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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 1. NARA Box 2. Agency reviews and updates Box 3. Agency submits
creates a “Draft” TR; then submits TR to NARA.
Transfer Request TR to Agency Records Officer. TR updates from
(TR) from ARCIS TR updates from “Submitted for Agency
data “Draft” to “Submitted for Agency Approval” to
Approval” “Proposed”
Transferring Agency Agency
Official Approving Official

Box 4. NARA receives, reviews,
and accepts or rejects
“Proposed” TR. If accepted, TR
is “Approved.”

Box 6. NARA
Box 5. Ship records completes internal
work processes

Box 7. NARA electronically signs TR Accepting Box 8. NARA completes

standard accessioning
procedures and “"Approves”
the LTI.

Red = actions taken by NARA /FRC staff
_ _ e Note: One TR created for each FRC transfer
Blue = actions taken by NARA/archival accessioning staff

Yellow= actions taken by agencies

Physical Custody of the records. ERA system
automatically creates Legal Transfer Instrument
(LTI) at this point.




Search for Annual Move TRs

Log in as Transferring Agency Official
Search: Advanced Search

Business Object: Transfer Request
Keyword: “2013 Annual Move”
Status: Draft

Record Group Number: ####



(=]

Search for TRs in Draft Status

Search
Search Home = Search Results =

Search

Hicle Ingut

earch for: [ Transfer Request (TR) Keyword(s) [ “2013 Annual Move” Results per page

Tranzfer Request IC:

Submitted For Agency Approval
Proposed

Ready for Approval

Approved

Ready for Mo More Shipments

Mo More Shipmerts

Ready for Physical Custody Decizion
Physical Custody Accepted

Phyzical Custody Rejected

Dizposition Authority | Legacy Transfer Request § - Select one -- |
Mumber: Indicatar:

Agency of Establishment | _. Select one - v

Record Group Mumber: [z

Tranzaction Mumber T\,fpel _ §§ iﬁ ole Transaction Mumber:

Destination Physical | | Dietination Custodisl Unit:
Location:

Created By: | |

Date Type: | Creation Date

Search Results For : Transfer Request (TR

Back to Top Transfer Reguest (TR 1 thru 10 of 69

To perform Mext Action on muliple Asset(s), you must fiter your search by a single status.

Status: | -- Select ong -- v | Filter




Search Results

Search

Search Home = Search Results =

Search Results For : Transfer Reauest (TR

Back to Top Transfer Reguest (TR 1 thru 30 of B9

To perform Mext Action on muliple Asset(s), you must fiter your search by a single status.

Status: | - Select one -- || Fitter

next = last ==

Legacy
Tranzsfer Group Tranzfer
Description Request

Indlicator

Tranzaction Destination
Mumber Transaction Mumber Physical
Type Location

Disposition Record

; Agency ar
Transfer Request IDe Authority o e — Group
Mumkber Murmkber

TR-0077-2012-0085 ~ DAL-&L- Department ooy Clv WIORKS PR 1] Recards KO77-97-0004-0M&  MRE
2011 -0090-0004 of the Army FL= Cernter Ceritral
Tranzfer Flainz
Mumber Region

TR-0077-2012-0054 DAL-aL- Department CIVIL WORKS Records AO7T-94-0033-EHA MRC
2011-0090-0003 of the Army PROJECTS FILES Cernter Southess!
PLANMING DIVISICN Transfer Region
BX1-42042 LOUISYL Mumber
40031

TR-O077-2012-0083  DAL-&L- Department MaWIGABLE Records LO77-03-0002 MRH
2011-0044-0002 of the Army WATERWWAY FILES Center Pacific
Tranzfer Region
Mumber

TR-0077-2012-0082  DAL-&L- Department CIVIL WORKS PRCW Records AQ77-98-0032-EFB MRC
2011-0090-0003 of the Army JACKSONYILLE Center Southess
4531 Tranzfer Region
Mumber

