l .2-1.3-201108. l05136&objE O � I l-'I . �e G_oo_eg_ele_e

Getting Started 

(
=--

[j
Latest Headlines 

-:-�-�---------------------------------------------------�-
\/Velcome Lynn Stevvatt 1 Lynn ste,,vart 1 Home I View Profile I Help I F ft.Q I About I Log Out �,m�!!;=�••rs::-�� 

Search Create 
Search Home > Search Results > 

Transfer Request TR-0038-2011-0065 status Draft 

� Save 1 1  '1:;;I View PDF 11 Cancel I -- Select Next Action -- I v ! I Go Delete 

* = Required field 

General Information Transfer Details Contact Information Signatory Information Related Assets Attachments 

Related Assets 

No related objects found. 

� Save 1 1  m View PDF 11 Cancel I -- Select Next Action -- I v ! Go DeleteI 

Related Assets Tab: No Related Assets will be listed 

until the TR has been approved by NARA. Related 

Assets include Disposition Authority and Transfer 

Processing Results business objects. 

Done 
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�____e_e _________� 

[j
[j View Transfer Request: TR-0038-201... 

�!:!!!!ii!"iriiiiiii:: _,......., 

View Transfer Request: "TR-0038-2011-0065 - NARA 
Eile !;_dit Y'._iew Hi�tory �oohnarks Iools t:!elp 

C http://www.cat.era.nara.gov/sba/pages/tr/tr-edit.jsp?action=view&objectID= l .2-1.3-201108. l05136&objE O � I l-'eI. �e Go_og_l_e 

Getting Started 

(
=--

[j
Latest Headlines 

-:-�-�-----------------------------------------------------�-
\/Velcome Lynn Stevvatt 1 Lynn ste,,vart 1 Home I View Profile I Help I F ft.Q I About I Log Out -=== ��-•�!!!!!�!iiiiim'::ri"'""'"'.�!!! 

Search Create 
Search Home > Search Results > Attachments Tab: You may add attachments, such as a box list. 
Transfer Request TR-0038-2011-0065 

� Save 11 '1:;;I View PDF 11 Cancel 

After you upload an attachment, click the Refresh button to see 

it displayed. lete 

* = Required field 

General Information Transfer Details Contact Information Signatory Information Related Assets Attachments 

Add an Attachment 

File Name: B rowse . . .  

File Description: U pl oa d  

List of' Attachments 

R efresh 

� Save 11 � View PDF 11 Cancel I - - Select Next Action -- I v ! Go Delete I 

Done 
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View Transfer Request: "TR-0441-2011-0046 - NARA 
Eile !;_dit Y'._iew Hi�tory �oohnarks Iools t:!elp 

C http://www.cat.era.nara.gov/sba/pages/tr/tr-edit.jsp?action=view&objectID= l .2-1.3-201108.105135&objE O � I l-' le�e Go_eo_eg_ele_e

[j Getting Started 

( [j
;--. Latest Headlines 

[j View Transfer Request: TR-0441-201... -:-�-�-------------------------------------------------� 
\/Velcome For Lynn Home I View Profile I Help I F ft.Q I About I Log Out 

iiiii"'.............._ !""�ir"'iriiiiiiii:: -- ��a��=��l!!le��� 
Search 

Search Home > Search Results > 

Transfer Request TR-0441-2011-0046 status Subm i tted For Agency Approva l 

� View PDF 1 1 Cancel 

Tn1nsf'ening Agency Official 

First Name: 

Title: 

Email: 

Agency Approvi1 

First Name: 

Title: 

Email: 

NARA Contact 

First Name: 

Title: 

Email: 

other Contacts • 

IL ynn .stewart .1 Last Name: ILynn .stewart .1  

!Test Usere. Phone: 11 23-45-6789 

IL ynn .stewart .1 @lmcoe.com Agency: !Department of Education 

Once you r  review i s  com p l ete a nd you a re ready to s ubm it the  11 1 1  -222-5555 

TR fo r a pprova l by  you r  Agency Approvi ng Offi c i a l :  

Save TR 

Se l ect Submit from the  d ropdown menu  

C l i c k  Go  

The  TR i s  Subm itted fo r Approva l to t he  Agency Approvi ng 

Offic ia l . 

