Transferring Permanent Records to NARA Using ERA:

Cross-walking the ERA Transfer Request to the SF 258

Job Aid

Textual Records

Electronic Records Archives

r The LS. Mational Archives and Records Administration
- 8601 Adelphi Road
College Park, MD 20740-60001

If the format of any material in this brochure interferas with your ability t0 access the information, due to an issue with accessibility caused by a disability as defined in the Rehabilitation Act, pleass
tell us about the problem. To enable us to respond in a manner most helpful 1o you, please indicate the nature of your accessibility problem, the preferred format in which to receive the materal,
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ERA Transfer Request | SF-258 Crosswalk Page 3

General Information Tab
Create Transfer Request
Attach an approved ' Mote: DAA #s are born ERA Record Schedules/Record Schedule ltems
Records Schedule | E Save | | Cancel | DAL is a legacy Disposition Authority (M1, NCI #). Agencies must submit a
kem. Once RSl is request to their appraisal archivist for legacy schedules to be put into ERA. -
attached, several TR 1 3
: S ##%A Transfer Request CANNOT be created without the appropriate DAA = Required fieid
fields will be Pre- DAL attached
Populated (PP) using | ReEEEE LGS Y or artached.

information from the
Records Schedule.

SF 258 (Block 6) |—»* Dispostion Authorty oA s.hU-2011-0126-0001 Attach * Electronic Legacy Datar |r.lu
Number:

|5F 258 (Block 5A) (PP) |-'* Agency or Estabishenent | Departmert of the Naty

|[1]313—Recards of Maval Operating Forces, 1549-1980 ¥

\Office of Naval Research (ONR)

Naval Research Lab (NRL)

| Manual Citation Maniual Title

SF 258 (Block 14) Manual Citation is an Agency's internal Disposition Authority Number

SF 258 (Block 4A) |+ Transfer Group 'RD Technical Report Files | & Edi
Description: :g

' Spell

’:9 ohedk
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LT

Legacy Disposition
Authority Number:

Type of Legal Transfer | Direct Offer

Md Delete

vl

o
i
Y

Security Scan; | Mg
.r

Albways “No” (PP)

SF 258 (Block 8B)

| Transaction Mumber Type

Transaction Number

NOT on SF 258 (PP)

—®  Records Schedule fem Thle: Technical Report Files

See Next Slide

Inclusive Dates SF 258 (Block 4B)
From: F A8 LE]

To: W3NS

Access Restriction
Status:

Specific Access
Restriction:

[~ Seedane -

vl

Securtty Classification:

Mational Archives and Records Administration
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b

SF 258 (Block 12) | AccessResriction Restricted - Fuly v/
Status:
Specific Access FOIA (1) National Securiy; FOIA [ ] Securty Classificlion.  [Top Seeret (T
Restriction: (b)(4) Trade Secrets and Commercialor SF 258 (Block 7) _———
Financial Information o
SF 258 (Block 7) | Special Marking [ Statutory Citation:
| I—

Spell

‘5' chedk |
Privacy Act Motice Ng w Agency System Number: |

5F 258 (Block 13) | Number. '
Federal Register Volume: I Federal Regizter Page |
Mumber:
Use Restriction: |- Select one -- v| 3
Specific Use Restriction;
MNOT on SF 258 —
MOT applicable to
Textual Transfers Use Restriction Note: l y View

Mational Archives and Records Administration
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Spell
? chedk

Privacy Act Notice Mo w Agency System Number: |

Mumker:

Federal Register Volume: | Federal Register Page |
Mumber:

See Previous Slide |H Lise Restrictions Unrestricted w
Specific Use Restriction:

Lize Restriction Mote: M] Edit

Spell
$ check

b -

General Records Type!  |Texdual Records |

SF 258 (Block 9) MNOTE: You may add more than one General Records Type

| Eﬁm H Cancel | v

Mational Archives and Records Administration
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Transter Request TR-0313-2011-0007 staus Draft
| @sae || Bviewpor || canont | [ Select Next Action - ¥ <. % Delets
] e
= Required figld
! Genersl Information Contact Information || Related Assels || Attachments
PP from General > uﬁ I“I
Information Tab