TR-0077-201 2-0081 DL -4l Department MO CIVIL PR Records B077-97-0025 MRA,
2011-0090-0003 of the Army FLE-REAL ESTATE Center Mortheast
1986 Tranzfer Region
Mumber




Transfer Request
General Information Tab

Home | Wigwy Frotile | Help oLt | Log ot

1 te:

Search Home = Search Results =

Transfer Regquest TR-0038-2011-0065
| n Save | | E\Jiew FLCF | | Cancel

General Information Transter Details Contact Information Signatory Information

Related Azsets

status Draft

- Select Next Action - [w|

* - Reguired fisld

Attachments

IGeneral Information

# Dizposition Authority
Mumbrer:

# Agency or Establishment: I Department of the Mavy

| DAL-0038-2010-0020-0001

# Electronic Legacy Data:

# Record Group: | 0038 - Records of the Office of the Chief of Maval Operations
Major Subdivizion:

Minar Subdivision:

Manual Citation

Manual Citation Manual Title

T —

General Information Tab:

General Information Section:

Review the populated fields. You may
enter data about the Major
Subdivision and Minor Subdivision if
the correct information is known.




Transfer Request
General Information Tab

Home | Profile | Help | FAG | &bout | Log Out

Search Home = Search Results =

Transfer Reguest TR-0038-2011-0065
| n Sawve | | E‘u’iew FOF | | Cancel

statuz Draft

-- Select Next Action - [+ |

# Transfer Group

Description: Incoming Correspondence

LTI

Legacy Disposition
Authority Mumber:
# Type of Legal Transfer:

N1-038-96-003/3

Annual FRC Mave [V]

Tran=zaction Type

Add

Tranzaction Mumber Type Tranzaction Mumkber

# | Records Center Transfer Mumber [v] # WW053-93-0006

3

Disposition Authority

# Security Scan:

TRER

Type of Legal Transfer: Annual
FRC Move must be selected.

Transaction Type: Records Center
Transfer Number (also known as the
FRC accession nhumber) is populated
in the Transaction Number Type
and Transaction Number fields




Transfer Request
General Information Tab

Home | Profile | Help | FAG | &bout | Log Out

Search Home = Search Results = Records SChEd u Ie Item Title is from
Transter Request TR-0038-2011-0065 the Records Schedule.

Sawve “Wiews PDF Cancel -
L= L= | Review dates for accuracy.
Disposition Authority

Records Schedule tem Tte:  Incoming Correspondence Inclusive Dates

+ From: |1.l“| Moo =
* To |12r,31 nast [

Access Restriction

# Access Restriction Restricted - Fully  [+]
Status:

# Specific Access FOIL (h(1) Mational Security # Security Classification: Secret
Restriction:

Special Marking: Statutory Ciation: |

Access Restriction: Review this section very carefully. The data in
these fields is derived from ARCIS, but may be incomplete or require
Access Restriction klote: updating_

- To edit a field, click on the ellipsis and arrow buttons to select the
correct access information. It is essential that this information is

accurate.
- You may add an Access Restriction Note. If you select Other, you are

required to type a note.




Transfer Request
General Information Tab
Privacy Act Notice (Yes)

Home | Wiews Profile | Help | FAGH| About | Log Out

=]

Search Home = Search Results =

Transfer Regquest TR-0038-2011-0065 status Draft

| nSa\re || EViewPDF || Cancel --SelectNextAu:tinn--[v]

Access Restriction Mote:

‘,:;, Spell
check

Privacy Act Motice yes [v] Sgency System Mumber: I AAC-12345
Mumker:

Federal Register “olume: I Vol. 492, No. 4 Federal Register Page I 123456
Murmber:

Use Restriction

# Uze Restriction: Undetermined [v]
Specific Use Restriction: |

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.