Done 
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Transfer Req uest Propose TRs to NARA 

•Agency Approving Offic ia l  may Propose a TR for Approva l by 
NARA. E RA wi l l  provide a task notification indicating that action 
needs to be taken on a particu l ar TR .  An Agency Approvi ng Offic ia l  
may a lso reject a TR which wi l l  then return to Draft status .  

•Agency Approvi ng Offic ia l  may a lso have the Transferri ng Agency 
Officia l  ro le. 



The Agency Approvi ng Officia l  may search for TRs in the Status 
Su bmitted for Agency Approva l ,  or set the User Profi le to receive a 
Task Notification/e-ma i l  indicating that action needs to be taken on a 
particu l ar TR .  



To propose a TR for NARA approva l ,  the Agency Approving Officia l m ust 
accept the Terms of Agreement for transfer to NARA and m ust have the 
lega l authority to do  so . 
Accept the Terms of Agreement : Select Submit 
Check the Terms of Agreement check box 
Cl ick Conti nue 
Cl ick Go 

The status of the TR wi l l  change to Proposed . 



Transfer Req uest Use SAM O  to Propose TRs 
An Agency Approvi ng Offic ia l  may a lso use the Sing le Action, M u ltip le Objects 
(SAM O)  function to su bmit m u ltip le Transfer Req uests to NARA for approval or to 
reject them . 

To approve m u ltip le TRs using SAMO:  

- SAM O  works best using the Firefox browser 
- Fi lter the search resu lts by status : Submitted for Agency Approva l 
-Select the TRs you wish to approve by either cl icking on the check boxes next to 
each TR or by using the Select Al l featu re next to the fi lter 
-C l ick Submit 



Sea rch Resu lts Fo r  : Tra n sfer Re:::im est ITR) 

B a ck to To p ra n s  fer Req u est R) : 

o perfo rm N ext Actio  n a,n mu ltiple Asset(s) , yo,u1 mu st filter yo u r sea  rch by a sin  g le statu s  
Statu s: I Su bmitted Fo r Ag  en cy Approva I .....iJ LJnfi lta 

Select : Al l  Al l  o n  page t..r. o,n e I - S.ele ot ,o n e - IL=.] f G D  
:p-zr a n e -

,: -=:  first < prev 1 i J :_ R\�e ci I § � � 

Disp□ siti□ n Auth o r ity Ag: e n cy o rTra nsfer Requ est l[}P- Statu sN u mbe r E sta bl ish me nt 

R-0255--2O 1 3,-0 4·1 3 DAL-0255--20 O B--0 0 02-0 0 0 1 Su bmitted N atio n a l 
Fo r  Aern n a utics 
Ag en cy a n d  Spa ce 
Approva l Ad min istratio n 

R-O255--2O 1 3,-0 406 DAL-0255--2O 1 0-0 0 0 3,-0 0 1 · Su bmitted N atio n a l 
Fo r  Aero n a utics 
Ag en cy a n dl Spa ce 
Approva l Ad min  istratio n 

R-0255--2O 1 3,-O 376 DAL-0255--2O 1 3,-0 0 0 1 -0 0 0 1 Su bmitted N atio n a l 
Fo r  Aero n a utics 
Ag en cy a n d  Spa ce 
Approva l Admin istratio n 

TR-02=•= 20  1 3-0 1 S DAL-02= =  20 1 ., 0 0 0' 1 -0 0 1}1 Su bmitted N atio n a l 
Fo r  Aero n a utics 
Ag en cy a n d Spa ce 
.Appro va l Ad min istratio n 