Transfer Group R&D Technical Report Files 4 View
Descrition (& viww |
Cutoff: = % Transfer Group Disposition Date: ﬁﬂ 2011 =

Current Physical Location of Records 1

: SF 258 (Block 11)
SF 258 (Block 8) > Agency Location: Yes ¥
SF 258 (Block 8A) > Agency Name and Dept. of Navy & Edit
Asress: 1776 Bue Waters Way s e
Arywhere, USA 12345 7 ;p'::
Mot on SF 258 —p  Destination Physical Location of Records
Location: - Select one - v
Electronic Means
[[] Electronic Records Transfemed by Electronic Means

Mational Archives and Records Administration
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Page 8

Electronic Means
q\ Electronic Records Transferred by Electronic Means

Purely electronic, over the wire records

T |
Cutoff: o % Transfer Group Disposition Date: F. ot
Current Physical Location of Records
Agency Location: Yes v
Agency Neme end Dept. of Navy & Edit
Address: 1776 Bhue Waters Way l—l
Same as previous slide [ Anywhere, USA 12345 8 Spell
check
Destination Physical Location of Records
Location: National Archives at College Park - Archives I (College Park, MD) v
Destination Custociial Unit: | NAICT2P - Archives Il Processing Section v

b

Paper, photo prints/negatives, maps,
Physical Means
CD, DVD, USB, . ‘ ; . blue prints, sound (non electronic
Hard Drive, — [ Electronic Records on Physical Media O Physical Transfer of Non-Electronic Records sudio and sound recordings)
Magnetic Tape,
Floppies, etc.

[ Esme || Byimror || conet |

|-- Select Next Action - ¥

National Archives and Records Administration
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Physical Means

Same as previous slide || [] Eectronic Records on Physical Media

SF 258 (Block 9)

Physical Transter of Non-Electronic Records

Quanity Transter Media Type

Container Description

SF 258 (Block 10)

O

|5 | Paper

For Textual Transfers, always put the

number of containers in the container box

MNOTE: More than one Physical Media Type may be added

b

Populates
from above
information

m Cortainer Type Cortainer Descrigtion ms* mﬂ *mh]
O #ls | [FRCSFR Carton, Stancerd v | | |15mu\ fosg  [f122:0
1 i
PP
Details of the List of Containers
Totel Number of 5 Tolel Container Vokme 5383 Container Nunbers: 1.5

m:lﬁ fill in this information, does not PP

| <

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk

Transfer Request TR-0313-2011-0007 status Draft
| [ save ] | Fviewror | [ Cancel | .. SelectNext Action - ¥ ¢ % Delete
¥ ’
= Reqired! field
[ General Information || Transfer Details Redated Assets | Attachments |

PP from user profile L First Mame: GG | Last Mame: |-h‘E
T TransferringOtfical forDon | Phone: 3011234367
Email Gidane@OON gov ‘ Agency. Navy

First Mame: I Last Mame: I
Tile; | Phone:; |
Email | Agency. |

First Name: | Last Mame: |
| e I
Emait | Agency |

Mational Archives and Records Administration




ERA Transfer

b
First Name: | Lasst Name: |
Title: | Phone
Email | Agency: |
Same as previous | |
slide
First Name: ' | Last Name: |
Title: Prione:
| Email | Agency:

Useful to fill out, First Name Title Phone Email
particularly if you

are not the individ- 0 [

ual to contact

regarding physical
transport arrange-
ments for the
records.

