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Message from the Archivist of the United States

Thank you so much for using NARA’s Electronic Records Archives. ERA
gives Federal agency personnel new tools to help them perform essential
records management activities, such as scheduling records and
transferring permanent records to NARA. We hope this manual will be a
handy and effective resource when you need more information on ERA
processes or simply want to review specific process steps. Please use it
often, and also consult the other resources we have made available for

you, such as the online training modules, the ERA Help Desk, and of

course, your appraisal and accessioning archivists.

NARA is building ERA to fulfill its mission in the digital age: to safeguard and preserve the records of our
government; ensure that the people can discover, use, and learn from this documentary heritage; and
ensure continuing access to the essential documentation of the rights of American citizens and the actions
of their government. We can only accomplish this mission with your active participation. Your role in
government is an essential part of our mission of preserving the records of the past and the present for
study and use in the future. We are committed to ensuring that ERA supports you, our critical partner, in

carrying out your records management duties efficiently and easily.

Bt 4 A

DAVID S. FERRIERO
Archivist of the United States
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Welcome to ERA

The National Archives and Records Administration (NARA) is responsible for preserving permanently
valuable records of the Federal Government. The Electronic Records Archives (ERA) is NARA's system
that allows federal agencies to perform critical records management transactions with NARA online.
Agency records management staff will use ERA to draft new records retention schedules for records in any
format, officially submit those schedules for approval by NARA, request the transfer of permanent records
in any format to the National Archives for accessioning or pre-accessioning, and submit electronic records

for storage in the ERA electronic records repository.

Vi
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1. Getting Your Agency Set Up with ERA

At a glance:

» Appoint an ERA Account Manager
» Email ERA Account Manager contact information to ERAaccounts@nara.gov

1a. Appointing an ERA Account Manager

Before you can start using ERA, your agency Records Officer will need to appoint a representative who will
be responsible for approving access to the ERA system. This representative is called the ERA Account
Manager and will often be the Records Officer.

Because the ERA Account Manager is responsible for who can access ERA and perform ERA system
functions, the ERA Account Manager should carefully review the following instructions and become familiar
with the procedures for account creation, review, deletion, and modification.

1b. Notifying NARA

To begin the process of creating ERA user accounts and to establish initial ERA system connectivity, your
agency will need to notify the NARA ERA Account Official with the following information:

» Name and Contact Information of the ERA Account Manager.

The agency Records Officer should send the contact information by email to ERAaccounts@nara.gov.



mailto:ERAaccounts@nara.gov
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2. Creating ERA User Accounts: Understanding Roles

At a glance:

» ERA provides five different roles that can be assigned to each user based on the
user’s job function.

» A user can be assigned one or several roles.

» The ERA Account Manager should understand and be familiar with these roles
prior to assigning and granting prospective users ERA system access.

2a. Roles for Scheduling Records

Records Scheduler
This role should be assigned to users who will draft Records Schedules and submit them to the
Certifying Official. An agency may have multiple individuals assigned to this role.

Certifying Official

This role should be assigned to users who will certify that the agency is officially submitting a Records
Schedule to NARA for review and approval. This is the person who had the authority to sign a paper SF
115, Request for Records Disposition Authority, and an SF 258, Agreement to Transfer Records to the
National Archives of the United States, for the agency.

2b. Roles for Transferring Permanent Records to NARA

Transferring Official
This role should be assigned to users who will create Transfer Requests and submit them to the Agency
Approving Official. An agency may have multiple individuals assigned to this role.

Electronic Transfer Staff

This role should be assigned to users who will package and transmit electronic records to ERA via an
electronic transfer method. Users assigned to the role should always discuss electronic records transfer
options with NARA before attempting to transmit records.

Agency Approving Official
This role should be assigned to users who have the authority to transfer physical and legal custody of
records on behalf of the agency. This is the person who signed block 2A on the SF 258.
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ERA ROLES

For Scheduling Records

Records Scheduler

Certifying Official

DEFINITIONS

Records Schedulers are agency
staff responsible for preparing the
draft Records Schedule and
submitting it to the Certifying
Official.

Certifying Officials are agency
representatives responsible for
designating the official status of the
Records Schedule before
submitting it to NARA for review
and approval.

For Transferring Permanent Records to NARA

Transferring Official

Electronic Transfer Staff

Agency Approving Official

Transferring Officials are the
agency representatives who create
the Transfer Request and submit it
for approval by their Agency
Approving Official.

The Electronic Transfer Staff is
responsible for packaging electronic
files and sending them to ERA. If
the Electronic Transfer Staff has
transmitted the files via an
electronic transfer method, he or
she is responsible for initiating the
transfer processing of those
electronic files once the
transmission is complete. Users
assigned to the role should always
discuss electronic records transfer
options with NARA before
attempting to transmit records.

The Agency Approving Official
submits Transfer Requests to
NARA, thereby transferring legal
custody of records on behalf of the
agency.

Table 1 - ERA User Roles

CAPABILITIES

| am able to prepare a draft
Records Schedule and submit it
to the Certifying Official.

| am able to certify that the
agency is officially submitting a
Records Schedule to NARA for
approval.

| am able to create a Transfer
Request and submit it to the
Agency Approving Official who
will submit the TR for NARA
review.

| am able to package and
transmit the electronic files to
ERA via an electronic transfer
method. | am able to initiate the
transfer processing of those
electronic files once the
transmission is complete.

| am able to submit Transfer
Requests to NARA and transfer
legal custody of records on behalf
of the agency.
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2c. Getting Users Trained

The ERA Account Manager will identify the appropriate ERA system role(s) for a user and then ensure
that the user completes the required ERA training for that role. Each user must complete training prior to
submitting an ERA Account Request form. All ERA training courses are located online at
http://www.archives.gov/eraltraining.

Many users may only use ERA once or twice a year. In those cases, the ERA Account Manager should
require such users to take the online training as a refresher before conducting work in the ERA system.

Contact ERAtraining@nara.gov for further information about training opportunities.

2d. Submitting ERA User Account Requests

» To submit an ERA Account Request Form, the ERA Account Manager should direct the user to
http://www.archives.gov/forms/era/era-account-request.html to complete the online request form.

> Once submitted, the form will be reviewed by the NARA ERA Account Official and then forwarded via
email to the ERA Account Manager for agency review and approval.

» The ERA Account Manager should verify that the request is correct and complete, and then reply to the
email with the word “approved” in the body of the message. Questions and concerns about the request
should be sent to ERAaccounts@nara.gov.

» If approved, the account will be created, and the ERA Help Desk will contact the new user with a
username and temporary password.

» To change a temporary password to a permanent password:

Go to https://www.era.nara.gov/eraportal/era.portal

Click Continue

Log on to ERA using the username and temporary password

In the upper-right corner toolbar, click on Update Password and follow the instructions for
creating a new password.



http://www.archives.gov/era/training
mailto:ERAtraining@nara.gov
http://www.archives.gov/forms/era/era-account-request.html
mailto:ERAaccounts@nara.gov
https://www.era.nara.gov/eraportal/era.portal
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3. Managing ERA User Accounts: Responsibilities

At a glance:

» The ERA Account Manager is responsible for managing the creation,
modification, and deletion of accounts in ERA for agency users. This includes:
O Ensuring that users are trained
0 Certifying user accounts on a quarterly basis
0 Approving user account modifications
0 Deleting accounts that are no longer used or needed

» The Account Manager is responsible for maintaining ERA account management
files.

Ja. Modifying ERA Accounts

To modify an existing ERA account:

> The ERA user should go to http://www.archives.gov/forms/era/era-account-request.html, select
Modify Existing User in Section 1 of the online form, and complete the rest of the form.

> Please note that a Modify Existing User request will entirely replace all information submitted in the
original Create New User request, so be sure to include all roles on the modified that for which the
user will need to perform work in ERA.

» Once submitted, the form will be reviewed by the NARA ERA Account Official, and then
forwarded via email to the ERA Account Manager for agency review and approval.

> The ERA Account Manager should verify that the request form is correct and complete, and reply
to the email with the word “approved” in the body of the message. Questions and concerns about
the request should be sent to ERAaccounts@nara.gov.

The ERA Help Desk will modify the account and inform the ERA user when the modification has been
completed.



http://www.archives.gov/forms/era/era-account-request.html
mailto:ERAaccounts@nara.gov
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3b. Reauthorizing ERA Accounts

The ERA Account Manager is responsible for maintaining records of the agency’s ERA users and the
assigned ERA roles.

On a quarterly basis, the NARA ERA Account Official will forward a list of authorized ERA users and their
roles to the ERA Account Manager. The ERA Account Manager should review the list and certify that the
ERA user accounts are still valid. Any changes should be sent to ERAaccounts@nara.gov.

3c. Deleting ERA Accounts

To terminate an existing user account, the ERA Account Manager should send an email to the NARA ERA
Account Official at ERAaccounts@nara.gov identifying the ERA user account to be deleted.

The ERA Help Desk will delete the account and inform the ERA Account Manager when the deletion has
been completed.



mailto:ERAaccounts@nara.gov
mailto:ERAaccounts@nara.gov
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4. Getting Help

Online

ERA Agency User Manual: http://www.archives.gov/records-mgmt/era/

ERA elLearning Training: http://www.archives.gov/era/training/

By Telephone
The ERA Help Desk can be reached from 6 a.m. to 8 p.m. ET at 1-877-372-9594

By Email
The ERA Help Desk email address is ERAHelp@nara.gov
Send questions regarding training to ERAtraining@nara.gov

Send questions regarding using ERA for the Annual Move to annual.move@nara.gov



http://www.archives.gov/records-mgmt/era/
http://www.archives.gov/era/training/
mailto:ERAHelp@nara.gov
mailto:ERAtraining@nara.gov
mailto:annual.move@nara.gov
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5. ERA Forms & Related Elements

At a glance:

» Forms by which records are scheduled and transferred to NARA are called

Business Objects in ERA. Business Objects include:
O Records Schedules (RS)

Records Schedule Items (RSI)

Legacy Records Schedule (LS)

Legacy Records Schedule Item (LSI)

Transfer Request (TR)

Transfer Processing Results (TPR)

Legal Transfer Instrument (LTI)

Folders

Transfer Plan (TP)

Data Type Template (DTT)

Code List (CL)

O O0OO0OO0OO0OO0OO0OO0OO0oOOo

5a. Records Schedules (RS) & Legacy Records Schedules (LS)

A Records Schedule is a Request for Records Disposition Authority developed by a Federal agency and
approved or rejected by NARA in ERA. A Records Schedule contains a Records Schedule Item(s) that
describes Federal records, establishes a period for their retention by the agency, and provides mandatory
instructions for what to do with federal records that are no longer needed for current government business.

This type of schedule is represented in ERA as:

DAA=Disposition Authority Agency. The DAA prefix indicates a “born-in-ERA” schedule created
by an agency.

A Legacy Records Schedule is an SF 115, Request for Records Disposition Authority, that was created by
an agency and approved by NARA prior to the mandatory implementation of ERA. A Legacy Records
Schedule containing Legacy Records Schedule Items, describes Federal records, establishes a period for
their retention by the agency, and provides mandatory instructions for what to do with Federal records that are
no longer needed for current government business.

This type of schedule is represented in ERA as:

DAL=Disposition Authority Legacy. The DAL prefix indicates a previously approved, SF 115,
Request for Records Disposition Authority.
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NARA is responsible for entering all permanent schedule items approved under Legacy Records Schedules
into ERA. This process is implemented in two ways:

1. All permanent schedule items associated with currently eligible FRC transfers are entered in preparation
for the most current Annual Move.

2. Schedule items are entered on an ad hoc basis for direct offer transfers. If proposing a direct offer
transfer, an agency should check ERA to confirm whether or not a Legacy Records Schedule Item has
been added to ERA. If the Legacy Records Schedule Item does not exist, the agency must request that it
be entered via the legacy.schedule@nara.gov email box. For instructions on how to request that Legacy
Records Schedule ltems be added to ERA, go to http://www.archives.gov/records-mgmt/era/legacy-
schedules.html.

5b. Records Schedule Item (RSI) & Legacy Records Schedule ltem
(LSI)

The Records Schedule Item or Legacy Records Schedule Item is the specific item described on the
Records Schedule or Legacy Records Schedule that defines a record series and its disposition.

5c. Transfer Request (TR)

The ERA Transfer Request form replaces the paper form SF 258, Request to Transfer, Approval, and
Receipt of Records to the National Archives of the United States, as the means for documenting and
conducting physical and legal transfer of permanent records from agency custody to NARA custody. Much of
the information captured on the SF 258 is now captured on the Transfer Request. The Transfer Request also
captures additional information that was not formerly requested on the SF 258 in order to maximize
intellectual and physical control over the records.

A Records Schedule ltem or a Legacy Records Schedule Item will be attached, or linked, to each Transfer
Request. Only one schedule item can be associated with a single Transfer Request.

Two other Business Objects associated with the Transfer Request are the Transfer Processing Results
form and the Legal Transfer Instrument form. The Transfer Request and its associated Transfer Processing
Results and Legal Transfer Instrument all share the same human-readable ID numerals (e.g. TR-0313-2011-
0009, TPR-0313-2011-0009, and LTI-0313-2011-0009).

5d. Transfer Processing Results (TPR)

The Transfer Processing Results form is used by NARA to document problems found during the processing
and verification of a records transfer. Agencies can view the Transfer Processing Results form associated with
their Transfer Request but not make any changes.

The Transfer Processing Results form is automatically generated by the system after a Transfer Request is
approved. One Transfer Processing Results form is created for each Transfer Request.
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5e. Legal Transfer Instrument (LTI)

The Legal Transfer Instrument formally conveys the legal custody of records transferred to the National
Archives. This business object is created automatically by the ERA system when a Transfer Request moves
into Physical Custody Accepted status.

One Legal Transfer Instrument is created for each Transfer Request.

The status Legal Custody Accepted indicates that the National Archives has taken legal custody of the

records and that the accessioning process is complete. Only staff with the role of NARA Accessioning
Manager can accept legal custody of a records transfer.

5f. Folders

A Folder is a Business Object that can be used to aggregate other Business Objects and Attachments as a
set.

The following Business Objects may be added to a Folder: Transfer Request, Records Schedule, Legacy
Records Schedule, Transfer Processing Results, and Legal Transfer Instrument.

Currently only NARA can create, use, and view Folders.

5g. Transfer Plan (TP)

The Transfer Plan captures the transfer requirements for records transfers. ERA automatically creates the
initial Transfer Plan when a Records Schedule is approved containing permanent Records Schedule Iltems
that will be transferred to NARA. Much of the Transfer Plan is pre-populated directly from the Records
Schedule Item.

5h. Data Type Template (DTT)

The Data Type Template is a tool that reads all the records of a file and provides specific details, such as
number of distinct values, or the minimum and maximum values, on a field-by-field basis to the person
running the tool.

The Data Type Template is applicable to electronic records only.

5. Code List (CL)

A Code List is a file or printed document identifying and explaining the codes used in a specific file or field in
a database.

A Code List is applicable to electronic records only.
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5. Related Assets

Related Assets are the various Business Objects associated with a particular Business Object such as:

The Records Schedule Item or Legacy Records Schedule Item associated with a Transfer Request

The Transfer Processing Results form associated with a Transfer Request

The Transfer Request associated with a Legal Transfer Instrument

Attachments to a Records Schedule or Legacy Records Schedule, Transfer Request, Transfer Processing
Results form, Legal Transfer Instrument, or Folder.

5k. Attachments

VV VYV

An Attachment is a file that is associated with a Business Object. The following Business Objects may have
an associated Attachment: Transfer Request, Transfer Processing Results, Records Schedule, Legacy
Records Schedule, Legal Transfer Instrument, and Folder.

Attachments cannot be added or deleted by agency ERA users once the Transfer Request has been
submitted to NARA for approval (Proposed/Ready for Approval status).

Attachments may consist of box lists, letters, memos, or other correspondence related to a particular transfer.

All Attachments should contain the associated Business Object number in its title. For example, a box list for
DOJ TR-0060-2011-0045 should be named:

e TR-0060-2011-0045_SF135.pdf or TR-0060-2011-0045_boxlist.xIs

% Note: Documents containing classified information must not be attached to any Business Object in
ERA. Including any classified information on or attached to a Transfer Request is a security
violation.

+»+ Note: Agency users cannot download or view Attachments in ERA. It is recommended that
agency users review Attachments thoroughly and keep a copy prior to uploading an
attachment.

11
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6. Scheduling Records in ERA

At a glance:

» All Records Schedules will be created and submitted to NARA electronically via
ERA. ERA provides a more structured format for records schedules.

» ERA accommodates traditional series-based schedules as well as “big bucket”
and flexible schedules, or even a combination of the two.

» Please note that while Records Schedules will be submitted and approved
electronically, appraisal dossiers (including printed versions of schedules) are still
maintained in paper.

6a. Introduction to Scheduling in ERA

The ERA Records Schedule (RS) replaces the SF 115 as the means for agencies to request NARA approval
of the dispostion of Federal records, whether those records are temporary or permanent. The ERA Records
Schedule provides a more structured way of scheduling records in an effort to ensure that all necessary
information is provided. It also captures additional information that was not formerly requested on the SF 115
in an effort to maximize intellectual and physical control over the records.

6a.1 Scheduling Roles

> There are only two agency user roles associated with the Records Schedule:
0 Records Scheduler who drafts the Records Schedule and submits it to the Certifying
Official.
o Certifying Official who reviews the Records Schedule and submits it to NARA.

> A Records Schedule is generally created by an agency Records Scheduler.
o This person may be the agency Records Officer or any person in the agency who has an
account with the Records Scheduler role.

> Records Schedules can also be created by NARA staff on behalf of the agency, but this is rare.

> For most agencies, the Certifying Official will be the agency Records Officer (some
departmental components must submit schedules through their departmental Records Officer,
depending on their internal procedures).

6b. Preparing to Schedule Records Using ERA

Before you create a Records Schedule in ERA, you need to know that some terminology has changed.