# ze Restriction Mate:




Transfer Request
General Information Tab

Use Restriction

Home | Wigww Frotile | Help | FAL | Aot | Log Ot

Search Home = Search Results =

Transfer Regquest TR-0038-2011-0065

| n Save | | E\Jiew FCF | | Cancel -- Select Mext Action -- [v]
Access Restriction Mote: [“]

status Draft

Privacy Act Motice P [v] Lgency System Mumber: I

Mumker:

Federal Register “olume: I Federal Register Page I
Murmber:

Use Restriction

# Use Restriction: Undetermined [+]

Specific Use Restriction:

# Use Restriction Mote: ;
Undetermined is the default value for TRs generated by NARA for agency
review and approval for the annual move. Please select a more g f:;c"'(

appropriate use restriction where applicable.

Use Restriction: Review this section very carefully. There is no data in
ARCIS regarding use restrictions. The default for the field will be
Undetermined and there will be a default Use Restriction Note
message. If you select anything other than Unrestricted, the Use
Restriction Note field is required.



Transfer Request
General Information Tab

Home | Profile | Help | F A

out | Log Ot

Search Home = Search Results =

Transfer Reguest TR-0038-2011-0065 status Draft

| ESa\re || ﬂ‘u’iewPDF || Cancel | ——SElECtNE)d:.ﬂ\.diDn——[V]

# Uze Restriction: Undetermined [V]

Specific Use Restriction:

Records Type: Review for accuracy and make the necessary edits. To edit a

*Us==kestic  fjeld, click on the ellipsis and arrow buttons to select the correct General
Records Type. Only one selection will be derived from ARCIS data, but if
additional records types are known, they should be added.

IRecords Type

# General Records Type: Textual Records

-- Select Next Action -- [+




Transfer Request

Transfer Details Tab

Home v Profile | Help Lhout | Log Out

'| te

Search Home = Search Results =

Transfer Reguest TR-0038-2011-0065 status Draft

| ESa\re || ﬂ‘u’iewPDF || Cancel ——SElECtNE)d:.ﬂ\.diDn——[V]

* = Required figld

Contact Information

General Information  |BREERE B Sigratory Information Related Aszets Attachments

Transfer Details

Transfer Group IMCOMIMG CORRES L iew

De=cription:

Transfer Details Tab:
Transfer Details Section: Includes
Cutoff; I [ # Tranzter Group Disposition Date: 1/1/2013 3 Transfer Group Description from t

current Physical Location of Records General Information Tab. The Disf
Agency Location e o] Date will usually be January 1st of th
Location: Washington Mational Records Center (Suitland, MDY [V] which the records are e||g ible for trar
Current Custodisl Unit: MM - Washington National Records Center (Suitland, MO [ 1/1/2013

Current Physical Location of Reca
agency location should always be No.
Destination Physical Location of |
Do not change this information.

Destination Physical Location of Records

Lacation: Mational Archives st Collage Park - Archives Il (Collage Park, MDY [V]
Destination Custodial Unit: [ MACT2P - Archives | Processing Section [+]




Transfer Request
Transfer Details Tab

Home | ; About | Log Ot

Search Home = Search Results =

Transfer Reguest TR-0038-2011-0065 status Draft

| ESa\re || ﬂ‘u’iewPDF || Cancel ——SElECtNE)d:.ﬂ\.diDn——[V]

# Transfer Method

Electronic Means

|:| Electronic Records Transferred by Electronic Means

Phy=ical Means
|:| Electronic Records on Physical Media Physical Transfer of Mon-Electronic Records

# Physical Media Types - Hon-Electronic Records

Add

Transter Media Type Cortainer Description

Transfer Method will
L Miicrofiche Cuantity iz number of containers a|Ways be Physical
Means.

Container Description is
entered by NARA.

List of Containers

Add




Transfer Request
Transfer Details Tab

Home | ofile | Help | F.

- M| e
Search Home = Search Results =

Transfer Reguest TR-0038-2011-0065

| ESa\re || ﬂ‘u’iewPDF || Cancel |
‘ List of Containers

statuz Draft

-- Select Next Action - [+ |

Section: ERA will calculate
the volume from the

List of Containers number and type of

Add containers.