C: R-0255--2O 1 2-20 0 3 DAL-0255--2O 1 0-0 0 0 1 -0 0 0 1 Su bmitted N'at io n a l 
Fo r  Aero n a utics 
Ag en cy a n d  Spa ce 
Approva l Admin  istrat io n 

R-Or.255--2O 1 2-20 0 1 DAL-0255--2O 1 0-0 0 0 3,-0 0 1} 9  Su bmitted! N atio n a lr 

Down load FU1 I I Sean�h R,esu Its 
f 339 

F i lte r fo r TRs by Submitted for Agency 

Approval status .  

-Se l ect the  TRs you wish to a pprove by e ithe r  

c l i ck i ng on  the  check  boxes next to  each TR o r  
n ext > I -U se the  Select All featu res next to  the  fi lte r . 

Re co rd Select Submit, then Go. 
G ro u p
N u mber Check Terms of Agreement check box 

0255 
Cl i ck Continue 
Cl i ck Go 

Spa ce Center N u mber 

025 "-J S AG Rr , r , E H O N o Reco rd s F2 5--06-0 0 0 8 

0 F U N SID J o,h n so,n Center 
Spa ce Center ra n s  fer 

N u mber 

0255 TE CH E N GR DO C  N' o Reco rd s F255--'95--0 0 47 

FILE S J o h n so n  Center 
Spa ce Center ·ra n s fer 

N u mber 

0255 0 FFICE GI F PRIM l'll o Reco r .s 
RE SPGI N SIB IL Center 
(GI PR) J o h n so n Tra n sfer 
Spa ce Center N u mber 

0255 "-J P N' o Reco rd s L255--06--0 022 

PRO G RAM/PROJ E C Center 
- H IS O RIC J et ra n s fer 
Prn  pu lsio n N' u mber 
La bo rato ry 

0255 INTL AC N o Reco,rds W25.5-80-0622 



NARA Bu l l et i n 2014-05 : G u i d a n ce on  NARA-Created 

Tra n sfe r  Req uests 

• Establishes an expiration date for NARA-created ERA 

Transfer Requests (TRs) 
• TRs expire 15 months after date of creation, if not yet 

submitted to NARA 
• Incl udes any TRs in "Draft" or "Su b  mitted for Agency Approva l"  states 

• 2015 TRs loaded on October 1, 2014 will expire at the 

beginning of CY2016 



Age n cy Rev i ew L i st :  ARC I S  F i e l d s  

• Most of this information is agency supplied. The quality of the data in 
ARCIS is dependent on the quality of the data provided to the Federal 
Records Centers by the agency. Most of the data provided on the 
spreadsheets will be used to populate one or more fields in ARCIS . 
Other fields were included to assist you in your review process. 

The ARCIS fields that are used to provide data for ERA Transfer Request 
are provided in bo ld on the next slides 



ARC I S  F i e l d s  Rev i ew Co nt . 

• Record G roup :  Record Grou  p under which records are stored in the Federa l 
Records Centers ( F RCs) .  

• Transfer  #: Also known as an F RC accession nu m ber. Legacy nu m bers from 
NARS-5 are preceded by a code for the FRC they were hel d in when the transition 
was made to ARC IS .  PT nu m bers are "born in ARC IS" and are system su pp lied . 
Transfers with disposition dates for 2014 are incl u ded as are those with 2009, 
2004, 1999, or 1994 disposition dates . Please note that transfers that were 
"broken out" in NARS-5 or "sp l it" in ARC IS  wi l l  be separate transfers . 

• Records Center :  F RC at which the records are current ly stored . This may not be 
the F RC the records were stored in when the legacy transfer nu m bers were 
created in ARC IS .  For instance, a transfer with a nu m ber starting with "C" for 
Chicago, may now be stored in the Lee's Su m mit F RC .  