> Prior to ERA, a disposition authority was submitted to NARA on a Standard Form (SF) 115 — Request
for Disposition Authority. A “born-in-ERA” schedule is called a Records Schedule (RS).

12
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> The term Legacy Records Schedule (LS) refers to a schedule submitted and approved using a
SF 115 prior to the implementation of ERA.

> NARA assigned a unique Job Number to SF 115s in order to track disposition authorities. In ERA,
this unique number is referred to as the Records Schedule Number.

6b.1 Scheduling and Appraisal Process

Schedules are submitted for approval to NARA by the agency. After receipt, a NARA appraiser reviews the
schedule and works with the agency to answer any questions about the submitted schedule. For various
reasons, a schedule may be returned for revisions or returned without action. When a schedule is deemed
ready to move forward, the appraiser initiates the appraisal. This includes several steps such as information
gathering (e.g., interviews, examination of records, and agency site visits), internal NARA stakeholder review,
creation of the appraisal memo, and the Federal Register process. It is possible that further revisions to the
schedule may occur. When ready, the appraiser initiates the NARA internal concurrence and approval
process, resulting in approval by the Archivist of the United States. At any time during the process prior to
final approval, the schedule may be returned without action.

Some of the steps described above occur inside ERA, and some occur outside
ERA:

» Currently, ERA is only for drafting and submitting a schedule, and for final approval of Records
Schedules. The appraisal process occurs outside of the system.

> Not captured in ERA are correspondence between the NARA appraiser and the agency, internal
NARA stakeholder review and Federal Register process documentation, and the final appraisal
memo. They are maintained in the appraisal dossier, which is still a paper record not currently part of
ERA. NARA does not make appraisal dossiers available to agencies except upon request.

> ERA captures all signatory information (Certifying Official to Archivist of the U.S.) on the Signatory
Tab.

6b.2 Before Entering a Schedule in ERA

Draft the Retention Schedule in Advance

It is highly recommended that you create a draft of the retention schedule ahead of time. While working in
ERA, your ERA session will timeout (or expire) after 15 minutes of nonactivity (you will be given a warning if
the session is about to expire, and you can choose to remain logged in). It is helpful if the schedule is already
drafted so that you can avoid delays while entering the information.

Please refer to the Request for Disposition Authority Quality Control Checklist
(http://www.archives.gov/records-mgmt/scheduling/quality-control-checklist.pdf) to ensure that the schedule
includes all pertinent information.

This manual assumes that you are knowledgeable about creating records schedules. If you need assistance,
please visit NARA’s Records Management web page (http://www.archives.gov/records-mgmt/), attend NARA
records management training courses (http://www.archives.gov/records-mgmt/training/), or contact your
NARA appraisal archivist (http://www.archives.gov/records-mgmt/appraisal/).

Internal Agency Vetting
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There is no workflow in ERA for internal agency vetting of the schedule because agencies have different
internal review and approval processes. Vetting may occur before or after the schedule is entered into ERA
depending on the agency’s process. If the schedule has already been entered into ERA, options for internal
agency vetting include:

» Print or save a PDF copy of the schedule to distribute for review (see Viewing PDF/Print Version:
Saving in Appendix | for instructions).

> Assign reviewers the Records Scheduler role, allowing them access to the system and the ability to
make changes prior to the Certifying Official certifying the schedule and submitting it to NARA.

In both cases, however, internal concurrence signatures must be captured outside the system. If internal
concurrences are submitted to NARA, they can be submitted outside of ERA or as an attachment to the
schedule. Agencies are required to let NARA know on the schedule if internal agency concurrences will be
provided.

6b.3 ERA Workflow

The ERA process begins after the Records Schedule has been initially entered into ERA. As actions are
initiated along the way by agency or NARA users, the status of the schedule will change. See a diagram of
the workflow on the next page (Figure 6a). A detailed description of the steps to create a Records
Schedule begins in the next section.

As noted on the diagram, a snapshot of the schedule is captured and maintained in ERA after a particular
event occurs or status is reached. The snapshot remains in ERA and is available for viewing at any time. A
status for which no snapshot is captured remains in ERA only until the next action occurs.
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Figure 6a - ERA Records Schedule Workflow Diagram
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6¢c. Creating a Records Schedule

6¢.1 Overview of Records Schedule Tabs

The ERA Records Schedule consists of several tabs: General Information, Item Information, Executive
Summary, Contact Information, Signatory, Related Assets, and Attachments. Within these tabs, information is
organized by sections that contain fields for which data is either automatically populated by the system or
manually entered by the Records Scheduler.

General Information

This tab contains information that applies to all items in the Records Schedule.

Item Information

This tab contains a list of the Records Schedule Items and allows for adding, editing, moving, and reordering
of those items.

Executive Summary

Information in the Executive Summary tab is system-generated. No information is entered by the Records
Scheduler.

Contact Information

This tab contains information relating to contacts within the agency, including the person who created the
schedule and anyone the agency wants to identify as a contact person for records appraisal purposes.
Signatory Information

ERA captures all signatory information (Certifying Official to Archivist of the U.S.) on the Signatory Information
Tab as the Records Schedule proceeds through the ERA workflow. Information in the Signatory Information
tab is system-generated, so no information is entered by the Records Scheduler.

Related Assets

This tab will show any records transferred to NARA in ERA under this Records Schedule. This tab will not
contain any information until transfers are made against a schedule after it is approved.

Attachments

This tab is used when agency or NARA staff attaches additional electronic documents to the Records
Schedule. Such documents may include scans or PDFs of internal agency concurrences, additional
information from the agency related to the records being scheduled, or appraisal documents.

+» Note: Agency users cannot download or view attachments in ERA. It is recommended that agency
users review attachments thoroughly and keep a copy prior to uploading an attachment.

6¢c.2 Creating a Records Schedule

Upon logging in as a Records Scheduler, the Records Scheduler workbench appears.
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6c.2a Creating a New Blank Records Schedule
1. In the main window at the top of the screen, select “Create -Records Schedule.”

2. Enterand select all required and any optional information to complete the General Information tab fields.

General Information Tab

The following fields, described below, are associated with the General Information tab.

Agency or Establishment is a required field that contains the immediate agency or establishment for which
the schedule applies.
> If your agency is a component agency of a larger Department, you should select your
agency’s name and not the Department’s name.

> The field is auto-populated based on the user’s profile. If you have more than one agency associated
with your profile, you will have a drop-down menu to select the appropriate agency.

Record Group/Scheduling Group is a required field that contains the NARA Record Group or Scheduling
Group associated with the Agency or Establishment.

> A Record Group is a numeric code used by NARA to uniquely identify an agency.

> A Scheduling Group is an alpha code used by NARA ONLY for department-wide schedules in
military departments. Scheduling Groups include NU (Department of the Navy), AU (Department of
the Army), and AFU (Department of the Air Force).

If there is more than one Record Group/Scheduling Group associated with a particular Agency or
Establishment the user must select the appropriate Record Group/Scheduling Group from a drop-down
menu of selections.

Records Schedule applies to field indicates the schedule’s scope, whether it applies to only a specific office
or subdivision within the agency or to records created anywhere in the agency (agency-wide).

> Options for agency Records Schedulers include “Major Subdivision,” “Agency-wide,” or

‘Department-wide.”

> If you are creating a schedule to be used by only one program office within the agency, select “Major
Subdivision.”

> If you are creating a schedule that is applicable across all program offices in an agency, select
‘Agency-wide.”

> ‘Department-wide” is a new option available for Records Schedulers within a Department to create
schedules that apply to all component agencies within the Department.

X/
°e

Note: Only Records Schedulers at the Department level should use “Department-wide” when
creating Department-wide schedules. Records Schedulers in component agencies have this
option available, but should not use it.
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Major Subdivision and Minor Subdivision are used to identify the program office that creates and/or
maintains the records.

» The Major Subdivision field is required if Major Subdivision has been selected in the Records
Schedule Applies to field.

> These fields should not be used to enter the name of a component agency that has its own Record
Group (such agency names should be used in the Agency or Establishment field).

% Note: As a Records Scheduler you should only enter your own program office name if you are
specifically writing a schedule to cover records created or maintained by your office.

Schedule Subject is a required field for entering a short title for the Records Schedule.
» For example: “Office of the Inspector General Records” or “Bio-Medical Research Records.”

Internal agency concurrences will be provided is a required field that allows an agency to indicate whether
or not internal agency concurrences will be provided to NARA for the schedule. Internal agency concurrences
may be uploaded to the schedule as an attached document or may be sent in hardcopy.

Record Group(s) to which this schedule applies is a NARA-only field to identify the Record Groups that
may use the approved authority. The field should pre-populate with the Record Group selected in the Record
Group/Scheduling Group field; however NARA may edit this information as needed. This field is intended to
help Federal Records Centers and accessioning units verify that the authority is applicable to the records
being transferred when the transfer is being submitted under a different Record Group than that of the
Records Schedule.

Background Information is an optional field that allows you to enter information relevant to the overall
schedule, such as a description of the organizational subdivision to which the Records Schedule pertains or
the larger program the records document.

Item Count fields identify the number of items on the schedule, the number of permanent and temporary
items, and the number of items that have been withdrawn. These numbers are system-generated and they
change as items are created or withdrawn from the schedule.

> Withdrawn items are those removed from a schedule after its certification and submission to
NARA. They should not be confused with items deleted from a schedule during initial drafting by the
agency. ltems deleted before a schedule is submitted are not included in the item count.

> Disposition items requiring GAO review: GAO approval is no longer indicated at the schedule
level. Instead, the need for GAO approval is indicated at the item level. Individual items requiring
GAO approval will automatically appear under this field on the General Information tab once the items
are created.

Revision Notes is a NARA-only field for NARA staff to enter comments related to modifications to the general
information on the Records Schedule after approval (formerly known as “pen-and-ink changes”). This field
should be used to note what change was made, the appraiser’s initials, and the date. This field should not
be used by agencies.

3. Select the “Save” button to save the Records Schedule.

Once you save the General Information tab, ERA creates a Records Schedule Number. At the same time, it
establishes a Status for the Records Schedule.

18



Electronic Records Archives | Agency User Manual

Records Schedule Number is system-generated and appears above the General Information section.
It is a unique number assigned by the system upon Records Schedule creation.

» Records Schedule Numbers include:
o0 A prefix (DAA or DAL, defined below)
= DAA (Disposition Authority Agency) indicates a new “born-in-ERA” Records Schedule
created by an agency.
= DAL (Disposition Authority Legacy) indicates that the Records Schedule is a previously
approved schedule submitted on a Standard Form 115 (SF 115) Request for Disposition
Authority. See Chapter 8 for further detail about Legacy Schedules.
0 The Record Group (four numeric digits, example: 0563)
0 The Fiscal Year in which the schedule is created (four numeric digits, example: 2012)
0 A sequential number (four numeric digits, example: 0003)

Records Schedule Number example: DAA-0563-2012-0003
Legacy Records Schedule Number example: DAL-0059-2011-0005

«» Note:

0 Schedule numbers no longer reflect order of submission to NARA (as they have in the past), but
instead, order of creation by the agency.

0 Ifyou create a schedule in one fiscal year but do not submit it until the next, the schedule number
will reflect the fiscal year in which the schedule was created.

If a schedule is created and saved but later deleted, that schedule number will not be reused, and there will be
gaps in Record Schedule Numbers.

Status: This field appears above the General Information tab. It is a system-populated field that identifies
the status of the overall schedule. When creating a new Records Schedule, the status is Draft.
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Records Schedule: DAA-0563-2012-0003 status: Draft
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Figure 6b — Example of Completed General Information Tab

6¢.3 Creating a Records Schedule Overview and Records Schedule ltem

Once you save the General Information tab, a new tab appears for Iltem Information. The first thing you see
on this tab is a pane that looks similar to a file directory tree. This directory contains a single folder labeled
with the Records Schedule Number. This directory is the hierarchy tree, or a view of all the items and
overviews on the schedule. As new items or overviews are created, they will appear in the hierarchy.
There are buttons beside the hierarchy tree for adding Overviews and Items and to move, reorder, or delete
them from the hierarchy.

An Overview is just a new word for an old concept — that of records series, a group of related records that are
managed under a common heading or title. In previous Standard Form 115s, a records series may have
included one or more sub-items. In ERA, an Overview is a descriptive heading with information that is
used to group Items under that heading. There are no sub-items in ERA, just Items. An Item is the level
of description that contains the actual disposition instruction. Descriptive information that relates to
multiple ltems is captured in an Overview. More than one ltem may be listed under a single Overview.

The following example shows an item with sub-items from an SF-115 and how it becomes an overview with
items in ERA:
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Overviews vs. Items
1. Inspector General Audit Files. «————— Overview Title: Inspector General

Recordsaccumulated by Office of the Audit Files

Inspector General (OIG) relating to Overview Description: Records

audits. accumulated by the Office of the
a. Final reports. Inspector General (OIG) relating to
Final report as issued by the OIG. audits.
PERMANENT. Cut off on issuance of Item Title: Final Reports
report. Transfer to NARA 10 years Item Description: Final report as
after cutoff. issued by the OIG.
b. Substanti\:’e backgrou‘nd RAPELS. o Item Title: Substantive background
Drafts submitted to audited offices for

5 , papers.
review,comments by audited officgs
approvals and concurrences and f%\ Item Description: Drafts submitted to
related records. audited offices for review, comments

by audited offices, approvals and

TEMPORARY. Cut off on issuance of concurrences and related records.

report. Destroy 5 years after cutoff.

Figure 6c — Item with Sub-items vs. Overview with Items

Another example of an older records series with sub-items (from an SF 115) looks like the following:

1. Inspector General Audit Files. Records accumulated by the Office of the Inspector General (OIG)
relating to audits. (This is the records series.)
a. Final reports. Final report as issued by the OIG. (This is the first sub-item.)
b. Substantive background papers. Drafts submitted to audited offices for review, comments
by audited offices, approvals and concurrences and related records. (This is the second
sub-item.)

In ERA, the hierarchy tree for this same example is:

M [nspector General Audit Files (This is the Overview heading.)
Final Reports (This is the first Item.)
Substantive background papers (This is the second Item.)

Overviews are identified in the hierarchy tree by the folder icon. Items are identified with a document icon.
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Important Information: Create an Item or Overview

» To create an item or overview, you must select either the Records Schedule folder
icon or an overview in the hierarchy tree under which the item or overview is to
appear.

» The item/overview will appear at the bottom of the selected location.

> Items can be moved between or out of overviews or reordered.

Item Information Tab

6¢c.3a Create a Records Schedule Overview

1. Select the “Item Information” tab.

2. Select the location in the hierarchy tree below where you want the Overview to appear.
3. Select the “Add Overview” button.

There are two fields associated with Overviews:

Overview Title: A short descriptive title associated with the Overview, such as “Inspector General Audit
Files.” This is a required field when creating an Overview.
Overview Description: A longer descriptive field associated with the Overview Title. Itis an optional field.

% Note: ltis possible to have Overviews nested within other Overviews. The only requirement is that each
Overview set must terminate in at least one Item. In other words, there cannot be an “empty” Overview
containing zero ltems. Items do not have to have an Overview.

Enter all required and any optional information to complete the Add Records Schedule Overview screen.
Select the “OK” button.

Select the “Save” button to save the Records Schedule.

N oo o &

Select the “OK” button in the resulting popup window.
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Important Information: The “OK” Button

The OK button is available when creating or editing an item or overview.

OK does not save your work. It only closes the item or overview you were working
on.

You must also select Save in order to save what you have done.

You can create multiple items and overviews without the system prompting you to
save.

If you exit the system without selecting Save, all of your work will be lost, so Save
after creating each item or overview.

>

>

Important Information: The “Cancel” Buttons

There are two Cancel buttons.

The Cancel button on the left side of the screen (both at the top and bottom)
applies to the schedule as a whole.

0 Ifyou select this Cancel button, it will ignore any changes not previously
saved on the schedule as a whole.

The other Cancel button, on the right side of the screen, appears when you create
or edit an item or overview.

0 Ifyou select this Cancel button, it will ignore anything done on the specific
item or overview on which you are working and return you to the hierarchy
tree.
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6¢.3b Create a Records Schedule ltem

The user needs to determine the location in the hierarchy tree where the Item shall appear. If the ltem goes
under an Overview, select the Overview.

1. Select the “Item Information” tab.
2. Select the “Add Item” button.

3. Enter and select all required and any optional information to complete the Add Records Schedule Item
screen.

There are several fields associated with Records Schedule Items. Those fields are described below.

Item Title is a required field for the name of the records being scheduled.

Item Description is a required field for the description of the records being scheduled.

Is this item media neutral? field allows you to indicate if the item is media neutral or not.

» Since December 17, 2007, all schedule items are considered media neutral unless specifically stated
otherwise, so this field defaults to “Yes.” Media neutrality refers to disposition instructions that apply
to records in any medium, unless the schedule identifies a specific medium for the records.

> If the records being scheduled are media-specific, select “No.”

0 If“No” is selected for Is this item media neutral? (indicating the item is NOT media neutral),
then the Explanation of limitation field appears for the user to indicate the limitation of the
applicability of the disposition instruction. This field is required if the schedule is not media
neutral.

0 This explanation can be expressed in either the positive or the negative (what it does apply to or
what it does not apply to). For example:

= |f the disposition instruction only applies to paper records, enter “Applies only to paper
records.”

= |f the disposition instruction excludes databases, enter “Does not apply to electronic
databases.”

Do any of the records covered by this item currently exist in electronic format(s) other than email
and word processing? is a required field that allows you to indicate whether the records currently exist in an
electronic format other than e-mail or word processing files. This information is used during appraisal.

> Select “Yes” or “No.”

If “Yes” is selected, then the field Do any of the records covered by this item exist as structured
electronic data? appears. This field indicates if the records exist as electronic structured data, or in
other words, as a database or fielded data.

o0 Select “Yes” or “No.”

The Manual Citation is a set of repeatable fields that include:
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> Manual Citation: an optional field for agencies to enter the manual citation they have assigned to the
disposition item.