MNurmker of . i Depth Heighit Wickh
©ontsiner Description (inches) [inches) (inches)

Cortainers Container Type

® |1 FRC-S FRC Carton, Standard [15.0 fto12s [1225

<]
Details of the List of Containers

Total Mumber of 1 Total Container Yolume Container Mumbers:
Containers: (cubic feet):

-- Select Next Action -- [+

| uSa\re || EViewPDF || Canecel




Contact Information Tab

Search Mome » Search Resuty »

Transter Request TR-0038-201 1-0065
g Save mv.o- POF Cance!

General nformation  Transfer Detods IESTERRRREE NN Signatory nformetion | Related Assets  Attachments

'l“ﬂlm Official

First Name Jane

Smith
Records Liasion 0 123-456-7890

Jane smithi@navy.mil Departmant of the Navy

Transferring Agency Official: These fields populate from the User Profile except for
the Agency field, which is derived from ARCIS. Please update your User Profile if
needed.

Agency Approving Official: These will fields populate from the User Profile after the
Agency Approving Official submits the TR to NARA.

NARA Contact: Leave these fields blank. These will be completed NARA staff if
needed.




Contact Information Tab
Other Contacts (Agency/NARA)

Home | View Profile | Help | FAQ | About | Log Out

Search Home » Search Rasults >

Transter Request TR-0038-2011-0065
; g’s'“ mv-;w PDF | Canocel

statue Draft

-- Select Next Action - | v |

First Name Last Name

Title: Phone

Agency.

Last Name Tie Phone

Anrwal Move ERA - System Gener: 877-372-95%4

Other Contacts: The first of the Other Contacts fields will pre-populate with

information about the specific Annual Move and the ERA Help Desk. Please do not alter
this information. You may add any additional contacts.




Transfer Request
Signatory Information Tab

Haime | ‘rofile | Help |

Search Home = Search Results =

Transfer Regquest TR-0038-2011-0065
| n Save | | E\Jiew FLCF | | Cancel

General Information | Transfer Details Contact Information rformation

Signatory Information tab: These
fields will pre-populate from system
information and User Profiles.

Related Azsets Attachments

Signatory Information

Date Action By

Title Organization

2012 Annual Move

ERA - System Generated Mational Archives and Records

Administration

Term=s of Agreement

The records described shove are deposited in the MNational Archives of the United States in accordance with 44 LUL.5.C. 2107, The transferring entity certifies that any restrictions on the use

of these records are in conformance with the requirements of 5 U.S.C, 552,

In accordance with 44 US.C. 2103, custody of these records becomes the responsibility of the Archivist of the United States st the time of transfer of the records . { iz agreed that these
records will be administered in accordance with the provisions of 44 US.C. Chapter 21, 36 CFR X, 36 CFR Part 1236 and such ather rules and regulations a3 may he prescribed by the
Archivist of the United States (the Archivist). Unless specified and justified abowve, no restrictions of the use of these recaords will be imposed other than the general and specific restrictions
on the use of the records in the Mational Archives of the United States that have heen published in 36 CFR Part 1256 or inthe Gwide to the National Archives aof the United States.

The Archivist may destroy, donate, or otherwize dispoze of any containers, duplicate copies, unuzed forms, blank stationary, non-archival printed or processed material, or other non-record
material in any manner authorized by lavw or regulation. Without further consent, the Archivist may destroy deteriorating or damaged documents after they have been copied in a form that
retains all of the information in the original documernt. The Archivist will uze the General Records Schedule and any applicable records disposition schedule (SF 115) of the transferring

agency to dizpose of non-archival materialz contained inthis deposit.




