Identifying ECMS file plan folders
Choosing the right level of folders to add to your ECMS favorites

& search ECMS M=

Ilze the Search or the Browse funchion. Once you have located the information you need, highlight the folder and select the
I1ze Folder button. The Cancel buttan will cancel the operation.

Search Folders  Browse Folders

% - 104-010-01 Matural Dizaster Fesponze w ”
- 233 Dizaster Responze
= al2] Prezidential declared major dizazters - Electronic [104-010-01 233a[2]]
+ F.atrina Mazs Mailz [104-010-01 233a[2]]
+ b Other Presidential declared emergencies [104-010-01 2330)
- 205 Federal Financial Azziztance x
- 003 Grantz and Other Program Support Agreements ¥
- a Record copy (205 003a) .~
+ |nterdgency Aareements - QIC FEPE [2056 003a]
- 301-091 Comective Action 3¢
- 032 Fezponse to Audit, Evaluation, and lnvestigation ¢
- a Record copy [3071-091 082a)
+ ADM - Audit - Privacy - OIC F&PE [301-091 082a) .
FOI& - Audit - OIC FEPE [301-091 082a) w

| Add to My Commonly Used Folders | | Ilze Faolder | | Cancel

You cannot use folders at these levels. Why?

= 104-010-01 Matural Disaster Fesponse x The first level is the function code and the

- 233 Dizaster Response X second, the schedule level of the EPA File Plan.
- 205 Federal Financial Azzistance ¥ The function code classifies the EPA business

= 003 Grants and Other Program Support Agreements X processes; the schedule is the humber by which
- 301-091 Corrective Action these processes are organized. They don’t have

- 082 Responze ta Audit, Evaluation, and Investigation X the information needed to manage your records.

So, you can’t add these folders to your favorites in ECMS.

You can use folders at these levels. Why?
- a[2] Prezidential declared major dizasters - Electronic [104-0010-01 233a(2]]

This is the third level, the disposition item
+ F.atrina Mass Mails (104-010-01 233al2]] I - ! f
— : evel of the EPA File Plan; and, if your
:g;hfﬂrr:fz:;jfg:ﬁaé%%g:;effmergem'es (00000 252k o office file plan has folders below this level,
5[ Intesbgency Agresments - OIC F&PB (205 003a] / e S0 kst Ui eten s Gl JEe
- a Record copy [301-091 082a) +/ level specifies how long your records
41 ADM - Audit - Privacy - OIC F&PB [301-091 082a] / should be retained and how to dispose
FOIA - Audit - OIC F&PE (301091 0823) them at the end of the retention period.

So, you can add these folders to your favorites in ECMS.

Ti
f If you see the file code in parenthesis, ex. (301-091 082a), attached to
% a folder name, you can use the folder. If you don’t see it, you can’t use it.