> Manual Title: an optional field for entering the title of the agency’s records disposition manual.

> Format: a NARA-only field for Federal Records Center (FRC) staff to indicate the format of the
records disposition manual (i.e., paper or electronic) that the FRC program uses for reference.

> Location: a NARA-only field for FRC staff to note the location (e.g., URL of web version) of the
records disposition manual that is used for FRC reference.

> Verification Date and Verifier’s Initials: NARA-only fields used by FRC staff to indicate that the
manual information has been verified.

This item supersedes Disposition Authority Number is a repeatable field used to indicate if the item
supersedes a previously approved authority and to enter the superseded authority number(s).

> Only one authority may be entered per data entry field.

» If the item supersedes multiple authorities, then use the “Add” function to add additional fields for
data entry.

> Enter the superseded authority number using a standard format. For example:
0 “Bornin ERA” superseded authority number format: DAA-0059-2010-0002-0005
o SF 115 superseded authority number format: N1-059-83-001 / 4/B/13
0 GRS superseded authority number format: N1-GRS-87-005 / 2/B

25



Electronic Records Archives | Agency User Manual

Important Information: General Records Schedule (GRS) Exceptions

» NARA removes all GRS items from newly submitted schedules because GRS items
are already approved by the Archivist of the United States

» New Records Schedules should only submit items that need new authority, re-
authorization, or exception from the GRS

» To request a GRS exception for a specific Records Schedule Item:
1. Select the Records Schedule Item that will be edited.
2. Select the Edit button (right side).

3. Scroll to “GRS or Superseded Authority Citation” and enter the GRS citation
that you wish to supersede in the field This item supersedes Disposition
Authority Number.

4. Select the OK button.
5. Select the Save button to save the changes to the Records Schedule.

6. Select the OK button in the resulting popup window.

The Final Disposition is a required field that indicates the disposition of the records.
» Select “Permanent’ or “Temporary” as appropriate. (The system defaults to Temporary.)

> If you select “Permanent,” the screen will reset to a different set of fields that concern scheduling
permanent records.

Cutoff Instruction is an optional free-text field for entering a cutoff instruction for the records, for example:
“Cut off at the end of the calendar year in which the case closes.” If your agency does not use cutoff
instructions in its disposition instruction, do not use this field.

Transfer to Inactive Storage is an optional, free-text field for entering any instructions related to transferring
records to inactive storage prior to disposal or accessioning to the National Archives. This is the field for
entering any instructions related to transferring records to Federal Records Centers or other off-site agency
storage facilities.

The Retention Period is the length of time before temporary records are to be destroyed.
» Select one of the options as appropriate.

> Please try to use the options provided rather than the “Other” field.

Whether or not GAO approval of a retention period is required for a temporary item is indicated in ERA at
the item level rather than at the schedule level (as is done on the paper SF 115).

26



Electronic Records Archives | Agency User Manual

» Select whether GAO approval is required or not required for the item.

Multiple Transfer/Accessioning Instructions: ERA allows multiple accessioning instructions to be created
for a single permanent item to accommodate flexible scheduling and different instructions based on the format
of the record. For example, you can create an instruction such as “Accession electronic records to the
National Archives 3 years after cutoff. Accession paper records to the National Archives 20 years after
cutoff.”

To create multiple accessioning instructions:
» Within the Records Schedule Item, scroll down to the Disposition Section.
> Select the “Add” button to add an additional Disposition Section.

» Enter and select the required fields to complete the Disposition Instruction and Additional
Information.

> Repeat steps above for every additional Disposition Instruction.
Select the “OK” button.

> Use If this item has multiple sections, indicate here the records to which this section applies to
define the records to which the particular Disposition Instruction section applies. Standard format
options are available as a free-text option (Other).

Y

+ Note: This field should only be used if you need to write multiple transfer instructions. If there
is only a single instruction for the item, DO NOT use this field.

Structured Version of Disposition Instruction and Additional Information

Section: 1 - 0of2

# |f thiz itern has multiple secticns, indicate here records to which this section apphy: I Electronic Records

Structured Version of Disposition Instruction

Cutoff Instruction: Cut off one year after the instrument of transfer is delivered to the grantee. 4, Wiew
4
Transfer to Inactive b, View
Storage Instruction:
4

Transfer Electronic Records to the National Archives for Pre-Accessioning

Transfer electronic records to the Mational Archives for pre-accessioning immediatety after I

Transfer electronic: records to the Mational Archives for pre-accessioning I wear(s) after I

# Transfer to the National Archives for Accessioning

Transfer to the National Archives immediately after I

Tranefer to the Maticnal Archives I year(s) after I

Transfer to the NatiunalArchivesl year(s) and I manthis) aﬂerl
Transfer to the Mational Archives between I year(s) and I wyear(s) after I
Tranefer to the Matienal Archives in I wear blocks I year(s) after I

@ # Other [Transfer electronic records to the NARA every S years, with any related documentation and external finding aids, as 1, View
specified In 36 CFR 1235 or standards applicable at the time.

v

Figure 6d(1) - Example of Multiple Transfer/Accessioning Instructions
(Section 1 of 2)
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Structured Version of Disposition Instruction and Additional Information

Section: 7 - of2

# [f this item has multiple sections, indicate here records to which this section applhy: I Non-electronic Textual Records

Structured Version of Disposition Instruction

Cutoff Instruction: Cut off one year after the instrument of transfer is delivered to the grantee.

Transfer to Inactive
Storage Instruction:

Transfer Electronic Records to the National Archi for Pre-Ac ioning

Tranefer glectronic records to the Mational Archives for pre-accessicning immediatehy after I

Transfer electronic records to the National Archives for pre-accessiening I year(s) after I

# Transfer to the National Archives for Accessioning

Transfer to the Natienal Archives immediately after I
@ * Transferto the National Archives |31— # year(s) after Ic:ut off

Transfer to the Natienal Archives l— vear(s) and I— menthis) after I

Trane fer to the Matiznal Archives between l— year(s) and I— year(s) after I

Transfer to the Natienal Archives in I— year blocks I— year(s) after I

Other y Wiew

4

Figure 6d(2) - Example of Multiple Transfer/Accessioning Instructions
(Section 2 of 2)

If your agency plans on transferring physical custody of permanent records prior to transferring legal custody
to NARA (a transfer that is known as “pre-accessioning”), use the Transfer Electronic Records to National
Archives for Pre-accessioning option under the disposition instruction section for permanent records.

The Transfer to NARA for Accessioning section defines when permanent records are eligible for transfer to
NARA.

> Select an option as appropriate.
> Please try to use the options provided rather than the “Other” field if possible.

> Any additional instructions about cutoff or maintenance of the records should go either in the Cutoff
Instruction or in the Item Description field as appropriate.

Sometimes permanent records remain in the physical custody of another institution (an affiliated archives)
after NARA accepts legal custody. If the records will reside in an affiliated archives, use the field If records
are not transferred to NARA physical custody when legal custody is transferred, specify institution
that will maintain physical records to indicate the specific institution that will maintain physical custody of
the records. Transfer to an affiliated archives is rare.

First Year of Records Accumulation is a required field for permanent records wherein the user indicates
when the agency began to accumulate the records described by the item.

End Year of Records Accumulation is a required field to indicate if the records are still being created or not.
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» In most cases, the records described in a new schedule are still being created, so you can leave this
field on the default setting, Records are still being accumulated.

> If the records are no longer being created select “Records ceased accumulation in:” and enter the
year the records ceased accumulation.

Two fields in the Records Schedule capture information about permanent records that will eventually be used
to predict when accessions are due and the date span of records expected in those accessions:

What will be the date span of the initial transfer of records to the National Archives? is a required field
used to determine the date span of the initial accession.

o0 The initial date span will usually correspond to the First Year of Records Accumulation - the year
the records will first be cut off.

0 In some cases, the initial date span may be unknown. In these cases, select the “Unknown” option
and provide an explanation in the associated text field.

How frequently will your agency transfer these records to the National Archives? is a required field
used to indicate how often records will be transferred.

o Ifrecords are cut off annually and not transferred in blocks, the interval will be every 1 year.
0 If records are transferred in blocks, the interval will correspond to the block.

0 Ifthe records are transferred at the end of a Presidential administration, the interval would be every 4
years.

0 In some cases, the interval will be unknown. In these cases, select the “Unknown” option and
provide an explanation in the associated text field.

The section Estimated Current Volume and Annual Accumulation allows you to identify record formats,
current volume, and annual accumulation of the records covered by a permanent item. This information is
optional.

Revision Notes is a NARA-only field for NARA staff to enter comments related to modifications to the Item on
the Records Schedule after approval (formerly known as “pen-and-ink changes”). This field will show
changes made, the appraiser’s initials, and the date of change.

After all of the fields on the Item Information tab are filled in:
4. Select the “OK” button.

5. Select the “Save” button to save the Records Schedule.
6. Select the “OK” button in the resulting popup window.

Once you have saved the Records Schedule, ERA assigns a simple four-digit number (0001, 0002, 0003,
etc.) to each Item. It does not number headings and sub-items in the same way as previous SF 115s ( e.g.,
2A, 7(a)1, 3.1.4). You can still create outline structures with headings and overarching descriptions using the
Overview feature, but headings are not numbered. An example in ERA:
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General Information Iﬁﬁﬁﬂ Executive Summary Contact Infarmation Related Azzets Attachments

Records Schedule ftems:
Select an element in the hierarchy tree (left side) then click a button (right =ide) to perform an action.

= -] DaA-0563-2012-0003 o
—[:I General Status Updates and Tips
0001 - General Status Updstes and Tips
—D Photos, Press Release, Speeches, andfior Mews Aricles
0002 - Phatos, Press Release, Speeches, andior Mews Aricles
—[:I Executive Level Speeches or Testimony

0005 - Executive Level Speeches or Testimony

¢ e 2] 0006 - Mon-Executive Level Speeches or Testimarry LI

Figure 6e - Example of Hierarchy Tree

Important Information: Item Numbers

Item numbers may not appear in order in Draft.
ERA assigns temporary item numbers at the moment of creation.

If you delete an item in Draft state, that item number will not be reused.

YV V VYV V

Similarly, if items are moved or reordered, they retain their originally assigned item
number while in Draft state.

A\

Once the schedule is certified, however, all the numbers will be reset so that they
are in order with no gaps.

» Similarly, if changes are made while a schedule is returned to an agency for
revision, the numbers will be reset when the schedule is returned to NARA.

In addition to the status of the overall Records Schedule (shown at top of page), each Iltem has a Status field
(shown at right) that identifies the status of an individual Item (see Figure 6f). The system pre-populates the
item status to Pending or Active. Changing the status to Withdrawn and Inactive must be done manually
by a user. ltem statuses include:

> Pending while the schedule is in Draft and Proposed states.
» Active once the schedule is approved.
» Withdrawn if the item is withdrawn prior to approval.

> Inactive if the item is no longer in use or has been superseded by another authority.
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Records Schedule: DAA-0563-2012-0003 statuz: Draft
u Save E\fieuu FDF Cancel Ext Action -- | XDelete
Schedule * = Required field
General Information Iﬁiﬁﬂ Executive Status ted Assets || Attachments

Records Schedule tems:
Select an element in the hierarchy tree (left side) then click a button (right =ide) to perform an action.

- -
0013 - Messzages

—[:I Reporting Metrics

L Bl 0017 - Reporting Metrics

—1-[C]Site Administratar Information

00149 - Site Administrator Information

—[:I Public Profile Information Delete
- 0020 - Public: Profile Information

Records Schedule tem : Public Profile Information
ltem Status
Status: I Pending I

General Information

Figure 6f -Records Schedule Status and Item Status Fields

The Disposition Authority Number field contains a system-generated number including the ERA Records
Schedule (RS) Number followed by the Records Schedule Item (RSI) Number, a four-digit sequential number
(e.g., 0001, 0002).

% Note: Instructions for modifying (edit, add, move, reorder, delete) an existing Records Schedule,
Overview and Item are found in Section 6d.
Contact Information Tab

After the Item Information tab is saved, the Records Scheduler selects the Contact Information tab and enters
all required and any optional information. This tab contains information relating to contacts within the agency
including the person who created the schedule and anyone the agency wants to identify as a contact person
for records appraisal purposes.

1. Select the “Contact Information” tab.

Records Scheduler: This information auto-populates based on the user’s profile. The information includes
first and last name, title, telephone number, and email address.

Contact Persons: These required fields are available to enter contact information for persons who can
provide additional information during the appraisal process.

» At least one contact must be provided; however, this person can be the Records Scheduler or
Certifying Official (in which case the information still needs to be provided, even if it exists elsewhere
in the schedule).

» Required data fields include First Name, Last Name, Phone, and Email for at least one contact
person. The Title field is optional.

» Multiple contact persons can be added using the “Add” button.
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> To delete a contact person, check the box before the person’s name and click on the “Delete” button.
2. Select the “Save” button to save the Records Schedule.

3. Select the “OK” button in the resulting popup window.

* - Required field

General Information | fem Information Executive Summary Contact Information Related Assets || Attachments

Records Scheduler
L

# First Name: # Last Name:
# Title: # Phone:

# Email:

Contact Persons
L

First Name Last Mame Title Phone Email
D £ £ ® £
4 T | »
| & save || 'EViewPDF || Cancel | — Select Mext Action —
Figure 6g - Example of Blank Contact Information Tab
Attachments Tab

This tab is used when agency or NARA staff attaches additional electronic documents to the Records
Schedule. Such documents may include scans or PDFs of internal agency concurrences, additional
information from the agency related to the records being scheduled, or appraisal documents. See Uploading
Attachments in Appendix | of this manual for more information about uploading attachments.

ADDITIONAL TABS:

There are additional tabs associated with the Records Schedule: Executive Summary tab, Signatory
Information tab (appears after Records Schedule is submitted for certification) and Related Assets tab. These
tabs are available to view, but do not require the Records Scheduler to enter any information.

Executive Summary Tab

Information in the Executive Summary tab is system-generated. No information is entered by the Records
Scheduler.

The Summary field corresponds to a summary of the schedule per NARA appraisal procedures.

The Approving Official field is used to indicate the appropriate approving official for the schedule. In most
cases, this will be the Archivist of the United States, but some schedules only require approval from
NARA’s Chief Records Officer (CRO).
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Permanent Item Numbers contains a system-generated list of the permanent items on the Records
Schedule.

Federal Register Notice

> (Required/Not Required): These radio buttons are used to indicate if a Federal Register Notice
publication is required for the schedule.

> Publication Date: If a Federal Register Notice is required, this field is for entering the publication
date.

> Copies Requested: This field is for indicating the number of Federal Register requests for the
Records Schedule.

» Comments Received: This field is for indicating the number of comments received on requests for
copies from the Federal Register notice.

Signatory Information Tab

ERA captures all signatory information (Certifying Official to Archivist of the United States) on the Signatory
Information tab as the Records Schedule proceeds through the ERA workflow. Information in the Signatory
Information tab is system-generated. No information is entered by the Records Scheduler.

Related Assets Tab
This tab will show any records transferred to NARA in ERA under this Records Schedule. This tab will not
contain any information until transfers are made against a schedule once it is approved.

If the Records Schedule is complete and ready to be submitted for certification, see Section 6e for
instructions to submit the Records Schedule to the Certifying Official.

6d. Modifying an Existing Records Schedule
A Records Schedule can be modified when in the following statuses:
e by the Records Scheduler while in Draft status before submitting it to the Certifying Official

e by the Certifying Official while in Submitted for Certification status before submitting it to the
Records Appraiser

e or by the Records Scheduler or Certifying Official after the Records Schedule is returned by the
Records Appraiser and it is in Returned for Revision Working Version status.

Steps to follow for taking these actions:
e Edit Records Schedule Overview(s) and Records Schedule Iltem(s)
e Add Records Schedule Overview(s) and Records Schedule ltem(s)
e Add Multiple Transfer/Accessioning Instructions to Records Schedule Iltem(s)
e Move or Reorder Records Schedule Overview(s) or Records Schedule Iltem(s)

e Delete Records Schedule(s), Records Schedule Overview(s), or Records Schedule ltem(s)
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e Create Records Schedule(s) from an Existing Schedule
6d.1 Edit Records Schedule Overview(s) and Records Schedule Item(s)

6d.1a Edit a Records Schedule Overview

1. Select the “Item Information” tab.

2. Expand the Records Schedule folder by selecting the “+” symbol.
3. Select the Overview that will be edited.

4.  Select the “Edit” button (right side).
5

Modify the Overview fields that need to be edited. You may edit the “Overview Title” and “Overview
Description” fields.

6. Select the “OK” button.
7. Select the “Save” button to save the changes to the Records Schedule.

8. Select the “OK” button in the resulting popup window.

6d.1b Edit a Records Schedule ltem

1. Select the “Item Information” tab.
2. Expand the Records Schedule folder by selecting the “+” symbol.

3. If appropriate, expand the Overview that contains the Item that will be modified by selecting the “+”
symbol.

Select the Item that will be edited.

Select the “Edit” button (right side).

Make desired change(s) to the Item field(s).
Select the “OK” button.

Select the “Save” button to save the changes to the Records Schedule.

© o N o o &

Select the “OK” button in the resulting popup window.

6d.2 Add Records Schedule Overview(s) and Records Schedule ltem(s)
6d.2a Add a Records Schedule Overview

1. Select the “Item Information” tab.
2. Select an existing Overview.

3. Select the “Add Overview” button.

34



Electronic Records Archives | Agency User Manual

4.  Enterall required and any optional information to complete the Add Records Schedule Overview screen.
5. Select the “OK” button.

6. Select the “Save” button to save the changes to the Records Schedule.

7.

Select the “OK” button in the resulting popup window

6d.2b Add a Records Schedule ltem
1. Select the “Item Information” tab.