Transfer Request
Related Assets Tab

Home | Profile | Help | FAG | &bout | Log Out

Search Home = Search Results =

Transfer Reguest TR-0038-2011-0065
| n Sawve | | E‘u’iew FOF | | Cancel

General Information | Transter Details Contact Information Sigratory Information

statuz Draft

-- Select Next Action - [+ |

* = Required figld
Attachments

Related Assets

Mo related objects found.

| ESa\re || EViewPDF || Cancel

- Selact Mext Action - [w|

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.




Transfer Request
Attachments Tab

Home | % ! bout | Log Ot

(=]

Search Home = Search Results =

Transfer Reguest TR-0038-2011-0065
| n Sawve | | E‘u’iew FOF | | Cancel |

eneral Information | Transfer Details Contact Information

Add an Attachment

Attachments Tab: You may add
attachments, such as a box list.

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

" = Reguired field

Sigratory Information Related Aszets

File Mame:

File Deszcription:

Browsze..

List of Attachments

|_efesn_ |

| HSa\re || EViewPDF || Cancel

-- Select Next Action -- v |




Transfer Request
Submit for Agency Approval

@ VYiew Transfer Request: -0441-2011-0046 - MARA
Hel
= c N |_1'] h k.era.nara,gov/sbafpagesitr ftr-ed
ited |_1'] Getking Starked |54 | Latest Headlines

w Transfer Request: TR-0441-201... -
elcome For Lynn . Home | Viewy Profile | Help | FAG | &bout | Log Out

-

Once your review is complete and you are ready

Emait to submit the TR for approval by your Agency
Approving Official:

HARA Cont-aft .Sa Ve TR

Title:

Fir

T sSelect Submit from the dropdown menu

Emait *Click Go

The TR is Submitted for Approval to the Agency
Approving Official.

Other Contacts (Agency




Transfer Request
Propose TRs to NARA

Agency Approving Official may Propose a TR for
Approval by NARA. ERA will provide a task notification
indicating that action needs to be taken on a particular TR.
An Agency Approving Official may also reject a TR
which will then return to Draft status.

Agency Approving Official may also have the
Transferring Agency Official role.

Agency ApProving Official must accept the Terms of
Agreement for transfer to NARA and must have the legal
authority to do so.

To submit a TR to NARA and accept the Terms of
Agreement:

= Select Submit

= Check the Terms of Agreement check box
= (Click Continue

= Click Go



Transfer Request
Use SAMO to Propose TRs

An Agency Approving Official may also use the Single
Action, Multiple Objects (SAMO) function to submit multiple
Transfer Requests to NARA for approval or to reject them.

To approve multiple TRs using SAMO:
- SAMO works best using the FireFox browser.

-Filter the search results by status: Submitted for
Agency Approval

-Select the TRs you wish to approve by either clicking on
the check boxes next to each TR or by using the Select
All feature next to the filter

-Click Submit



Transfer Request
Select TRs for SAMO

P Filter for TRs by Submitted for Agency
alcome L Sievart 1Ly Slewart : : : : Approval status.

‘ -Select the TRs you wish to approve by
either clicking on the check boxes next
to each TR or
-Use the Select All features next to the
filter .

Select Submit, then Go.

Check Terms of Agreement check box
Click Continue

Click Go

ntof 0441 BRIEF




Transfer Request
Resources

http://www.archives.gov/era/training/transferring
-records.html

http://www.archives.gov/records-
mgmt/era/agency-user-manual.pdf



http://www.archives.gov/era/training/transferring-records.html
http://www.archives.gov/era/training/transferring-records.html
http://www.archives.gov/era/training/transferring-records.html
http://www.archives.gov/records-mgmt/era/agency-user-manual.pdf
http://www.archives.gov/records-mgmt/era/agency-user-manual.pdf
http://www.archives.gov/records-mgmt/era/agency-user-manual.pdf
http://www.archives.gov/records-mgmt/era/agency-user-manual.pdf
http://www.archives.gov/records-mgmt/era/agency-user-manual.pdf
http://www.archives.gov/records-mgmt/era/agency-user-manual.pdf
http://www.archives.gov/records-mgmt/era/agency-user-manual.pdf
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