Records Management Workflow

from identification to final disposition Is it a Record?

No No retention regulations
Discard or retain as needed

yYes

Work with NIH RMO to
complete SF-115 to
schedule records

Are records
scheduled?
(see 1743 or GRS)

Determine records series /
Identify disposition

Are records
permanent?

Permanent
Records

Temporary
Records
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Calculate Destruction Date

Are records eligible
for immediate
transfer to NARA?

Are records past
the destruction
date?

Destroy

A

Work with NIH RMO to
complete SF-258

No

Will records be
destroyed within
6 months?

Yes | Maintain in office until
eligible for destruction

Transfer to Federal Records Center (FRC)

y

Prepare Records for Transfe
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Is there a request for
the records?
(audit, FOIA,

congressional inquiry,

internal use, or other)
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Complete SF-135

SubmitSF-135 and box list to NIH RMO for review and
submission to FRC

|
FRC Approves Transfer

Complete OF-11 and
specify method of receipt

NIH RMO provides approved SF-135 from FRC to IC
records liaison

v

IC arranges for accession to be delivered to FRC
Approved SF-135 is placed in first box
Boxes are prepared for pick-up by NIH Transportation

Does request qualify
as an emergency
request?

Mark urgent on form

1
Records Delivered to FRC

Fax three copies of form to request section
NIH RMO provides completed SF-135 from FRC to IC (WNRC FAX 301-778-1561)
records liaison ‘

|
Transfer Process Completed
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Receive records

Records stored at FRC for designated period of timD_

Are records a
permanent
retrieval?

Yes Dispose of records
according to the schedule

Are records eligible
for transfer to
NARA?

No
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Return records with copy of OF-1 Form

NIH RMO provides Notice of Intent to Destroy received
from FRC to IC records liaison

v

Complete and return Notice of Intent to Destroy to NIH
RMO

v

FRC receives executed Notice of Intent to Destroy
Records are destroyed the beginning of each quarter

Work with NIH RMO to
complete SF-258




Prepare records
sub-routine
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Prepare Records for Transfer

[recdisp/transfer/index.html
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Sort records according to records series

/recdisp/transfer/preparing.html

v

Request from NIH RMO one accession number for each record
series

Are FRC approved boxes
available on hand?

[recdisp/transfer/boxtypes.html

Pack records into FRC approved boxes

/recdisp/transfer/packing_labeling.html

Order boxes

'

Label boxes with accession numbers, box numbers, and IC
acronym

[recdisp/transfer/packing_labeling.html
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Create box and folder lists

/recdisp/transfer/boxlists.html
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