2. Select an existing Overview.

3. Select the “Add Item” button.

4.  Enter and select all required and any optional information to complete the Add Records Schedule ltem
screen.

5. Select the “OK” button.
6. Select the “Save” button to save the changes to the Records Schedule.

7. Select the “OK” button in the resulting popup window.

6d.3 Add Multiple Transfer/Accessioning Instructions to Records Schedule
ltem(s):
1. Within the Records Schedule item, scroll down to the Disposition section.

2. Select the “Add” button to add an additional Disposition section.

3. Enter and select the required fields to complete the Disposition Instruction and Additional
Information.

Repeat steps 2 and 3 for every additional Disposition Instruction.
Select the “OK” button.

Select the “Save” button to save the Records Schedule.

A

Select the “OK” button in the resulting popup window.

6d.4 Move or Reorder a Records Schedule Overview(s) or Records Schedule
ltem(s)

Users have the ability to change the hierarchy of the Overviews and Items. Overviews can be moved or
reordered. Items can be moved between or out of Overviews or reordered.

+» Note: If the user selects the Cancel Button, the Item Information screen will refresh and the
hierarchy will remain unchanged.
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6d.4a Move a Records Schedule Overview

Select the “Item Information” tab.
Select the Overview to be moved.
Select the “Move” button.

Select the Folder (which represents either an Overview or the Records Schedule) for the new location of
the Overview.

Select the “OK” button.
Select the “Save” button.

Select the “OK” button in the resulting popup window.

6d.4b Move a Records Schedule Item

1.

el

o

6.
7.

Select the “Item Information” tab.
Select the Item to be moved.
Select the “Move” button.

Select the Folder (which represents either an Overview or the Records Schedule) for the new location of
the Item.

Select the “OK” button.
Select the “Save” button.

Select the “OK” button in the resulting popup window.

6d.4c Reorder a Records Schedule Overview

The order of the Overviews can be changed.

Select the “Item Information” tab
Select the Overview that will be re-ordered.
Select the “Re-order” button.

Select either the up or down arrow, to the right of the Disposition ltems List, until the Overview is in the
desired position.

Select the “OK” button.
Select the “Save” button.
Select the “OK” button in the resulting popup window.

«» Note: All Items linked to the Overview will move with the Overview.
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6d.4d Reorder a Records Schedule Iltem

The order of ltems, within an Overview or without an Overview, can be changed.
1. Select the “ltem Information” tab.

2. Select the Item that will be re-ordered.
3. Select the “Re-order” button.

4.  Select either the up or down arrow, to the right of the Disposition Items List, until the Item is in the
desired position.

5. Select the “OK” button.
6. Select the “Save” button.

7. Select the “OK” button in the resulting popup window.

6d.5 Delete Records Schedule(s), Records Schedule Overview(s), or Records
Schedule Iltem(s)

6d.5a Delete a Records Schedule

The user must be a Records Scheduler to perform the following steps:

2. Select “Search -Business Object.”

3. Select the “Advanced Search” tab.

4.  Select the “Records Schedule” option in the Search For dropdown.
5

Select and enter known distinct information pertaining to the Records Schedule and select the “Search”
button.

6. Select the Records Schedule Number link in the Search Results List.

7. Select the “View” button on the floating menu.

8. Select the “X Delete” button on the top right of the form.

9. Confirm desire to Delete the Records Schedule by selecting “Yes” in the resulting popup window.
10. Select the “OK” button in the resulting popup window.

11. Select the “Save” button.

% Note: Only Record Schedules in a Draft state can be deleted.

Users can choose to execute a simple search, which will return all Records Schedules found in the system
that are accessible by an authorized user. Users can also select the Records Schedule from the Business
Objects Task List.
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6d.5b Delete a Records Schedule Overview

% Note: Deleting the Overview will also delete all Records Schedule Items associated with the
Overview. If you want to retain Records Schedule Items associated with an Overview that you
want to delete, you must move them to the root Records Schedule before deleting the
Overview.

To delete a Records Schedule Overview, a user performs the following steps:
1. Select the “Item Information” tab.

Expand the Records Schedule folder by selecting the “+” symbol.
Select the Overview that will be deleted.
Select the “Delete” button that appears under the “Re-order” button.

Confirm desire to delete the Overview by selecting “Yes” in the resulting popup window.

I S

Select the “OK” button in the resulting popup window.

6d.5¢c Delete a Records Schedule ltem

To delete a Records Schedule Item, the user will perform the following steps:
1. Select the “Iltem Information” tab.

2. Expand the Records Schedule folder by selecting the “+” symbol.

3. If appropriate, expand the Records Schedule Overview that contains the Records Schedule Item that will
be deleted.

Select the Records Schedule Item that will be deleted.
Select the “Delete” button that appears under the “Re-order” button.

Confirm desire to delete the Overview by selecting “Yes” in the resulting popup window.

N o o &

Select the “OK” button in the resulting popup window.
+» Note: The deleted Records Schedule ltem is removed from the Item Information screen.
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| nSa\re | E\Iiew PDF | | Canecel
Deletes the Records Schedule s
and everything within it. i
General Information Iﬁﬁwﬂ Executive Summary || Contact Inform:
Records Schedule ems:
Select an element in the hierarchy tree (left side) then click a button (right =ide) to perform an action.
- s =
-
= D Reparting Metrics I
b 0017 - Reporting Metrics
— [ Site Administrator Information De I eteS on |y th e
[, . Re-ord
b 0019 - Site Administrator Informsation Ove rview and
- [:I Pukblic: Profile Information H H H
. Item within it.
foe 0020 - Public Profile Information -

Figure 6h - Different Delete Buttons for Different Purposes

6d.6 Creating a Records Schedule from an Existing Schedule

Important Information: Limitations for Creating a Records Schedule from an
Existing Schedule

» New Records Schedules can be created in ERA from “born-in-ERA” schedules that
already have been created.

O This is particularly useful if you want to revise and submit a schedule that
has been Returned Without Action or want to copy a schedule that you can

revise and submit as a new Records Schedule.

» Schedules can only be created from other schedules with the DAA prefix (those that
were initially created in ERA).

» You cannot create new schedules from legacy schedules (DAL schedules) in ERA.

In order for the Records Scheduler to create a new Records Schedule using an existing Records Schedule as
a template, a search must be performed for the existing Records Schedule.

1. In the main window at the top of the screen, select “Search -- Business Object.”
2. Enter search criteria and/or select the “Search” button.

3.  Select the Records Schedule Number link in the Search Results List.
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Select the “Create from Existing” option.

Modify the existing information as necessary to complete the Records Schedule General Information
screen.

Select the “Save” button.
Select the “OK” button in the resulting popup window.
Select the “Item Information” tab.

Select the “+” symbol to expand the Records Schedule.

. Select the Overview or the Records Schedule Item to view the details.
. Modify the Overview or the Records Schedule Item information, accordingly.
. Select the “OK” button.

Select the “Save” button to save the Records Schedule.

. Select the “OK” button in the resulting popup window.

6e. Submit a Records Schedule for Certification

After completing the schedule, the Records Scheduler must submit it for certification by the Certifying Official
in order for it to be submitted to NARA.

6e.1 Submit a Records Schedule

The user must be a Records Scheduler (NARA or Agency) to perform the following steps:

1.

2.
3.

Select the “Submit for Certification” option from the Next Action dropdown.

Select the “Go” button.
Select the “OK” button in the resulting popup window.

% Note: Selecting the Submit for Certification option and the Go button (you must do both)
initiates verification and validation processes that are performed by the ERA System.

> The system verifies and validates that all required fields requiring data have been specified and that
the data values entered are legitimate (for example, Date fields are present and are entered correctly
in the MM/DD/YYYY format).

> If errors are found, the user is notified. The errors must be corrected before proceeding.
» The status of the Records Schedule transitions to Submitted for Certification.

> If the Records Schedule was previously submitted and returned for revision, either the Records
Scheduler or Certifying Official would perform the Submit for Certification option on the Returned
for Revision Working Version. In this case, the status of the Records Schedule transitions to
Submitted Revision for Certification.
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> Atask is sent to the Certifying Official for the agency for which the Records Schedule was created.

6e.2 Certify a Records Schedule

The agency’s Certifying Official, usually the agency Records Officer, is required to certify a schedule in ERA.
Once the schedule is certified, it is officially submitted to NARA for appraisal and approval. If the schedule is
not certified, it will not be submitted to NARA.

The Certifying Official must be the final approver in the internal agency vetting process because once the
Certifying Official certifies the schedule it is officially submitted to NARA, and it is no longer editable by the
agency until the schedule is returned for revision to the agency.

The user must be a Certifying Official to perform the following steps:

1. Upon logging into the workbench, select the link to the Records Schedule from the Business Objects
Task List.

2. Select “Certify” from the Select Next Action dropdown.
3. Select the “Go” button.
4.  Select the “OK” button in the resulting popup window.

+ Note: Selecting the Certify option and the Go button (you must do both) initiates the
verification and validation processes that are performed by the ERA System.

» The system verifies and validates that all fields requiring data have been specified and that the data
values entered are legitimate (for example, Date fields are present and are entered correctly in the
MM/DD/YYYY format).

> If errors are found, the user will be notified. The errors must be corrected before proceeding.

» The status of the Records Schedule transitions to Proposed and the system creates an Appraiser
Working Version for the Records Appraiser.

» A task notification is sent to the Records Appraiser assigned to the agency submitting the Records
Schedule.

6f. After Certifying a Records Schedule

6f.1 Records Schedule Status and Version
Please refer to the ERA Records Schedule Workflow diagram in Figure 6a.

After the Records Schedule is certified by the Certifying Official, the status changes to Proposed and the
system creates an Appraiser Working Version. A task is sent to the Records Appraiser. The Records
Appraiser may take one of three actions inside ERA:

> Return for Revision to the agency
» Return Without Action to the agency
» Concur and submit for internal NARA concurrence
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6f.1a Return for Revision

Revisions to the Records Schedule may be done before, during, or after the records appraisal is completed
(remember that the appraisal itself is completed outside of ERA). If revisions are needed (usually in
consultation with the agency), the Records Appraiser returns the Records Schedule for revision. A task is
sent to the Records Scheduler.

¢ Note: Instructions for modifying (edit, add, move, reorder, delete) an existing Records
Schedule, Overview, and Item are found in Section 6d.

You must work from the Returned for Revision Working Version to make any revisions. Repeat the
steps in Section 6e to submit and certify the revised version.

Important Information: Versions

» Make sure you use the correct version of the schedule.
» The ERA system captures versions of an individual Records Schedule at various
points along the process.
» When you search for a schedule, all existing versions in the system will appear.
» If you intend to make revisions to a schedule, you must make sure you select the
appropriate version to work from.
O For example, if a schedule has been returned to the agency for revisions,
you will see the following options from the search screen: Proposed,
Returned for Revision, and Returned for Revision Working Version.
* You must work from the Returned for Revision Working Version to
actually make any revisions
» Records Schedule statuses are not in chronological order on the Advanced Search
screen.
» The list of schedule statuses in the Advanced Search for business objects is not in
chronological order of the approval process.
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The following table shows which roles can edit, view (read only), or not access (will not appear in search

results) the various statuses of records schedules:

ERA Records Schedules Statuses

Roles

Edit

View

No Access

Draft

Records Scheduler

X

Certifying Official

X

Records Appraiser

Submitted for Certification

Records Scheduler

>

Certifying Official

Records Appraiser

Proposed

Records Scheduler

Certifying Official

Records Appraiser

Appraiser Working Version

Records Scheduler

Certifying Official

XXX |IX XX

Records Appraiser

Returned for Revision

Records Scheduler

>

Certifying Official

>

Records Appraiser

Returned for Revision Working Version

Records Scheduler

Certifying Official

Records Appraiser

Submitted Revision for Certification

Records Scheduler

>

Certifying Official

Records Appraiser

Appraiser Reviewed

Records Scheduler

Certifying Official

Records Appraiser

Appraisal Manager 1 Concurred

Records Scheduler

Certifying Official

Records Appraiser

Appraisal Manager 2 Concurred

Records Scheduler

Certifying Official

Records Appraiser

Approved

Records Scheduler

Certifying Official

Records Appraiser

Approved Schedule Working Version

Records Scheduler

Certifying Official

DX XXX [ XXX [X | X | >

Records Appraiser

Modified Approved Version

Records Scheduler

Certifying Official

Records Appraiser

Returned Without Action

Records Scheduler

Certifying Official

Records Appraiser

XX XX [X|X

Table 2 - Records Schedule Statuses and Action by Role
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6f.1b Returned Without Action

When the Records Schedule is returned without action, no further action can be taken by the agency.

6f.1c Actions External to ERA System

As explained in Section 6b.1, several actions occur outside the ERA system. When ready, the appraiser
initiates the records appraisal. This includes several steps that include information gathering (such as
interviews, examination of records, and agency site visits), internal NARA stakeholder review, and creation of
the appraisal memo. If required, a notice is also published in the Federal Register. Further revisions to the
schedule may occur during this time.

6f.1d Internal NARA Concurrence

After the appraisal and any revisions have been completed (and the Federal Register process is done, if
needed), the Records Appraiser submits the Records Schedule for concurrence.

» The schedule moves via ERA through internal NARA concurrences and finally to the Archivist of the
United States for final approval.

> Signatures are captured on the Signatory Information tab.

> The status of the Records Schedule transitions to Approved, and the Certifying official receives a
notification from ERA.

> See Section 6g for instructions about viewing the Records Schedule after approval.

Records Schedule Agency or Record GroupfScheduling . tdajor Creation Cg
Mumber / et \ Establishment Group Echiedlebizat Subdivision Eleateaby Diate D=
DA -0064-2011-0004 Appraved Mational Archives and 0064 Records of the Mational Returned General Patlen O4i27 2011 =
Records Archives and Records [Undeliverakble) Counsel Laurence
Administration A dminiztration Motification Letters
D28 -0064-2011 -0004 Proposed Mational Archives and 0064 Records of the Mational Returned General Patlen 042752011
Records Archives and Records [Unceliverable) Counsel Laurence
Addminizteation Addminiztr ation Motification Letters

Figure 6j(1) - Example of Search Results showing an Approved Records Schedule

Records Schedul: DAA-0064-2011-0004 status: Approved )

—- Selact Nesxt Au

#

| T view POF || Cancel

= Required field

General Infarmation ftem Information | Executive Summary Contact Infarmation Signatary Information Related Azsets | Attachments

General Information

Figure 6j(2) - Example of Records Schedule reflecting Approved Status

44



Electronic Records Archives | Agency User Manual

* - Required field

General Information tem Information | Executive Summary Contact Information Signatory Information Related Azsets || Attachmerts

Sianatom Information

Date Action By Title: CQrganization

42712011 Cerify Richard Marcus Records Officer Office of Information Services - Records
management Staff

1252002011 Submit for Concurrence Etin Cayce Appraizer Mational Archives and Records

Adminiztration - Records Management
Services

1122012 Concur Margaret Hawekins Appraizer Mational Records Management Program -
Records Management Services

122012 Concur Laurence Brewer far Mational Archives and Records
Adminiztration - Records Management

Services
= SR

1Ma/20M2 Approve Drarvicd Ferriero Archivist of the United States Office of the Archivist - Office of the
Archivist

Figure 6j(3) - Example of Signatory Information tab of an Approved Records
Schedule

6g. View Records Schedules after Approval
6g.1 Records Schedules in ERA

When the Archivist of the United States approves a Records Schedule, it is viewable in ERA. To view an
approved Records Schedule in ERA, you must perform a search using the Records Schedule Number. For
more information about searching in ERA, see Appendix I.

% Note: A change can be made to a previously approved Records Schedule by a Records
Appraiser to include “pen and ink” changes. Changes made to approved Records Schedules
are indicated by a Modified Approved Version status.

6g.2 Records Control Schedule (RCS) Online Repository

Record Schedules can also be found on NARA’s Records Control Schedule (RCS) web page at
http://www.archives.gov/records-mgmt/rcs/. The RCS repository contains PDF versions of Records
Schedules and Standard Form 115s (SF 115) - Requests for Records Disposition Authority. (Note: when
searching on the RCS page, it is important to use the correct format for records schedule [or job] numbers.
See the “Key for SF 115 Numbering” on the RCS web page.)

6g.3 Appraisal Dossiers

The appraisal dossier created by the appraiser is currently maintained in paper form and is not found in ERA.
NARA does not currently make appraisal dossiers available to agencies except upon request. Agencies may
request a copy of the dossier by contacting their appraiser. Please find a list of NARA appraisers at
http://www.archives.gov/records-mgmt/appraisal/.
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7. Transferring Records Using ERA

At a glance:

» The Transfer Request (TR) replaces the SF 258 as the means for documenting and
conducting the physical and legal transfer of permanent records from agency
custody to NARA custody. Much of the information captured on the SF 258 is now
captured on the TR. The TR also captures additional information that was not
formerly requested on the SF 258, in order to maximize intellectual and physical

rantral Anvuor tho rorardec

7a. Transfer Request Tabs, Sections, and Fields

The Transfer Request consists of several tabs:

General Information
Transfer Details
Contact Information
Signatory Information
Related Assets
Attachments

Within these tabs, information is organized by sections. The sections contain fields for which data is either
automatically populated by the system or manually populated by the Agency or NARA Transferring Official
creating the TR.

NOTE: An asterisk (*) represents required information. The asterisks will
only appear once the TR is saved.

7a.1 General Information Tab

The General Information tab provides information relating to the nature of the records subject to transfer as
well as the Records Schedule Item or Legacy Records Schedule Item attached to the TR.

7a.1a. General Information Section

The General Information section of the General Information tab includes some fields that will pre-populate
when the schedule item is attached to the Transfer Request.

Major Subdivision and Minor Subdivision will only populate if the information is included in the Records
Schedule (RS) or Legacy Records Schedule (LS) that is attached to the TR. Major Subdivision and Minor
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Subdivision may be added or changed by the Agency or NARA Transferring Official creating the TR while in
Draft status.

+«»+ Note: The Major & Minor Subdivisions refer to the offices that CREATED the records, NOT the
agency’s records management office responsible for transferring the records.