Last Name

SF 258 (Block 5E)

(@ ) [ s ] e |

-Semmmm--y:

Mational Archives and Records Administration
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Transfer Request TR-0313-2011-0007 status Draft

save || ™ViewPDF || Cancel | - Select Next Action -- ¥ Delete
|| = || |

¥ = Required field

Generalinformation | Transfer Details | Cortact formation Wit R RtCll Attachmerts |

b

Mo redated objects found.

| Esave || Wviewpor || cance |- Select Next Action -- ¥ K oelete |

Mational Archives and Records Administration
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Transfer Request TR-0313-2011-0007 status Draft

| Esae || Fviewror || cancel | .. Select Nex Action - ¥ o % Delete

_ * = Reguired field

General information || Transfer Detsils | Contact Information | Related Assets W

b

File Mame: | H Browse.. ]
File Description:

b

SF 258 (Block 14) [ [ [Refresn |

Aftachment (ATT): 1thru 1 of1

Altachment File Name v Aftachment Description
.

[]  TR-0313-2011-0007 xs

Attachments should include the Business Object number in the title

Mational Archives and Records Administration
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Create

Page 14

i--EE::«: F—{;Te-s--: Search Home = Ssarch Resulis = Sign Etﬂl’}l’ Ta b
N . Transfer Fequest TR-0313-2011-0007 - Status Draft
I'I If.l | E‘J’lew FDF | | Cancel |
.I |"I
[ i ®
S , = Rejuived field
:f K Genera Information || Transfer Detailz | Original Ordler Sienstary hiformation
[
! N Signatony Information
/| Transferring Official Date Acfion By Tite Drganization
[
; » 12852010 Submi Charlkey Barth Director of Records Chief of Maval Operstions (MO -
Agency Approving Official Agency Actions Dirsctor havy Staff (DNS)
— = 12011 Submi Charkey Barth Director of Records Chief of Maval Operstions (CMO) -
s  Dirsctor Mavey Staff (DM=)
U an9mz07 Approve Tinothy Enaz Archiist Mational Archives and Recors
MARA Actions Administration
NARA Transfer Staff ||| 542011 Reject Additional Shipments | Dawn Sherman-Fells Archivist Mational Archives and Records
Administration
51412011 Accept Physical Custody Dawn Sherman-Fells Archivist Mational Archives and Records

Mational Archives and Records Administration

Administration
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ERA Transfer Request (TR) fields mapped to SF-258
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SF 258 EXAMPLE—NOT VALID DOCUMENT

AUTHORIZED FOR LOCAL REPRODUCTION
AGREEMENT TO TRANSFER RECORDS TO 1. INTERIM CONTROL NO. (NARA Use Only)
THE NATIONAL ARCHIVES OF THE UNITED STATES

TERMS OF AGR%FMENT

cords described below and on the attached pages are depos-  use se records will be imposed other than the eral and specific
e —_— restrictions on the use of records in the National ives of the United
in the National Archives of the United States in accordance with 44 U.S.C.  States thal have been published in 36 CFR Part 1256 or in the Guide fo the
2107. The transferring agency certifies that any resirictions on the use of  National Archives of the United States. The Archivist may destroy, donate, or
these records are in conformance with the requirements of 5 U.S.C. 552 otherwise dispose of any containers, duplicate ies, unused s, blank
stationary, non-archival printed or processes material, or other non-record
In accordance with 44 U.S.C. 2108, msmu records becomes the  material in any manner authorized by law or regulation. Without further
responsibility of the Archivist of the United at the time of transfer of  consent, the Archivist may desiroy deteriorating or damaged documents after
the records. It is agreed that these records will be administered In they have been co in a form that retains all of the information in the
accordance with the provisions of 44 U.S.C. Chapter 21, 36 CFR XII, 36 original document. The Archivist will use the General Records Schedule and
CFR Part 1256 and such other rules and ulations as may be any applicable records disposition schedule (SF 115) of the transfemring

prescribed by the Archivist of the United States (the Archivist). Unless  agency to dispose of non-archival materials ined in this deposit.
specified and justified below, no restrictions of the

Agency 2A. AGENCY APPROVAL 3A, NARA APPROVAL
oo™ AT Signature :ﬁnq_‘ﬁwmfﬂéfm_. Date_bo /&1 sumtum_iﬂd_@,éaL pate Fl1 /1
o N Navy Records Officer ¥ NARA Official
Department of the Navy 8601 Adelphi Road—Room 0001
& - Anywhere, USA 12345 . : .