• Status : Usua l ly Shelved but in a few cases may be Accession Generated if 
information that the agency was previous ly provided an S F  258 or E RA Transfer 
Req uest was entered into ARC IS .  Status is u pdated by F RC staff. 

• Bi l l ab le Vo l u me: vo l u me by cu bic foot . 



ARC I S  F iel ds :  Access Restri ct ion Informat ion 

• Please pay particular attention to the Access Restrictions represented 
in this set of fields. This needs to be accurate in ARCIS as well as in 
ERA . The ERA data is derived from the ARCIS data. 

• Especially make sure that the Security Classification Type and 
Security Level information is correct. If the actual National Security 
classification level is ABOVE that listed in ARCIS, contact the FRC in 
which the records are stored immediately. In order to provide the 
proper security for the records, FRC staff must know the transfer's 
highest security level. 



ARC I S  F iel ds :  Access Restri ct ion Informat ion 

• Secu rity C lassification Type : Either C lassified or Unclassified . 

• Secu rity Leve l : May sim p ly be Standard Storage. Nationa l Security C lassification 
level ,  such as Confidentia l ,  Secret or Top Secret wi l l  appear here, or agency 
req uested Restricted Storage. For instance, agencies may req uest Restricted 
Storage for l aw enforcement or other sensitive information . 

• Access Restr iction Code : Usua l ly Agency Personnel ,  b ut C l assified or Restricted 
Storage wi l l  have Specific Agency Personnel . No  Restrictions usua l ly app l ies to 
records open to the pu b l ic, such as court records .  

• Privacy Act : I f  the agency has indicated the records are covered by the Privacy 
Act, ana this was captured in either NARS-5 or ARC IS  this wi l l  be Y. Al l other 
records wi l l  be N or b l ank .  Earlier practices by individ ua l agencies and F RCs 
varied . J ust because this fiel d has an N ,  agencies shou l d  inaependently va lidate 
whether the records are covered by a Privacy Act notice. Do not assu me an N 
means that they are NOT covered by the Privacy Act. 

• In addition to Access Restriction information, E RA a lso req uires information about 
USE  R ESTR I CT IONS, such as copyright or donor restrictions . This is not 
information captured in ARC IS .  



ARC I S  Fiel ds : D isposit ion Informat ion 

• Disposit ion Authority : Also known a s  the  ARC IS  o r  NARS-5 DAU, t h i s  i s  t he  d i spos it ion  a utho rity 
a pp l i ed to the  reco rd s .  A l l of the  reco rds i n  a t ra n sfe r sho u l d  h ave the  sa me  d i spos it i o n  a uthority 
fo r a spec ifi c  reco rd s ser ies .  Each d i spos it io n  a uthority mu st be ba sed on  a va l i d  pe rmanent item 
on  a n  SF  1 15 o r  E RA-born "DAA" reco rds sched u l e .  Except : 

• M ixed Se r ies :  Th i s  i s  l egacy i nformat ion  from NARS-5 . I n  some  ca ses, o l de r  reco rds may have 
been ret i red fo r sto rage with m ixed ser ies with more tha n one  d i spos it io n  a utho rity. Often these 
reco rd s have been "b roken  out" i nto m u lt i p l e  t ra n sfe rs wh i ch  conta i n  d iffe rent reco rd s ser ies .  
Some  t ra n sfe rs a n d/o r boxes may cont i n u e  to conta i n  m ixed ser i es, however. I f  m ixed ser ies have 
been i dent ified i n  t he  tra n sfe r t h i s  wi l l  be Y. A l l othe r  reco rd s wi l l  be N .  Fa i r  Wa rn i ng :  a rc h iva l  
u n its may dec l i n e  to a ccept t ra n sfe rs of m ixed tem pora ry a n d  permanent reco rd s u nt i l t he  agency 
ha s  sepa rated the  reco rds .  

• D i spos it i o n  Code :  Th i s  shou l d  a lways be Pe rmanent o r  i n  ra re ca ses Pe rma nent Cont i ngent . 