Record Group* (RG) is a required field and is the NARA-assigned, provenance-based control number for
records of a major government entity, usually a bureau or an independent agency.

For example, RG 60 consists of Records of the Department of Justice. Access to Record Groups is based on
your agency. If your agency is responsible for transferring records for multiple Record Groups, then a
dropdown box will display with the appropriate selection of Record Groups for your agency.

A Manual Citation is an agency’s internal designation or number based on a specific disposition authority
number. It will only populate if the information is included on the Records Schedule ltem or Legacy Records
Schedule ltem that is attached to the TR. The data cannot be input manually at the TR level.

% Note: For Legacy Records Schedule ltems the Manual Citation may appear in the Legacy Disposition
Authority Number field rather than in the Manual Citation section.

Transfer Group Description* is a required field and is the description or title of the records being transferred.
This should consist of a simple title (e.g., Criminal Case Files). An administrative history or historical synopsis
should not be input into this field.

LTl is the Legal Transfer Instrument. This field populates with a hyperlink once the Transfer Request
reaches Physical Custody Accepted (PCA) status and the system creates and attaches the LTI associated
with the Transfer Request.

Legacy Disposition Authority Number is the originally approved disposition authority citation associated
with a specific series. This is a system-populated field that combines the Legacy Records Schedule Number
(the original NARA job number on the SF 115- e.g., N1 or NC #) and the Legacy Item Number (the original
item number associated with the disposition instruction), e.g., N1-NU-86-04, 1a.

+ Note: If a Manual Citation is associated with a Legacy Disposition Authority Number it may appear in
this field (e.g. N1-NU-86-04/SSIC 3800.1)

Type of Legal Transfer* is a required field that identifies the transfer as either

= an Annual FRC Move (Federal Records Center)
= aDirect Offer (records are located in agency space)
= aPre-Accession transfer (electronic records only)

Security Scan applies to electronic records transfers only. NARA will check the Security Scan field if the
Transfer Staff believes that a scan of the contents of the records being ingested is appropriate. The scan is
limited to a formatted set of security-classification markings on electronic documents. Security Scan can only
scan certain formats such as ASCII text, Microsoft Word, and others. Currently it does not scan JPEGs, some
PDFs, TIFFs, and others.
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This field automatically populates as No.

7a.1b Transaction Type Section

The Transaction Type section provides information about the Transaction Number Type and its associated
Transaction Number. Additional Transaction Types may be added by using the Add button.

The Transaction Number Type field allows you to select whether the transaction number is a

= Legacy Accession Number

= Records Center Transfer Number
= State Department Lot File Number
= Former LTI Number

The Transaction Number becomes a required field (*) if a Transaction Number Type is selected. For
instance, if Records Center Transfer Number is selected, enter the Federal Records Center transfer number
(e.g., W011-90-0044 or State Department Lot File Number is selected, enter 51D47).

7a.1c Disposition Authority Section
The Disposition Authority section provides information about the disposition or disposal of the records.

The Records Schedule Item Title field displays the title of the Records Schedule Item. This field populates
once the Records Schedule Item is attached to the Transfer Request.

Inclusive Dates From* is a required field and is the calendar date when the first record described on the
Transfer Request was created. The format is MM/DD/YYYY.

Inclusive Dates To* is a required field and is the calendar date when the last record described on the
Transfer Request was created. The format is MM/DD/YYYY.

7a.1d Access Restriction Section

The Access Restriction™ is a required section, and it provides information about whether the records being offered for
transfer are unrestricted or restricted, such as security-classified or subject to other FOIA access restrictions.

Access Restriction Status* field allows you to identify if the records transfer is Unrestricted, Restricted-Fully,
Restricted Partly, Restricted-Possibly, or Undetermined.

++ Note: Please, only choose Restricted-Fully, Restricted-Partly, or Unrestricted.
+» Note: Please appropriately identify Controlled Unclassified Information (CUI) with the appropriate
FOIA (b)(2) - (b)(9) restriction(s).

Restricted-Fully: NATIONAL SECURITY CLASSIFIED
All records in this
transfer are = Records are security-classified (Confidential, Secret, Top Secret, SCI)

restricted. = Records have been declassified in full for your agency, but other agency equities are
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present. Indicate the highest level Security Classification on the TR.
= Complete NA Form 14130—Classified Transfer Check List and attach to the TR.

FOIA EXEMPTIONS B2 through B9

= |f some records are subject to FOIA (b2) — (b)(9) but you cannot identify those records
within a specific box. Also choose appropriate Specific Access Restriction.

PRIVACY ACT

= [frecords are subject to the Privacy Act, please complete the required associated fields,
identify the records as Restricted—Fully, and choose FOIA (b)(6) as the specific
restriction in addition to any other applicable restriction.

= DO NOT CHOOSE THIS STATUS IF RECORDS ARE SECURITY-CLASSIFIED —EVEN IF RECORDS
ARE DECLASSIFIED IN PART.

= |dentify the records in the attached folder unit/box list or electronic index and supply the
restriction.

Restricted-Partly:
Some records in

trr(;zifirca;nger are = Only the identified boxes or electronic files will be restricted from public access until
reviewed by NARA's Special Access/FOIA staff. Boxes or electronic files not identified as
restricted will be made fully available to the public upon completion of accession.
Restricted- = Some records in this transfer may be restricted.
Possibly:
= All records are unrestricted
Unrestricted: = Records Declassified in Full: If your agency has declassified a records set in full, no other
Records in this agency equities exist, and no referrals, exclusions, or exemptions are tabbed, then the
transfer are not records are considered declassified/unrestricted. In this instance, please select Access
restricted. Restriction Status of Unrestricted.

= Complete NA Form 14130—Classified Transfer Check List and attach to the TR.

Table 3 - Access Restrictions

The Specific Access Restriction field allows you to select a specific access restriction—generally for Federal agency
users the restrictions will fall under the FOIA. To make the selection:

> Click the ellipsis button (to the right of the Specific Access Restriction field) to open a selection box

» Choose from a list of available options. More than one restriction may be selected.
> Click on the arrow buttons to move the restriction(s) in the Available field to the Selected field, or vice
versa.

The Security Classification field becomes active when a Specific Access Restriction, such as FOIA (b)(1) National
Security, is selected that is related to a Security Classification. Security Classification refers to Confidential, Secret,
and Top Secret, and Restricted Data/Formerly Restricted Data (RD/FRD) classifications.
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The Special Markings field becomes active when you enter FOIA (b)(1) National Security as a Specific Access
Restriction. Special Markings indicates a restriction or special handling requirements, such as NATO, Sensitive
Compartmented Information (SCI), Special Access Program (SAP), and Other.

To select a Special Marking:

> Click the ellipsis button (to the right of the Special Marking field) to open a selection box
» Choose from a list of available options.
%+ Note: This is not a required field and should only be populated if records contain any of the
above-listed Special Markings.

RD/FRD Records:
> Please identify records containing RD/FRD by selecting the appropriate:

= Access Restriction Status: Restricted-Fully

= Specific Access Restriction(s): National Security FOIA (b)(1) and Statute FOIA (b)(3) (and any other
applicable restriction) Security Classification: Restricted Data/Formerly Restricted Data (and any
other applicable security classification).

= Special Marking: 42 USC 2162(a)(RD) 42 USC 2168(a)(1)(C)(FRD), Information Regarding Atomic
Energy; Restricted and Formerly Restricted Date (A.E. Act of 1954)

Access Restriction
# Access Restriction I Restricted - Fully
Status:
# Specilﬂc. Access FOL& (b)(1) National Security; FOLA - # Security Clazsification: Secret 5
Restriction: {b)(3) Statute
Special Marking: - # Statutory Citation: 42 SC 2162(a)(AD) 42 USC 2168(a)  »
{1} CHFRDY), Information Regarding
atomic Energy: Restricted and Formerly
i Restricted Data (A E. Act of 1954)

Access Restriction Note:

Figure 7a - Example of Restriction Information
The Statutory Citation field becomes active when you enter FOIA (b)(3) Statute in the Special Access
Restriction field. To select a statutory citation, click the ellipsis button (to the right of the Statutory Citation
field) to open a selection box and choose from a list of available options.

% Note: If records contain RD/FRD material choose FOIA (b)(3) in addition to FOIA (b)(1).
The Access Restriction Note field allows you to enter notes about the access restriction.

¢ Note: If you select Other in the Specific Access Restriction field, you should add an Access
Restriction Note detailing the applicable restriction.
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The Privacy Act Notice field allows you to select whether or not there is a privacy act notice associated with
the records being transferred. If you select Yes, you are required to complete the Federal Register Volume,
Agency System Number, and Federal Register Page Number fields.

% Note: If records are subject to the Privacy Act, please also select the appropriate Access
Restriction Status and Specific Access Restriction FOIA (b)(6).

The Federal Register Volume is the volume number of the Federal Register wherein the Privacy Act Notice
pertaining to the records is published. The Federal Register Volume field becomes active when Yes is
selected for the Privacy Act Notice field and allows you to enter the Federal Register Volume into the field.

The Agency System Number is the number associated within the data management system in which the
records subject to the Privacy Act are maintained.

The Agency System Number field becomes active when Yes is selected for the Privacy Act Notice field
and allows you to enter the Agency System Number into the field.

The Federal Register Page Number is the page number in the Federal Register wherein the Privacy Act
Notice pertaining to the records is published. The Federal Register Page Number field becomes active when
Yes is selected for the Privacy Act Notice field and allows you to enter the Federal Register page number
into the field.

Access Restriction

# Access Restriction I Restricted - Fully
Status:

# Specific Access FOL& (b}(6) Personal Information = Security Classification: =
Restriction:

Special Marking: - Statutory Citation: -
Access Restriction Note:
L, View
&
Privacy Act Notice Yes # Agency System Number: |1 51

Number:

# Federal Register Wolume: IJustice.,lCn-n_UU1l ol 72 # Federal Register Page |441 az
MNumber:

Figure 7b — Example of Federal Register and Privacy Act Information

7a.1e Use Restriction Section

Use Restriction* refers to copyright, donor, trademark, or other restrictions on how the records may be used
by researchers. Textual accessioning does NOT require information under this section. Choose Unrestricted.

51



Electronic Records Archives | Agency User Manual

¢+ Use Restriction is NOT the same as Access Restriction. DO NOT place Access Restriction
information in the Use Restriction section (or vice versa).

Restricted-

Fully: All = Allrecords in a transfer have a copyright, donor, trademark, or other
records in this use restriction.

transfer are

restricted.

Restricted- = Some of the records in a transfer may have a copyright, donor,
Possibly: trademark, or other use restriction.

Unrestricted:

Recordsin this | = Select if there are no copyright, donor, trademark, or other use
transfer are not restrictions on the records in a transfer.

restricted.

Table 4 - Use Restrictions

The Specific Use Restriction field allows you to select from a list of use restrictions such as copyright, donor
restrictions, Public Law 101-246, and other.

> If Restricted - Fully or Restricted - Partly is selected, then Specific Use Restriction must also be
indicated.

> If Restricted - Possibly is selected, explain further in Use Restriction Note.
» If Undetermined is selected, explain it further in Use Restriction Note.
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> If Other is selected, then explain the specific use restriction further in Use Restriction Note.

++» Note: Do not use this section to describe access restrictions applicable to the records; instead use
the Access Restriction section.

The Use Restriction Note field allows you to enter notes related to the Use Restriction section.
For the Annual FRC Move the default message will be "Undetermined is the default value for TRs generated

by NARA for agency review and approval for the annual move. Please select a more appropriate use
restriction where appropriate."

7a.1f Records Type Section
The Records Type* is a required section and is where the type of records being transferred is identified.

The General Records Type field allows you to select the type of records being transferred, such as
photographs, textual records, maps and charts, or sound recordings. To select a General Records Type:

> Click the ellipsis button (to the right of the General Records Type field) to open a selection box
» Choose from a list of available options. More than one General Records Type may be chosen.

» Click on the arrow buttons to move the general records type(s) in the Available field to the Selected field,
or vice versa.

% Note: If NARA staff identifies information discrepancies, this may be grounds for NARA rejection of the TR.
Processes vary between archival units.

7b. Transfer Details Tab

The Transfer Details tab allows you to describe how the records will be transferred to NARA, and to which
NARA facility and office the records will be transferred, as well as the amount of records, the type of media,
and the number and type of containers in which the records are packaged. The Transfer Detail tab consists
of the Transfer Details section and the Transfer Methods section.

7b.1 Transfer Details Section

The Transfer Details section allows you to enter information about the disposition date and location of the
records being offered for transfer.

The Transfer Group Description field automatically populates when the General Information tab is saved.
The Cutoff is the date that the records were closed or became inactive.

+«+ Note: This is not a required field. Please leave empty.
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The Transfer Group Disposition Date* is a required field and is the date on which the records became
eligible for legal transfer to NARA as specified by the Records Schedule Item.

++ Note: For direct offers you may simply choose the date the TR is created, as long as the records fall
within the disposition instructions specified on the schedule item.

The Current Physical Location of Records* is a required area that contains information about the location
of the records.

The Agency Location* field allows you to select whether the records are coming directly from an agency
location, a commercial records center, or an FRC.

Select Yes to display the Agency Name and Address field.
Select No to display the Location and Current Custodial Unit fields.

% Note: If records are located at an FRC, always select No.
% Note: If NARA staff indentifies incorrect information, this may be grounds for NARA rejection of the
TR. Processes vary between archival units.

The Destination Physical Location of Records* area contains information about the destination of the
records.

> Select a NARA facility such as Archives II, College Park, MD from the Location field.

> In the Destination Custodial Unit field select the specific NARA custodial unit to which the records will
go.

+ Note: If NARA staff identifies any information discrepancies this may be grounds for NARA rejection of the TR.
Processes vary between archival units.
«» Note: If this field is left blank and the TR is submitted to NARA for approval, it will become an “Orphan” TR

because it cannot be retrieved in the search process conducted by NARA custodial units to identify Proposed
TRs.

Destination Physical Location of Records

# Location: National Archives at College Park - Archives Il (College Park, MD) -

# Destination Custodial Unit:  NWCT2P - Archives Il Textual Processing Section -

Figure 7c - Example of Destination Physical Location of Records

7b.2 Transfer Method Section

The Transfer Method section allows you to indicate the means by which the records will be transferred to
NARA. This section contains two areas: Electronic Means and Physical Means.

Electronic Means:
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The Electronic Records Transferred by Electronic Means check box allows you to indicate if the electronic
records are going to be transmitted to NARA via an electronic method. If you select this check box the
Electronic Push, Electronic Records Volume in MB, GB, or TB, and Description fields will display.

> Electronic Push field is selected as a transfer method when an agency intends to submit unclassified
electronic records to NARA through the https ingest process or through secure FTP.

> Electronic Records Volume is a blank box that must be filled in with the size of the electronic records
package that the agency intends to ship to NARA through ERA.

> Description is an optional field in which the ERA user can add comments about the transfer, such as the
number of packages.

+» Note: Users should always discuss electronic records transfer options with NARA before creating a
Transfer Request.

Physical Means:
The Electronic Records on Physical Media check box allows you to indicate that the records being

transmitted to NARA are on physical media. Select the check box to display the Physical Media Types,
Electronic Records Volume in MB, GB, or TB and the List of Containers areas.

# Transfer Method

Electronic Means

Electronic Records Transferred by Electronic Means

Physical Means

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

# Physical Media Types - Electronic Records

1

Quantity Transfer Media Type Estimated Wolume Container Description

* |5 * ICUn‘IpaE:t Disk (CD) * |523 * |r.|B | m

1

# Media Disposition: I Destroy

Figure 7d - Example of Electronic Records on Physical Media

The Physical Transfer of Non-Electronic Records field allows you to indicate that the records that are
being sent to NARA are non-electronic in nature and will be transmitted via physical means (e.g., FRC-S
boxes). Select the Physical Transfer of Non-Electronic Records check box to display the List of
Containers and Special Media Type areas. For textual accessions, use the Physical Transfer of Non-
Electronic Records only.
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Fhysical Means

Electronic Records on Physical Media Physical Transfer of Mon-Electrenic Records

# Physical Media Types - Non-Electronic Records
e

1

Cluantity Transfer Media Type Container Descripticn
|93 Paper |Quant'rty iz number of containers i+

1

List of Containers

1

Mumber of . . . Depth Height Width
Containers Container Type Container Description erI= ey ey
# |93 |FRC—5 FRC Carton, Standard | |15.nnn |1u.125 |12.250 i+
1
Detailz of the List of Containers
Total Number of 93 Total Container Volume 100128 Container Numbers: |1_93

Containers: {cubic feet):

Figure 7e - Example of Physical Transfer of Non-Electronic Records

7b.3 Contact Information

The Contact Information tab contains information relating to agency or NARA staff involved in the transfer of
the records. Contact information includes First Name, Last Name, Title, Phone, Email, and Agency.

The Transferring Agency Official creates Transfer Requests and submits them to the Agency Approving
Official for approval and submission to NARA. The Transferring Agency Official’s contact information
automatically populates from their user profile during the creation of the TR.

The Agency Approving Official has the authority to approve Transfer Requests on behalf of the agency.
Agency Approving Official contact information is automatically populated from their user profile at the time
of approval and submission to NARA.

NARA Contact is an agency’s transfer/accessioning POC if that information is available. This is an optional
field.
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Other Contacts (Agency/NARA) would be anyone within the transferring agency and/or NARA who has
knowledge of the records or special information pertinent to the transfer, for instance, an agency POC
responsible for the transport of the records to NARA. This is an optional field.

% Note: For Annual FRC Move TRs this field will be populated with data to identify that the TR was
generated for an Annual Move. Do not delete this information.

7b.4 Signatory Information
This Signatory Information tab records electronic signatures of users taking actions on the TR.

The Signatory Information tab will appear on the TR when the Transferring Agency Official submits the
TR to the Agency Approving Official. This records the signature of the Transferring Agency Official.