Mational Archives and Records Administration
|
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SF 258 EXAMPLE—NOT VALID DOCUMENT

RECORDS INFORMATION

44 RECORDS SERIES TITLE p\ add D Techni ol iq);fl' mﬁ'l Transfer Group Da&n'iptiuni
18 oare seanor series | (111981 v (2/31] 1985 [notwsievutes] Limmbi, i i

5A. AGENCY OR ESTABLISHMENT 9. ?'H?E‘—JNL FORMS [GoroaiRocords Type
Crezting Agency/Establisament I | }:,mnr.lww‘} ﬂ,f Hhe ]\%7 Paper Do-:umnts D Posters
5B. AGENCY MAJOR SUBDIVISION \ [] Paper Publications [] maps and charts
1 f

Wajor Subdivision [ O WLEEMM (L] microtimMicrofiche [[] Arcn/ Eng s

5C. AGENCY MINOR SUBCIVISION [] etectronic Records Motion / sound / Video
Photographs Other ;
Minor Subdivision \ L] graph (specify)

5D. UNIT THAT CREATED ORD

10. VOLLUME: [-istof Containers/Detzil of the Listol  JCONTAINERS:

Cu. Mir. o o r 5 Type BEE -5
" | '5E. AGENCY PERSON yWITH WHOM TO CENTER ABOUT THE RECORDS 11. DATE RECORDS ELlGlfl.LEQBJ;BAH_.E_EF.E_'LQ.ITHE ARCHIVES
Name ("J.; G Joge != & entact Information | Transtfar Disposition Date [ f i lgbu l
Telephone Number (30| ) 1ad -L]5GF 12. ARE RECORDS FULLY Armuwmuuﬁfﬁ FoT A Ge)(d)
€. DISPOSITION AUTHORITY: Access Restriction Information
. If no, h limit and justification.
Former NA/NC 1 Number DA - - g0 -0l Je- podl COves [Xno (i no, attach limits on use and ju )

7.15 SECURITY CLASSIFIED INFORMATION PRESENT? [:| NO [:] YES 13. ARE RECORDS SUBJECT TO THE FRIVACY ACT?
LEVEL: [_]Confidental [ ] Secret Top Secret
SPECIAL MARKINGS: [_|RDIFR

Arnecacs Restriction Information

fif yes, cite Agency system Number and
Federal Register volume and page number

Other _| of most recent notice and aftach a copy of
INFORMATION STATUS: [Jsegregaed | |Decassifed [CJves XINO s notice.)
8. CURRENT LOCATION OF RECORDS -
Agency (Complete BA only) CerEr'tF‘hym:WﬂfHa:crds 14 ATTACHMENTS -
Federal Records Center (Complete 8 B oniy) []Agency manual Excermt [ ] Listing of Records Transterred
8A_ ADDRESS ' [ ] Adaitional Description [ ] NA from 14097 or Equivalent
&(x)ﬁn\m}_ﬁjﬁﬁm y [ ] Privacy Act Notice ["] Microform Inspection Report
1THe Blie Wekers (oy [Jotner (specita: SF(s) 135
n i Usze Attashments Featura

8B. FRC ACTESSION NUMBER

NIA ) i

I Transaction TypeTransaction Number

CONTAINER NUMBER(S) FRC LOCATION

Mational Archives and Records Administration
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SF 258 EXAMPLE—NOT VALID DOCUMENT

NARA PROVIDES

15, SHIPPING INSTRUCTIONS TO AGENGIES/REMARKS REGARDING DISPOSITION RG
16. RECORDS ACCEPTED INTO THE NATIONAL ARCHIVES OF THE UNITED STATES 17. NATIONAL ARCHIVES ACCESSION NO

W sonaue _“Q.C@_%w pate _2/1 /1

MATIONAL ARCHIVES AND RECORDS ADMINISTRATION

SF 258 (9/95)
Prescribed by NARA 36 CFR 1226

LTl: Legal Custody Accepted captured on the Legal Transfer
Ingtrument (LTI) Signatory Tab, not an the Transfer Request

Mational Archives and Records Administration