• Disposit ion Date : Date reco rd s a re e l ig i b l e  fo r l ega l t ra n sfe r to the  N at ion a l  Arch ives .  Th i s  i s  
ca l cu l ated from the  I n c l u s ive E nd  Date of  the  reco rd s and  the  retent i on  period i n  the  t ra n sfe r 
i n st ruct ion s  i n  t he  d i spos it ion  a utho rity. Remem ber  that t ra n sfe rs with d i spos it i on  dates fo r 
2009, 2004, 1999, o r  1994 a re i n c l u ded a s  we l l  a s  those with fo r 2014 .  



ARC I S  Fiel ds : Deta i ls  Abo ut  t he Records 

• Series Description : Most of t h i s  i nfo rmat i on  i s  l egacy d ata from NARS-5 wh ich  h ad  a ve ry l i m ited 
fi e l d  l ength . I nfo rmat i on  was a n d  is d rawn from th e SF 135 a n d  the  reco rds ser ies t i t l e .  

• I nc lusive Sta rt Date : The begi n n i ng date of the  reco rd s i s  from i nfo rmat ion  p rovi d ed on  the  S F  
135 . Th i s  fi e l d  req u i res day, month a nd yea r i n  both NARS-5 and  ARC IS .  I f  no  begi n n i ng date was 
su pp l i ed by the  agency, such  a s  fo r c l osed ca se fi l es, many F RCs u sed th e fi rst d ay of the  yea r the  
reco rd s c l osed . Fo r i n sta nce, fo r fi l es c l osed i n  199 1, t he  sta rt d ate wou l d  be ente red a s  
1/1/1991 .  

• I nc lusive End Date : The l a st d ate of a ny reco rd s i n  t he  t ra n sfe r, a s  su pp l i ed by i nfo rmat ion  on  the  
SF  135 . I t  a l so requ i res day, month and  yea r. I f  t he  SF  135 showed o n ly a yea r, e . g .  199 1, t he  end  
date wou l d be 12/3 1/199 1 .  

• Type of Records :  The fo rmat o r  t h e  med ia  of t h e  reco rd s, such  a s  textua l ,  photogra ph s, ma ps, 
m ic rofo rms .  I f  t he  S F  135 i n d i cated that the  t ra n sfe r conta i n ed m ixed med ia ,  t h i s  data may 
i n d i cate e i the r  the  most com mon med ia  of the  reco rd s o r  the  most sens it ive med ia  type, such  a s  
p hotogra phs .  

• M ixed Med ia : Th i s  i s  a re l at ive ly  new fi e l d  i n  ARC I S, wh ich  now a l l ows FRC staff to i n d i cate that 
the re a re m ixed med ia i n  a tra n sfe r. I n  most ca ses the re i s  no  l egacy data a n d  th i s  fi e l d  wi l l  
p roba b l y  b e  b l a n k . 



ARC I S  F i e l d s : Co nta i n e r  I n fo rmat i o n  

• Number of Conta i ners :  N u m ber of containers in the transfer. 

• Conta i ner Type : Most often wi l l  be Standard , which is a standard F RC box, b ut 
other container types may appear, incl u ding some indicated as Other from NARS-
5 data d ue to unusua l  container types and sizes . More specific information than 
Other is req uired for E RA. 

• Container Vo l u me: Vo l u me in cu bic feet of one container of the type specified . 
Vo l u me of the entire transfer is in the Bi l l ab le Vo l u me fiel d .  

• Conta i ner Numbers :  This information was not incl u ded in the spreadsheets sent 
out l ast week, since it m ust be derived from the asset level data in ARC IS, b ut it is 
avai lab le u pon req uest . I f  you wou l d l ike this information, p lease emai l  Mike 
Carlson or me. Container nu m bers are very usefu l to verify transfers that may 
have been broken out or from which boxes have been permanently withdrawn. 
For instance, a 15 box, 15  cu bic feet transfer may have box nu m bers 2 - 12, 14 and 
17- 19 .  