The Agency Approving Official submits the TR to NARA for approval, accepting the Terms of Agreement
and thereby transferring physical and legal custody of the records to NARA. The Agency Approving
Official’s signature will appear on the TR and the LTI as a result of this action.

Once NARA receives the TR and conducts accessioning processes, a series of NARA staff signatures will
appear on the TR recording:

= Approval (or Rejection)
= Rejection of Additional Shipments

= Physical Custody Decision (and Legal Custody Decision as recorded on the LTI) for the records
transfer.

7b.5 Related Assets

The Related Assets tab will show other Business Objects associated with the Transfer Request. This field is
populated by the system. Related Assets will not appear in the tab until after the TR is submitted to NARA
and in the Proposed/Ready for Approval status.

7b.6 Attachments

The Attachments tab is used when agency or NARA staffs wish to attach additional electronic documents to
the Transfer Request. Such documents may include an Excel box list, memorandum, letter, or other
correspondence related to the records.

7c. Create a Transfer Request for Direct Offers

The Transfer Request replaces the SF 258 as the means for documenting and conducting the physical and
legal transfer of permanent records from agency custody to NARA custody. Much of the information captured
on the SF 258 is now captured on the TR. The TR also captures additional information that was not formerly
requested on the SF 258 in order to maximize intellectual and physical control over the records.
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The Transferring Agency Official creates the TR.

If your agency plans to transfer records associated with a Legacy Records Schedule (SF 115 schedule),
follow these instructions:

In order to create a Transfer Request in ERA, the user must select the disposition authority for the records.
Not all currently approved disposition authorities have been entered into ERA. Records Management Services
(ACNR) is responsible for systematically entering legacy disposition authorities into ERA. When preparing to
transfer records, check ERA for the Legacy Records Schedule ltem. If it is notin ERA, ACNR will enter
legacy disposition authorities upon request.

To request entry of a legacy disposition authority:

» Send your request via email to legacy.schedule@nara.gov. Your request must be a complete
disposition authority citation (NARA job number and item number). We will not accept manual
citations.

> You will receive a confirmation email letting you know that your request has been received. The
authority should be entered and available within 48 hours of receipt of the request. If you request
more than five authorities in one day, we cannot guarantee that the request will be fulfilled within 48
hours. If you need to request more than five authorities, please go ahead and submit your request,
and we will give you an estimate on how long it will take to enter them in the system.

> You will receive a message from legacy.schedule@nara.gov when the disposition authority is ready
for use.

7c.1 Create a Transfer Request: Workbench & General Information tab
Transfer Requests are created from the main menu on the Workbench.
To create a new Transfer Request:

> Select Create
» Select Transfer Request

An approved Records Schedule Item (DAA) or Legacy Records Schedule ltem (DAL) must be linked to the
Transfer Request before information can be entered in the Transfer Request fields.

> If you do not know the ERA DAL number for the Legacy Records Schedule Item that you want to
transfer records against, but you know the SF 115 number follow the instructions below.

= Conduct this search before creating the TR. Select Search Business Object
= Select the Advanced Search tab
= Search for: Legacy Records Schedule Item (LSI)
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= Inthe Legacy Disposition Authority Number field enter the Legacy Schedule
Number, e.g. N1-131-08-002/5. (SF 115 prefix-3 digit RG number-2 digit FY-3 digit
sequence number/item number)
= Click the Search button
o This search will yield all of the items entered into ERA associated with the
Legacy Records Schedule, both temporary and permanent.
0 Identify the appropriate permanent item and record the DAL associated with
it, such as Annual Reports, DAL-0131-2012-0001-0005.

% See below example.

Search

Search Home = Search Results =

Adwvanced Search

Search

Hide Input =

Search for: |egacy Records Schedule tem (LS1) « Keyword(s} Results per page 10 -

Disposition Authority Schedule Status: -
Mumber: ‘alidated
Modified Validated Version

Records Schedule
Humber:
Agency or Establishment:  _ Select one — -

Legacy Schedule Number: Legacy Dizposition N1-131-08-002/5
Authority Number:

mn

Legacy Records Schedule
ttem Title:
‘Agency Manual Citation:

Final Disposition: —Selectone — -

Search Results For | Legacy Recerds Schedule ltem (LS}

‘ Download Full Search Results |

Back to Top Legacy Records Schedule ltem (LSI): 1thru S of S
| Downlcad Brief Search Results | |

1

o P — Record: Agency or Legacy Records Final Legacy Schedule Leg
Mumber Status Establishment Schedule item Title Disposition Mumber Auth

DAL-0131-2012-0001-0005 DAL-0131-2012-0001 Walidated Department of Annual Reports PERMANENT N1-131-08-002 L &

Justice
DAL-0131-2012-0001-0004 DAL-0131-2012-0001 Validated Department of Proposed Legislation TEMPORARY M1-131-08-002 "

Justice
DAL-0131-2012-0001-0003 DAL-0131-2012-0001 ‘alidated Department of Orders PERMAMNENT M1-131-08-002 "

Justice
DAL-0131-2012-0001-0002 DAL-0131-2012-0001 Validated Department of Subject Files of Foreign PERMANENT M1-131-08-002 ]

Justice Law Unit, Litigation

Section

NI 2113120120001 0001 NI -1131-2012-0001 Walidated Nenartment nf Subiect Files of Claims. PFRMANFNT N1-131-08-002 3 Z

Figure 7f - Example of Legacy Records Schedule Item Search

> If you do not know the LSI, you can search for the Legacy Records Schedule (LS), for example, N1-
131-08-002. To do this:
= Select the Advanced Search tab
= Search for Legacy Records Schedule (LS)
= Inthe Legacy Schedule Number field, enter N1-131-08-002
= Click the Search button
0 The search result will yield a single Legacy Schedule, DAL-0131-2012-0001.
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o Click on the hyperlink, click view to see all of the associated items to identify
the appropriate Legacy Schedule ltem number for the records you want to

transfer.

«» See below example.

T— T
R i
Search Home = Search Results =
eLEIG W Advanced Search
Hide Input D
Search for Legacy Recorde Schedule (LS) Keyword(s) Results per page 0 -
Records Schedule Schedule Status: A
Number: Validated
Modified Validated Version
Agency or Establishment:  _ Select one — -
Record Group/Scheduling Schedule Subject:
Group:
Major Subdivigion: Legacy Schedule Number: y1_131-08-002
Entered By: Validated By
Date Type: Date Entered From: I—J
To: I lj
Search Results For : Legacy Records Schedule (LS
Back to Top Legacy Records Schedule (LS): 1thru 1 ef 1
| Download Brief Search Results |
1
Records Schedule Schedule Agency or Recond Legacy Wajor Date
¥ chtus Establishment Group/Scheduling Schedule Subject Schedule Subdivision Entered By Enterd
Group Number
DAL-0131-2012-0004 Walidated Department of 0131 Records ofthe  Subject Files, Orders, N1-131-08-002 Office of SnyderLSV | 10, #
Justice Office of Alien Proposed Legislation, Alien il
Property and Reports of the World Property
War | Alien Property
Program (1942-1967)

Figure 7g - Example of Legacy Records Schedule Search

R/

++ Now you are ready to create the Transfer Request, follow the below instructions.

> Select Create Transfer Request

In the General Information section of the General Information tab, click the Attach button to open the Attach
Schedule screen.
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» Search for and link an approved Records Schedule Item (RSI) or Legacy Records Schedule Item
(LSI) by entering the DAA or DAL number into the Disposition Authority Number field, for example:
DAA-0131-2013-0001-0001 or DAL-0131-2012-0001-0005.

» Click the Search button.

> Select the Disposition Authority Number of the approved Records Schedule Item or Legacy
Records Schedule ltem that you want to link to the Transfer Request.

Once the Records Schedule Item or Legacy Records Schedule Item is attached to the Transfer Request,
several fields will automatically populate. These fields include:

> Disposition Authority Number

> Agency or Establishment

Record Group
% Note: Some agencies have multiple Record Groups within their hierarchy—a drop-down
menu will appear so that the correct Record Group may be selected.
Major Subdivision (if included on the RSI or LSI)
Minor Subdivision (if included on the RSI or LSI)
Manual Citation (if included on the RSI or LSI)
Records Schedule Item Title

YV V V V

> Security Scan

Required fields that must be manually populated include:

> Type of Legal Transfer
> Inclusive Dates

> Access Restriction

> Use Restriction

> General Records Type

Once all required information is populated, click the Save button. Once the TR is saved, the following fields
are locked and are no longer editable: Agency or Establishment and Record Group.

The TR will be saved in Draft status, and the TR number will automatically generate, for example: TR-0131-
2012-0016 (TR-4digit Record Group-4 digit FY-4 digit sequence number). Additional tabs and fields will also
appear once the TR is saved to Draft.
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7c.2 Create a Transfer Request: Transfer Details tab

Once the TR is saved to Draft status, the Transfer Details tab appears. The Transfer Group Description
automatically populates. However, several other fields are required and must be manually populated. These
include:

» Transfer Group Disposition Date

> Current Physical Location of Records

> Destination Physical Location of Records

> Transfer Method
Upon Transfer Method selection additional fields will appear. If you choose:

> Electronic Records Transferred by Electronic Means, the following fields will appear:

e Electronic Push
e Electronic Records Volume in MB, GB, and TB
e Description
> Electronic Records on Physical Media, the following fields will appear:

Physical Media Type

List of Containers

Media Disposition
Electronic Records Volume in MB, GB, and TB

» Physical Transfer of non-Electronic Records, the following fields will appear:

o Physical Media Type

X/
°e

Note: For textual records transfer only:

o If you are transferring 25 containers of paper records, place 25 in the Quantity field and select
Paper in the Transfer Media Type field.
o |f you are transferring 25 containers of microform, place 25 in the Quantity field and select
Microfilm or Microfiche in the Transfer Media Type field.
+¢+ Note: For electronic records transfers only:

o Consult http://www.archives.gov/records-mgmt/initiatives/transfer-records-to-nara.html or email
etransfers@nara.gov for more information on transferring permanent electronic records to NARA.
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> List of Containers

7¢.3 Contact Information tab

The Transferring Agency Official’s contact information automatically populates from the person’s user
profile during the creation of the TR; however the Agency field must be populated by the user.

7c.4 Related Assets tab

The Related Assets tab will show other Business Objects associated with the Transfer Request. This field is
populated by the system at time of submission to NARA. No user action is needed.

7c.5 Attachments tab

> Attach documents pertinent to the records such as box lists, memoranda, letters, or correspondence
related to the transfer.

¢ Note: For textual transfers, folder/box lists are required for all Direct Offers and must be attached to
the TR at the time of submission to NARA. An Excel spreadsheet is the preferred format.

> Please include the TR number in the Attachment title (e.g., TR-0313-2011-0007_R&D Files_boxlist.xls)

» Uploading Attachments

Attaching documents in ERA is just like attaching documents to an email.

Click the Browse button

Select the document from your machine

Click the Upload button

Close the “Uploading” pop-up

Click the Refresh button, at which point you will be able to see the attachment listed in a new box.

VVVVVYY

7¢.6 Save and Submit For Approval

> Save TR

> Select Submit from the dropdown menu

> Click Go

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

7c.7 Create a Transfer Request: Signatory Information Tab

This Signatory Information tab records electronic signatures of users taking actions on a particular business
object.

The Signatory Information tab will appear on the TR when the Transferring Agency Official submits the TR
to the Agency Approving Official. This records the signature of the Transferring Agency Official.
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The Agency Approving Official submits the TR to NARA for approval, accepting the Terms of Agreement
and thereby transferring physical and legal custody of the records to NARA. The Agency Approving Official’s
signature will appear on the TR and the LTI as a result of this action.

Once NARA receives the TR and conducts accessioning processes, a series of NARA staff signatures will
appear on the TR recording:

= Approval (or Rejection)

= Rejection of Additional Shipments

= Physical Custody Accepted (or Rejected)

= Legal Custody Accepted (or Rejected) as recorded on the LTI)

7c.8 Create a Transfer Request: Submit to NARA

The Agency Approving Official will receive a task notification indicating that action needs to be taken on a
particular TR. The Agency Approving Official will submit the TR, accepting the Terms of Agreement, to NARA

by:

Selecting Submit

Checking the Terms of Agreement check box
Clicking Continue

Clicking Go

++ Note: To Rejecta TR, follow the above steps but select Reject rather than Submit.

o If Rejected, the TR will return to Draft status.
e The Agency Approving Official cannot make any changes to the TR while it is in Draft status—

unless user also has the Transferring Official role, as well.

At this point, the Transfer Request has been submitted to NARA and will appear in search results as
Proposed and Ready for Approval (See Appendix G for the Transfer Request Version Table).

No more action is required by the agency at this point, unless the TR is Rejected by NARA, in which case
NARA staff notify the Agency Approving Official via the Rejection Comment field on the TR.

% Note: NARA staff members conduct a thorough review of each Transfer Request. Any discrepancies
identified between data provided on the TR and record schedule item data, agency provided data,
and/or ARCIS data (for annual Move TRs) may result in the Rejection of the TR by NARA. Processes
differ between custodial units.
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7d. Create a Transfer Request from an Existing Transfer Request:
Create from Existing

To expedite the time required to create a Transfer Request, you can use the Create from existing feature.
The new TR does not have to share the same Records Schedule Item or Legacy Records Schedule Item as

the original TR. However, you will have to attach the appropriate Records Schedule Item or Legacy Records
Schedule Item if it differs from the TR used to Create from existing.

» To Create from existing:

= Search for a TR from which to create
= Click the TR hyperlink, three choices will appear:

o View

0 Related Assets

0 Create from existing
> Select Create from existing

> See below example:

Search Home > Search Results =

Search for: Transfer Reguest (TR) = Keyword(s) TR-0038-2013-0015 Results per page 10

Transfer Reguest ID: Status: -~
Ready for No More Shipments (I
Mo More Shipments. i

Disposition Authority Legacy Transfer Request _ Selectone — «
Mumber: Indicator
Agency or Establishment:  __ Select one —

Record Group Number:

Tran=saction Number Type: _ Select one — - Tran=saction Number:

Destination Physical
Location:
Created By:

Date Type: Creation Date - From: I—
To: I

Destination Custodial Unit:

Search Results For | Transfer Reguest (TR}

| Download Full Search Results |

Back to Top Transfer Reguest (TR): 1thru 1 of 1

| Download Brief Search Results |

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

— Select one — - Filter

<< frst <prov nest > tast =

Legacy N N N N N
Record Transfer Transaction " Destination Destinatiol
L = E
Establishment . -
Description
Mumber Indi Type Location Unit
TR-0038-2013-0015 Approved Department 0038 0OP533 No Wo3s- o Mational Archiv =
of the Navy PRIM Center Archives Textua
PROGHM Transfer at College Proces
RECORDS Mumber Park - Section
Create from existing Archives Il
(College
Show Related Park, MO}

Figure 7h - Example of Create from Existing Transfer Request
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You are now ready to update the TR to reflect information specific to the current set of records being offered
to NARA for transfer. Several fields will populate when the Create from existing feature is used. These fields
are editable and include:

> General Information:

Agency or Establishment
0 Note: Once TR is saved, this field is no longer editable.

e Record Group
o0 Note: Once TR is saved, this field is no longer editable.
o Transfer Group Description
o Legacy Disposition Authority Number
e Record Schedule Item Title
o Access Restriction and associated fields
e Privacy Act and associated fields
o Use Restriction and associated fields

e General Records Type

> Transfer Details:

o Transfer Group Description
o This field is not editable.

e Current Physical Location of Records
e Destination Physical Location of Records
» Contact Information:

e Transferring Agency Official contact information is populated from user profile, not from original
TR.

Make necessary changes to populated data, and complete the TR according to instructions in section 7¢.1 -
7¢.6 of this manual.

7e. SAMO: Single Action, Multiple Objects

Another timesaving tool in ERA is the Single Action, Multiple Objects (SAMO) function. SAMO permits the
user to submit or reject multiple Transfer Requests to NARA for approval.

» To submit multiple TRs using SAMO:
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e Conduct a Business Object search for a Keyword search string of TRs, for example: TR-0131-
2013-0001 OR TR-0131-2013-0002 OR TR-0131-2013-0003 TR-0131-2013-0004 OR TR-0131-
2013-0005 OR TR-0131-2013-00030 OR TR-0131-2013-00046 OR TR-0060-2013-0001 OR TR-
0060-2013-00010 OR TR-0060-2013-00053

o Click Search
e Filter the search results by status: Submitted for Agency Approval

o 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

e Click Submit
¢+ Note: To Reject multiple TRs, follow the above steps but select Reject.

e If Rejected, the multiple TRs will return to Draft status.

7f. Federal Records Center Annual Move

NARA provides Draft Transfer Requests (TRs) for records that are eligible for the next routine transfer (usually
done annually) for records stored in Federal Records Centers (FRCs). These TRs are systematically created
in ERA by NARA. The data in these Transfer Requests is derived from data in the FRC operating system,
ARCIS.

Each agency is responsible for reviewing each TR for accuracy and making all appropriate updates. If the
information on the Draft TR differs from the correct information, the agency must update the TR and provide
the correct information to the FRC where the records are held, otherwise the FRCs will not receive notification
of updates or corrections from ERA.

Draft TRs should be reviewed by the Transferring Official and submitted to the Agency Approving Official.

The Agency Approving Official reviews the TRs and submits them to NARA for approval.

7.f1 Transfer Requests (TRs) in Draft Status

7f.1a Search for Transfer Requests in Draft Status

There are a number of ways to locate the Transfer Requests created for your agency or record group in ERA.
One approach, using the “2012 (or subsequent appropriate year) Annual Move” is the following:

Staff with the Transferring Official role should login to the system
Select Search

Select Business Object
Select Advanced Search tab

VvV V VY V V

In Search for field, select Transfer Request (TR)
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In Keywords, type: “2012 Annual Move” (or the appropriate FY for which you are looking)

In Status field, select Draft

In the Record Group Number field, type the four-digit Record Group Number: for example: 0077
Click Search

YV V V V

« See below example.

Search

Sgarch Home = Search Results =

Search

| >

Hidle Input D

Search for! | Transfer Request (TR) - | Keyword(=) »a01 2 Annusl Move" Results per page 10w

Transfer Reguest IDn | Status:

Submitted For Agency Approval
Proposed

Ready for Approval

Approved

Ready for Mo More Shipments

Mo Mare Shipments

Ready for Physical Custody Decizion
Physical Custody Accepted

Physical Custody Rejected

Disposition Authority | | Legacy Transfer Request
Mumber: Indicatar:
Agency or Establizhment: | —- Select one - L |

Recard Group Mumber: |gg;.v;.v |

Transaction Mumber Type: | _- Select one -- w | Transaction Mumber: | |
Destination Physical | | Destination Custodial Unit: | |
Location:
Created By: | |
Date Type: [ creation Date v From: I =

Ta I .=_"]

Figure 7i - Example of Searching for an Annual Move Transfer Request

The Search Results will yield the Transfer Requests generated for that Record Group for the 2012 Annual
Move (or for the FY that you entered).

To view a TR, click on the TR number and then click View.

7f.1b Review Transfer Requests in Draft Status

When reviewing all the data in the TR, please keep in mind that some fields are editable and others are not.
While all fields require review for accuracy, pay particular attention to the following fields in your review. As
always, it is prudent to save after each tab is reviewed.

» General Information Tab:
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o Disposition Authority: Review for accuracy to ensure that the records comply with their disposition
instructions and are eligible for the permanent move. This field is required.

o General Information: Review the populated fields for accuracy, and make necessary edits. You may
enter data about the Major Subdivision and Minor Subdivision if the correct information is known.

% Note: Major Subdivision and Minor Subdivision refer to the offices under which the records
were CREATED, NOT the office responsible for transferring the records to NARA.

e Manual Citation: Review for accuracy.

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

e Transaction Type: Review for accuracy. The data regarding the Records Center Transfer Number
(known as the FRC accession number) is populated in the Transaction Number Type and Transaction
Number fields.

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

o Toeditafield, click on the ellipsis and arrow buttons to select the correct access information.

0 You may add an Access Restriction Note. If you select Other, you are required to type a
note.

0 If records are subject to the Privacy Act, you must complete the Privacy Act Notice
Number field by selecting Yes. Also complete the Agency System Number, Federal
Register Volume, and Federal Register Page Number fields. You must also add the FOIA
(b)(6) restriction.

e 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, provide a Use Restriction Note.
+»+ Note: Use Restriction is NOT the same as Access Restriction. DO NOT place Access
Restriction information in the Use Restriction section (or vice versa).

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

» Transfer Details Tab:

o Transfer Details: Review the populated fields for accuracy and make the necessary edits. The
Transfer Group Disposition Date should display the January 1st of the calendar year for which the
records are eligible for transfer (e.g., 1/1/2012).

o Current Physical Location of Records: The agency location should always be No.

o Destination Physical Location of Records: Do not change the information in this field without
consulting with NARA FRC Staff. NARA will edit this data if needed.

o0 Transfer Method: The Electronic Records Transferred by Electronic Means should always
be No. Review the populated fields for accuracy.

o List of Containers: Review the fields for accuracy and make the necessary edits. Please note
that any changes will change the calculation for Total Container Volume.
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o Transferring Agency Official: These fields populate from the user profile except for the Agency
field. This data populates from ARCIS. Please verify that the data is correct.

0 Agency Approving Official: These fields populate from the user profile after the Agency
Approving Official submits the TR to NARA.

0 NARA Contact: Leave these fields blank.

» Contact Information:
o Other Contacts: These fields will pre-populate with information about the specific Annual Move
and the ERA Help Desk. Please do not alter that information. You may add any additional
contacts.

»> Signatory Information: These fields will pre-populate from user profiles when action is taken.
> Related Assets: No related assets will be listed until the TR has been submitted to NARA.

> Attachments: You may add attachments. After you upload an attachment, click the Refresh button to see
it displayed.

Once the review is complete, and the edits and changes are made:

> Save TR
> Select Submit from the drop-down menu
> Click Go

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

7f.1c Submit/Propose Transfer Requests to NARA

Only an Agency Approving Official may Submit/Propose a TR for approval by NARA. Please note that an
Agency Approving Official may also have the Transferring Agency Official role. An Agency Approving Official
may also reject a TR, which will then return to Draft status.

To Submit/Propose a TR for NARA approval, the Agency Approving Official must accept the Terms of
Agreement for transfer to NARA and must have the legal authority to do so.

The Agency Approving Official will receive a task notification indicating that action needs to be taken on a
particular TR. The Agency Approving Official will submit to NARA and accept the Terms of Agreement by
taking the following steps:

Select Submit
Check the Terms of Agreement check box

Click Continue
Click Go

YV V VY V

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

» Create a Business Object search for a Keyword search string of TRs, for example: TR-0131-2013-
0001 OR TR-0131-2013-0002 OR TR-0131-2013-0003 TR-0131-2013-0004 OR TR-0131-2013-0005
OR TR-0131-2013-00030 OR TR-0131-2013-00046 OR TR-0060-2013-0001 OR TR-0060-2013-
00010 OR TR-0060-2013-00053

» Click Search

> 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

The Transfer Requests have been submitted to NARA and will appear in search results as Proposed and
Ready for Approval. No more action is required by the agency at this point, unless the TR is Rejected by
NARA, in which case NARA staff will notify the Agency Approving Official via the Rejection Comment field on
the TR.

79. Next Steps

NARA staff members will conduct a thorough review of each Transfer Request submitted to their custodial
unit. Any discrepancies identified between data provided on the TR and record schedule item data, agency-
provided data, or ARCIS data (for Annual Move TRs) may result in the rejection of the TR by NARA.

For Annual Move Transfer Requests, the workflow is governed by the Inter-Agency Agreement. Once the
records are received by NARA, several other accessioning processes occur before physical and legal custody
is accepted in ERA. If you have questions about a particular Transfer Request, please contact
annual.move@nara.gov or your accessioning archivist.

For direct offers, if no approval/rejection action has been taken on a TR within 45 days of submission, contact
your accessioning archivist. After Approval of a TR, NARA will work with agencies on the physical transfer of
the records. Once the records are received by NARA, several other accessioning processes occur before
physical and legal custody is accepted in ERA. If you have questions about a particular Transfer Request,
please contact your accessioning archivist.

See the following table for a summary of roles and actions for ERA Transfer Request Statuses.
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ERA Transfer Request Statuses

Roles

View
Can Take (Read
Action Only)

Cannot
Access

Draft

Agency

Transferring Agency Official

Agency Approving Official

NARA

Transfer Staff

Records Processor

Transferring Official

NARA Receiving Manager

NARA Accessioning Manager

Submitted for Agency Approval

Agency

Transferring Agency Official

Agency Approving Official

NARA

Transfer Staff

Records Processor

Transferring Official

NARA Receiving Manager

NARA Accessioning Manager

Proposed

Agency

Transferring Agency Official

Agency Approving Official

NARA

Transfer Staff

Records Processor

Transferring Official

NARA Receiving Manager

NARA Accessioning Manager

Ready for Approval

Agency

Transferring Agency Official

Agency Approving Official

NARA

Transfer Staff

Records Processor

Transferring Official

NARA Receiving Manager

NARA Accessioning Manager

Approved

Agency

Transferring Agency Official

Agency Approving Official

NARA

Transfer Staff

Records Processor

Transferring Official

NARA Receiving Manager

NARA Accessioning Manager

Ready for No More Shipments

Agency

Transferring Agency Official

Agency Approving Official

NARA

Transfer Staff

Records Processor

Transferring Official

NARA Receiving Manager

NARA Accessioning Manager

No More Shipments

Agency

Transferring Agency Official

Agency Approving Official

NARA

Transfer Staff

Records Processor
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Transferring Official

NARA Receiving Manager
NARA Accessioning Manager
Transferring Agency Official
Agency Approving Official
NARA Transfer Staff

Ready for Physical Custody Decision Records Processor
Transferring Official

NARA Receiving Manager
NARA Accessioning Manager

Agency

Agency Transferring Agency Official
Agency Approving Official
NARA Transfer Staff

Physical Custody Accepted Records Processor
Transferring Official

NARA Receiving Manager
NARA Accessioning Manager
Transferring Agency Official
Agency Approving Official
NARA Transfer Staff

Physical Custody Rejected Records Processor
Transferring Official

NARA Receiving Manager
NARA Accessioning Manager
Transferring Agency Official
Agency Approving Official
Legal Transfer Instrument: NARA Transfer Staff

Records Processor
Transferring Official

NARA Receiving Manager
NARA Accessioning Manager
Transferring Agency Official
Agency Approving Official
Legal Transfer Instrument: NARA Transfer Staff

Records Processor
Transferring Official

NARA Receiving Manager

NARA Accessioning Manager
Transferring Agency Official
Agency Approving Official
Transfer Staff

Agency

Agency

Ready for Legal Custody Decision

Agency

Legal Custody Accepted

Agency

Legal Transfer Instrument: NARA

Records Processor

Legal Custody Rejected Transferring Official
NARA Receiving Manager

NARA Accessioning Manager

Table 5 -Transfer Request Statuses and Action by Role
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Appendix A
FRC TRANSFER IN ERA — SEQUENCE VIEW

Box 2. Agency reviews and updates Box 3. Agency submits

Box 1. NARA TR; then submits TR to NARA.
creates a “ Draft” > TR to Agency Records Officer. > TR updates from
“Draft” to “Submitted for Agency Approval” to
Approval” “Proposed”
Transferring Agency Agency Approving
Official Official
\ 4
Box 4. NARA receives, reviews, Box 6. NARA

and accepts or rejects

“Proposed” TR. TR is
“Approved.”

A 4

Box 5. Ship records
(FRC staff)

A 4

completes internal
work processes

l

Box 7. NARA
electronically signs TR
Accepting Physical

A 4

automatically creates LTI
at this point.

Box 8. NARA completes standard
Custody of the records. accessioning procedures and
ERA system “Approves” the LTI.

Red = actions taken by FRC staff
Blue = actions taken by archival accessioning staff

Yellow= actions taken by agencies

Note: 1 TR created for each FRC transfer




Appendix B

DIRECT OFFER IN ERA — SEQUENCE VIEW

Box 1. Agency

creates a “Draft”

Box 2. Agency submits

TR to Agency Records Officer.

Box 3. Agency submits
TR to NARA.
TR updates from

A 4

TR updates from ” -

Transfer Request (TR) “Draft” to “Submitted for SUGITTEe] 1O AEenEy
Agency Approval” APEIOVE (1D
“Proposed”

Transferring Agency Transferring Agency Agency Approving
Official Official Official

\ 4
Box 4. NARA receives, reviews, Box 5. Ship or Ingest Box 6. NARA

and accepts or rejects
“Proposed” TR. TR is
“Approved.”

\ 4

Agency)

records (NARA or

A 4

completes internal
work processes

l

Box 7. NARA
electronically signs TR

Box 8. NARA completes

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

Blue = actions taken by archival accessioning staff

Yellow= actions taken by agencies

A 4

standard accessioning
procedures and “Approves”

the LTI.

Note: 1 TR created for each records series




Appendix C

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,
the Web address (URL) of the material with which you are having difficulty, and your contact information. MNARA RecordsMegiTrainingi@nara. gon
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SF-258 fields mapped to ERA Transfer Request (TR) fields

Mational &rchives and Records Administration




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

Mational Archives and Records Administration




ERA Transfer Request | 5F-258 Crosswalk

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




ERA Transfer Request | 5F-258 Crosswalk Page 5

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




ERA Transfer Request | 5F-258 Crosswalk Page 6

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




ERA Transfer Request | SF-258 Crosswalk Page 7

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




ERA Transfer Request | SF-258 Crosswalk

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




ERA Transfer Request | SF-258 Crosswalk

Page 9

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




ERA Transfer Request | SF-258 Crosswalk Page 12

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




ERA Transfer Request | SF-258 Crosswalk Page 13

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




ERA Transfer Request | 5F-258 Crosswalk

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




Page 15

ERA Transfer Request (TR) fields mapped to SF-258

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk Page 16

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
|




ERA Transfer Request | SF-258 Crosswalk Page 17

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




ERA Transfer Request | 5F-258 Crosswalk Page 18

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




Appendix D

Transferring Permanent Records to NARA Using ERA:
Cross-walking the ERA Transfer Request to the SF 258

Job Aid

Electronic 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 interferes with your ability to aceess the information, due to an issue with accessibility caused by a disability as defined in the Rehabilitation Act, please
tell us about the problem. To enable us to respond in a manner most helpful 1o you, please indicate the nature of }'uur acoeasmmty prnblem the preferred format in which to receive the maternal,
the Web address (URL) of the material with which you are having difficulty, and your contact information. MNARA FecordsMetTre gEnara.p
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SF-258 fields mapped to ERA Transfer Request (TR) fields

Mational &rchives and Records Administration




ERA Transfer Request | SF-258 Crosswalk

Attach an approved
Hecords Schedule
ltem. Once RSl is
attached, several TR
fields will be Pre-

General Information Tab
e

Mote: DAA #s are born ERA Record Schedules/Record Schedule ltems

DAL is a legacy Disposition Authority (N1, NCI #). Agencies must submit a
request to their appraisal archivist for legacy schedules to be put into ERA.

Create Transfer Request

HSI“ || Cancal |

£

(

SF 258 (Block 6)

SF 258 (Block 5A) (PP)
I SF 258 (Block 5B) (PP) I

- Major Subdivision: Gavernments Division

* * Dispostion Authority hﬁl.-ma-zucs-mm-mm # Electronic Legacy Datar g E
husmiber; )

+ # Agency or Establishment | Bureau of the Census v T

. * Record Group: 0029 - Records of the Bureau of the Census | v | Select “No.”

MNOT on SF 258

Mincr Subdivision:

= Required field

Populated (PP) using
information from the W
Records Schedule.

b

Manual Citation Manal Title

SF 258 (Block 14)

| Manual Citation is an Agency's internal Disposition Authority Number

ISF 258 (Block 4A and 4B)

| Transfer Group Federal Assistance Awards Data System (FAADS), FY 99
Description:;

Mational Archives and Records Administration

| & edit

Spall
!? chedk

3]




ERA Transfer Request | 5F-258 Crosswalk Page 4

Search Home » Search Results »

Transter Request TR-0029-2011-0145 status Draft
[ @sne | [ Rviwwror | [ cmen | St w1 e |
Lir ¥ HECUrty SCan |Nn [
Legacy Disposiion MCT-029-82-004 /50 f
Authority Mumber: o
% Type of Legal Transfer: | Diract Offer v Always “No” (PP)
Mot used for
Electronic  |—m .
Records b
Add T
Transaction Mumber Type Transaction Numkber
b
MNOT on _ ) )
SE 758 {PP} * Records Schedule Rem Title: Federal Assistance &ward Data Systems (FAADS) Inclusive Dates SF 258 [Elock 45}
# From: 10MM998
* To 9/301999 | |
SF 258
(Block 7 and q'b
12
) # Access Restriction Unrestricted ~|
Status: '
Specific Access Securty Classification: 3
Restriction:
SF 258 (Block 7)

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk Page 5

. Privacy Act Notice m E Agency System Number, I
SF 258 (Block 13) [~ number -
Federal Register Velume: [ Federal Register Page |
Mumber:
MOT on Use Restriction: Ll'reﬁ'lnr:ted E
SF 258 Specific Use Restriction:

Uze Restriction Mote: [ Cw::* Edit

Spell
% ched

General Records Type'  |Datae Files; Textual Records |

SF 258 (Block 9)

Click “Save" _? & save || Cancel

See next

=]

slide for

results

Mational Archives and Records Administration




ERA Transfer Request | 5F-258 Crosswalk

Transfer Request TR-0023-2011-0145 has been successfully created.

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk

Transter Request TR-0029-2011-0145

status Draft
H save ||_ﬂ\."ia.uPDF || Cancel | - Select Next Action - |w ! zn.tm
A
* . Reoguired field [l
General Information Cortact Information | Relsted Assets = Attachments |
PP from General
Information Tab b
Transter Group Federal Assistance Awards Data System (FAADS), FY 99 4 View
Description:
Cidot, = ¥ Transfer Group Dmp-:ns*:nn Deate: Immw ol
Current Physical Location of Records
_ _ SF 258 (Block 2A)
SF 258 (Block 8) Agency Location: Yes v
SF 258 (Block BA Agency Name and Census Bureau & Edit
oo |+ owen
Spell
*5’ ched
Not on SF 758 > Destination Physical Location of Records
Location; Mational Archives st College Park - Archives | (Colege Park, MD) v
Destination Custodial Unit: ' MAME - Electronic and Special Media Records Services Division v
¥ Transfer Method

Mational Archives and Records Administration




CD, DVD, USE,
Hard Dirive,

ERA Transfer Request | SF-258 Crosswalk

search Create

Search Home = Sear Rel.ls »
Transter Reguest TR-0029-2011-0145

Li_ﬂ$a1n| || TRviewpor || cancel |

Electr onic Means

|:| Electronic Records Transferred by Electronic Means

status Drraft

|- Select Next Action -- [+

Paper, photo prints/negatives, maps,

Purely electronic, over the wire records

blue prints, sound (non electronic

audio and sound recordings)

Physical Means

Magnetic Tape,
Floppies, etc.