ARC I S  F iel ds :  Agency Reference Informat ion 

• Disposition Citation : Either legacy DAU information from NARS-5 or for transfers 
created in ARC IS, the disposition authority cited by the agency. Often this wi l l  be 
the same information that is in the Disposition Authority fiel d .  This is a free-text 
fiel d .  By contrast, the Disposition Authority fiel d has a contro l led authority l ist 
and is used to determine whether the transfer has a va lid permanent disposition . 

• Customer Reference N u m ber: Either legacy F RC transfer (accession) nu m ber 
from NARS-5 or an agency interna l contro l nu m ber provided by the agency. 

• Cha rge Code :  Only F RC stratified bi l l ing customers wi l l  see varied va l ues in this 
two digit fiel d .  Non-stratified bi l l ing customers wi l l  see on ly 00 . 

• St rat ified b i l l i ng customers shou l d  ve r ify that the  co rrect code  i s  p resent .  Th i s  i nfo rmat ion  i s  
u sefu l fo r i dent ify i ng t ra n sfe rs fo r spec ifi c  offi ces fo r agency revi ew. 

• Charge Code Descri ption : This is l inked to the Charge Code fiel d ,  and on ly 
stratified bi l l ing customers wi l l  see varied va l ues this fiel d .  Non-stratified bi l l ing 
customers wi l l  see only a brief version of the agency name. 



ARC I S  F i e l d s : A Co u p l e  M o re 

• Begin Conta i ner  Location: FRC location of first box in the transfer. 

• Agency: Agency responsible for the records. 

We have erred on the side of more information in the spreadsheet, 
rather than leave out potentially useful information. 



ARC I S  F i e l d s : Ret i r i n g Offi ce 

• May be legacy data from the NARS-5 Records Officer Address (ROA) 
code fields 

• This has been incl u ded to assist agencies in identifying agency retiring or 
creating offices . However, m uch of this is legacy data from NARS-5 . 

• For legacy transfers from NARS-5, this wi l l  probab ly be legacy data from the 
NARS-5 Records Officer Address ( ROA) code fiel ds 

• May be retiring office information from the S F135 for "PT" ARCIS 
transfers 

• For "born in ARC I S" transfers beginning with "PT", this wou l d be retiring 
office information from the S F 135  



Legal Transfer: Some Agency Best Pract i ces 

• Follow your agency's guidance for transferring permanent records to 
the National Archives. 

• This shou l d  be incl u ded in your agency's records manua l  or records po licy. 

• Validate the information provided from ARCIS or in ERA . 

• The spreadsheets provide a great head start . 

• Make sure records have the correct disposition authority and series 
title. 



Legal Transfer: Agency Best Pract i ces Cont 'd 

• Determine if there are any special restrictions on the information 
such as: 

• sensitive business information or other FO IA exem ptions, 

• national security information, 

• Information su bject to the Privacy Act, 

• Use restrictions such as copyright, 

• Any other restrictions on the records .  



Legal Transfer: Agency Best Pract i ces Cont 'd 

• Dete rm i ne that the reco rds a re not needed fo r cu rrent agency 
bus i n ess s u ch a s  l i t igat i on  d i scove ry. 

• Consu l t  you r  FO IA offi ce, secu r ity offi ce a nd gene ra l  cou nse l a s  
needed . 



Legal Transfer: And Remem ber 

• Folder title list of the box contents or equivalent for non-electronic 
records. 

• Al l transfers of non-electronic permanent records m ust be accom panied by a 
fo l der tit le l ist of the box contents or eq uiva lent detai led records description . 

• Documentation adequate to identify, service, and interpret electronic 
records and special media. 

• Special media, such as motion pictures, and electronic records have 
special transfers instructions. 

• See 36  CFR 1235, Transfer of Records to the National Archives of the 
United States. 