SF 258 (Block 10) |

o Electronic Recards on Physical Media

e ]

|:| Phryzical Transfer of Non-Electronic Records

Guantity Transfer Media Type

Estimated ohame Container Description

0O | =2 * | Digital Versatile Disk (DVD) | £ 100 = MB ~|

Mot on SF 258,

Select one \

NOTE: More than one Physical Media Type may be added

* Media Despostion: Destroy

Populates

from above

Mumber of Depth Hasigght Wik
Comanerapctaoe Tipe CostaberDesctetion (rches),  (nehes) 5)
0O @ %)z CO-A OD Jevwwel Case, Single Disc (] | 5625 ‘ |4338 ,IU_EEU
PP

Details of the List of Containers

Total Mumber of 12 Total Cortsiner Volume 0048
Cnrtuimrs:// (cubic fest

|

_-—--_------_---_

| Esave || Fviewror || cancer |

- Select Next Action -- [w]

Mational Archives and Records Administration

v




ERA Transfer Request | SF-258 Crosswalk Page 9

PP from user
profile

Search Create Tools

Transier Reguest TR-0029-2011-0145 siatus Draft

| & save | | ] view PoF | ‘ Cancel I - Select Nest Action - [w| . X pelete
* = Required field
General Information | Transter Details Related Assets | Altachmerts

First Mame: Artina Last Marme: Wenning
Tile: Records Officer | Phone: 301.123-4567
Email: .a'lv@censux.gw | Agency: .Censu:s

First Mame: I Last MName: |
Tite: | Phioire: |
Email: I AnEncy I

SF 258 (Block 3B)

* First Mame: | Last Mame:
Title: Phione:
Email: Agency:

First Name Last Mame Title: Phone Ermail Agency

SF 258 (Block 5E)

Save Wiews PDF Cancel -- Select Mext Action -- | ) Delete
| Ese || B | . [v] | X pelete |

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk

Search

Transfer Request TR-0029-2011-0145 status Draft
B save || Fviewror || cance | — Select Next Action — [w]
» "
= Reguired field
General Informaltion | Transfer Details |~ Contact Information Aftachments |

Mot on SF 258 Related Assets

Mo related obyects found,

| Elsave || Bvieweor || cance - Select Next Action - [w] . X pelete

Mational Archives and Records Administration



ERA Transfer Request | SF-258 Crosswalk Page 11

Search Create

Search Home » Search Results >
Transfer Regquest TR-0029-2011-0145 status Draft

I_Slvt |_‘EvimPBF “ Cancel | - Select Next Action - | w| l ¢ Delete

¥ . Reguired field

| General Information || Transter Detais | Contact Information | Related Assets m

File Mame:; ' Rrowse..

File Description: / ) L

Click “Browse"

—
—

Click “Upload”

Aftachment (ATT) 1 thru 1 of 1

SF 258 wet corey | 1 | ned
(Block 14)

Aftachment File Mame *  Attachment Description
[0 IR 0029 2011 014Sdocx

MOTE: Attachments should include
the Transfer Request number in the

file name.

Mational Archives and Records Administration o




ERA Transfer Request | SF-258 Crosswalk

Search Home > Search =

Transter Request TR-0029-2011-0145 status Diraft

l H save | l_m\-'iem POF ] | Canecel | __y | Submit Vr Go | l x Delete
Choose
"Subm_it" * a Required field
and G(;','fk General Information | Transfer Detads | Contact Information | Related Assets

File Mame: [ | Browse..

File Description: ' ' pload

b
Refresh

Attachment (ATTX 1 thrut of 1

Attachment File Name = Attachment Description
O IE Q029 2011 01435.docx

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk

Click
checkbox
and
“Continue”

=garch Home = Zearch Results =

Transter Request TR-0029-2011-0145

status Draft

l_BSm |meFDF || Cancel ]

]

%

File Marme: L

File Description:

il |

= Required field

e

Terms of Agresrment for Subrmat Action

Piease select the check box to indicate your acceptance and click Continue to proceed.

p || The records described above are deposited in the Nalional Archives of the United States in accordance with 44

Delete Selected Attachme

== first = prev 1 nexd

O IR 0029 2011 01

{

US.C. 2107, The transferring entity cerlifies that any restrictions on the use of these records are in conformance
with the requirements of 5 U.5.C. 552, In accordance with 44 U S .C. 2108, custody of these records becomes the
responsibiity of the Archivist of the United States at the time of transfer of the records. it is agreed that these
recards will be administered in accordance with the provizions of 44 US.C. Chapter 21, 36 CFR X, 36 CFR Part
1256 and such other nies and regulstions as may be prescribed by the Archivist of the United States (the
Archivizt). Unless specified and justified above, no restrictions of the use of these records will be imposed other
thean the general and specific restrictions on the use of the records in the National Archives of the United States thal
have been published in 36 CFR Part 1256 or in the Guide to the Nalional Archives of the United States. The Archivist
may destroy, donate, or otherwise dispose of any containers, duplicate copies, unused forms, blank stationary,
rchival printed or processed material, or other non-record material in any manner authorized by law ar

ign. Without further consent, the Archivist may destroy deteriorating or damaged documents after they have
igthig & form that retains sl of the information in the original document. The Archivist will use the General
any applicable records disposition schedule (SF 115) of the transferring agency to dispose

of non-archival mater ained in this depost.

Cancel

1 thru 1 of 1

| *

cat.era.nara.goy...




ERA Transfer Request | 5F-258 Crosswalk

Search Home » Search Resuls »

Transfer Request TR-0029-2011-0145 statuz Proposed
| Rsave || viewror || cancer | Submit [¥]| oo
* = Required field
General Information || Transter Detads | Contact information || Signatory Information || Related Asssts
File Mame: I [m
File Description:

Upload

Massage

Transfer Request TR-0023-2011-0145 has been successiully Submitted for
Apprawal,

Attachment (ATTY . 1 thru1 of 1
Delete Selected Abtachments L‘.:.".t{.:
Iy |
<< first =prev | 1 net = |ast =s
e | /tocHerert Descrigtion
[ IR.0028 2011 0145docx -

After dicking continue, you will see an on screen text message that con-

firms the Transfer Request has been successfully submitted for approval.

Mational Archives and Records Administration

Page 14




ERA Transfer Request | 5F-258 Crosswalk Page 15

Signatory Tab
Transter Request TR-0029-2011-0145 <tatus Ready for Approval

| & save H_ View PDF || Cancel | |- Select Next Action -] v]

* - Required field

General Information Transfer Details | Contact Information Signatory Information | Related Assets Attachments

Date Action By Title Organization

7222011 Submit Paula Larich1 Paula Larich.1 Test User, test

b

The records described above are deposted inthe National Archives of the United States in accordance with 44 US.C. 2107, The transferring ently cedifies that any restrictions on the use
of these records are in conformance with the requirements of 5 1U.5.C. 552

In accordance with 44 U.S.C. 2108, custody of these records becomes the responsibilty of the Archivist of the United States st the time of transfer of the records. it is sgreed that these
records will be administered in accordance with the provisions of 44 U.S.C. Chapter 21, 36 CFR X, 36 CFR Parl 1256 and such other rules and regulalions as may be prescribed by the
Archivist of the United States (the Archivist). Unless specified and justified above, no restrictions of the use of these records will be imposed other than the general and specific restrictions
on the use of the records in the National Archives of the United States that have been published in 36 CFR Part 1236 or inthe Guide to the National Archives of the United States,

The Archivist may destroy, donate, or otherwise dispose of any containers, duplicate copies, unused forms, blank stationary, non-archival printed or processed material, or other non-record
material in any manner authorized by lavw or reguistion, Without further congent, the Archivist may destroy deteriorating or damaged documents after they have been copied in a form thet
retains all of the information in the original documert. The Archivist will use the General Records Schedule and any applicable records dizsposiion schedule (5F 115) of the transferring
agency to dispose of non-archival materials contained in this deposit.

| Bsave || Bviewpor || cance —- Select Next Action - |

Mational Archives and Records Administration
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ERA Transfer Request (TR) fields mapped to SF-258
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ERA Transfer Request | SF-258 Crosswalk Page 17

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 AGRE MQENT

record ribed below altached - use o se records will be imposed other than the general and specific
VPR SOC N2 e PGP o s on fe uns of nomds 1 e Matlenal Arhives of U Leied
in the National Archives of the United States in accordance with 44 US.C.  States that have been published in 36 CFR Part 1256 or in the Guide to the
2107. The transferring a certifies that any restrictions on the use of  National Archives of the United States. The Archivist may destroy, donate, or

these records are in con nce with the requirements of 5 U.S.C. 552, otherwise dispose of any containers, duplicate copies, unused , blank
stationary, non-archival printed or processes material, or other non-record
In accordance with 44 U.S.C. 2108, custody of these records becomes the  material in any manner authori by law or regulation. Without further

responsibility of the Archivist of the United es at the time of transfer of  consent, the Archivist may destroy deteriorating or damaged documents after
the records. It is agreed that these records will be administered in they have been ed 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 transferring
prescribed by the Archivist of the United States Archivist). Unless agency to dispose of non-archival materials contained in this deposit.
specified and justified below, no restrictions of the

2A. AGENCY APPROVAL 3A. NARA APPROVAL

Signature ﬂaqﬁmmbi%ma__ pate_lo [ &1l Siﬂnatum_iﬁ’kd_ojgmﬂ Date_+/1 /11
4 s r

Agency
Approving

Official

Navy Records Officer 3 : NARA Official
Department of the Navy 8601 Adelphi Road—Room 0001
. - 1776 Blue Waters Way College Park, MD 20740
- - Anywhere, USA 12345 . ; p

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk Page 18

SF 258 EXAMPLE—NOT VALID DOCUMENT

e ———————————— j
RECORDS INFORMATION
4A. RECORDS SERIES TITLE p\ ':-'I't‘:i} _r\::lm:ﬂﬂ-l zﬁl‘l‘ r-l‘ﬁ'l Transfer Group Da&n'iptiuni
4B. DATE SPAN OF SERIES | ' I l 1921 o 12)31] 1985 [ nclusive Dites (Attach any additional description.)
5A. AGENCY OR ESTABLISHMENT . PPEENEL PO | seneralRecords T
B scords Type
Creating Agency/Establisnment I l }:,mnrlww‘} ﬂf Hhe ]\%7 Papar Do-:umnts D Posters
5B. AGENCY MAJOR SUBDIVISION J [] Parer Publications [ Maps and Charts
Major Subdivision OEQIL'? nﬂ m&m@ EI Microfilm/Microfiche D Arch/ EI'Q DFI'I'HI'I-QI
5C. AGENCY MINOR SUBCIVISION [] etectronic Records Motion / sound / Video
Other 3
Minor Subdivision \ [[] Photographs (specify)

5D. UNIT THAT CREATED ORD

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

Cu. Mir. = r 5 Type BEE -5
SE. AGENCY PERSON yMTH WHOM TO CENTER ABOUT THE RECORDS 11. DATE RECORDS ELIGIPLLEQBJmEEEJQ]mE ARCHIVES
Name ("J.; G Joge != & entact Information | Transtfar Disposition Date [ I 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 M1/NC 1 Number E”-A - N B - ol Je- podi D YES END (If no, attac. s on use and ju )

7.15 SECURITY CLASSIFIED INFORMATION PRESENT? [:| NO [:] YES 13. ARE RECORDS SUBJECT TO THE PRIVACY 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

Access Restriction Information

Other _| of most recent notice and aftach a copy of
INFORMATION STATUS: [Jsegregaed | |Decassifed [CJves XINO  his notice. )
8. CURRENT LOCATION OF RECORDS -
Agency (Complete BA only) Current F‘hych'—cf Records 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
Depachment of ¥he Moy [JPrivacy Act Notice [T] Microform Inspection Report
1THe Blie Wekers (oy [Jotner (specita: SF(s) 135
n Usze Attashments Featura

8B. FRC ACCESSION NUMBER

NIA ) i

I Transaction TypeTransaction Number

Mational Archives and Records Administration

CONTAINER NUMBER(S) FRC LOCATION




ERA Transfer Request | 5F-258 Crosswalk Page 19

SF 258 EXAMPLE—NOT VALID DOCUMENT

NARA PROVIDES

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

‘ Signature Mﬂﬂ / Date L

SF 258 (9/95)

TRA
NATIONAL ARCHIVES AND RECORDS ADMINISTRATION Prescribed by NARA 36 CFR 1226

LTIl: Legal Custody Accepted captured on the Legal Transfer
Instrument (LTI) Signatory Tab, not onthe Tranzfer Request

Mational Archives and Records Administration




Appendix E

Transferring Permanent Records to NARA Using ERA:
Cross-walking the ERA Transfer Request to the SF 258

Job Aid

Motion | Analog 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 }'uur acoeasmmty prnblem the preferred format in which to receive the maternal,
the Web address (URL) of the material with which you are having difficulty, and your contact information. MNARA FecordsMetTre gEnara.p
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SF-258 fields mapped to ERA Transfer Request (TR) fields

Mational &rchives and Records Administration




ERA Transfer Request | SF-258 Crosswalk

| General Information Tab |

Attach an approved
Records Schedule
ltem. Once R3lis
attached, several TR
fields will be Pre-
Populated (PP) using
information from the
Records Schedule.

Mote: DAA #s are born ERA Record Schedules/Record Schedule ltems. DAL is
a legacy Disposition Authority (M1, NC| #). Agencies must submit a request to
their appraisal archivist for legacy schedules to be put into ERA. A Transfer Re-
quest CANMNOT be created without the appropriate DAA or DAL attached.

Tranzfer Request TR

& save

| 3 Delete

* o Required fiskd

SF 258 (Block 6) (PP)

mj Transter Details | Cortact Information || Related Assets | Aftachments |
* Disposttion Authority

* Blecironic Legacy Data: IN';'

|pAA-0330-2011-0052-0001

7> o

SF 258 (Block 5A) (PP)

 x Agency or Estabishment [ Depatment of Detense

5F 258 (Block 5B/D)

*® Record Group: | 0330 - Records of the Office of the Secretary of Defense
> Major Subdvision: IDefense Media Activity |
Minor Subdivision: [ DIMOC
Manual Citation Maral Titke

SF 258 (Block 4A)

=i % Transfer Group

;./‘Eun]

Official Video and Audio Recording of Departmend of Defense Activities

Descripthon:
,:_ Spall
chedk
LTE = Security Scan | Mo
Legacy Disposition
Authorty Numies:

# Type of Legal Transter: |Db~m0ﬂar

b

| Transaction Number Type

|

Mational Archives and Records Administration




ERA Transfer Request | 5F-258 Crosswalk

NOT on SF 258 (PP)

Search reale T

Transter Request TR-0330-2011-0093 status Draft
I save | Lﬂ'ﬂ'iewP[&F . | Cancel | | - Select Nexd Action — [v o Delete

ﬂ

Transaction Mumnber Type Transaction Number

#* Records Schedule Rem Thle: test Inclusive Dates
SF 258 (Block 4B) | * From 1nnges o
* Tox 12 n900

SF 258 (Block 12)

SF 258 (Block 7)

SF 258 (Block 13)

¥ Access Restriction | Unrestricted v
[—= Status: )
Specific Access Security Classificalion:
Resiriction:
SF 258 (Block 7)
|— Special Marking Stafutory Chation:
Access Restriction MNote: L View
- A
—p Privacy Act Notice (Mo w| Agency System Number. |
Mumber: )
Federal Register olume: | Federal Register Page I
Number:
Use Restriction

Mational Archives and Records Administration

[£




ERA Transfer Request | 5F-258 Crosswalk Page 5

eale Towal

Transter Request TR-0330-2011-0093 status Draft

Hsave || Tviewror || cancer | -- Select Next Action - ¥ En-m-
[ Specific Access Securty Classification =
Restriction:
Special Markingr Stabdory Citation:
See previous slide B Access Restriction Mote: | 4 Wik |
. A
Privacy Act Notice ™ Agency System Murnber |
Murnber ' )
Federal Register Volume: I Federal Register Page [
Number:

b

% Use Restriction: Unrestricted w
Specific Use Restriction:

Mot on SF 258. Feld
used if some or all of
the records may be

subject to copyright or | Use Restriction Note: [ || & Edi
other intellectual prop- I —
erty restrictions. s :::

SF 258 (Block 9) | * Generel Records Type: ‘mmmm v |

_ [ sae || Fviewror || cance | -- Select Next Action - ¥ Zu.lm =

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk

Transter Request 1R-0330-2011-0093 status Draft

Save View POF Cancal .- Select Mt Action -- % o Dalata
= & | | | X oatste |

¥ - Required field

Ganaral Intormation Contact information | Felated Acssets | Aftachments

PP from General
Information Tab

— Transfer Group Otficial Video and Audic Recording of Department of Defense Activities 4 iew |
Description:

Cutotf: = # Transter Group Disposdion Date: |71 2011 -

Current Physical Location of Records

SF 258 (Block 8)

SF 258 (Block 8A)

NOT on SF 258

— Agency Location: Yes w
|y Agency Name snd DMOC-Riverside o Edt
Address —
Spall
'& check
Destination Physical Location of Records
—* Location: Mational Archives st College Park - Archives Il (College Park, MD) o
Destination Custodial Unt: | MAICS - Speciel Media Archives Services Division v
Electronic Means

[[] Elecronic Records Transferred by Electronic Means

Physical Means

See Mext Slide

L |:| Electronic Records on Physical Meda Prwesical Transfer of Non-Electronic Records

Quantity Transfer Media Type Contsiner Description

0 soo sudio Cassetle = | |
- O 400 Video Casszetle v| I

Mational Archives and Records Administration

| 2




ERA Transfer Request | 5F-258 Crosswalk Page 7

Transter Request TR-0330-2011-0093 status Draft
l_ﬂ save || [Quviewpor || cancar |
Location:

| .- Select Next Action -- |
‘Naticnal Archives st College Park - Archives Il (Collage Park, MD)

0 L_x Dalete
)
Destination Custodial UnE: | MWCS - Special Media Archives Services Division

b
Electronic Means
O

Electronic Records Transterred by Blectronic Means

s
|l

Physical Means
[[] Electronic Recards on Physical Media

Fhiysical Transter of Mon-Electronic Records

b

Quaniiy Transter Media Type Container Description
SF258 (Block9) |+ & 50 [Aucio Cassete o | |
O [s00 | Viden Cassette v |
Number of Depth Heighi Wicth
- ; Container Type Container Description (inches) (inches) {inches)
SF 258 (Block 10) =T 4 100 | FRC-5 FRC Carten, Standard & | |  [rs000 [io12s [iz250
Details of the List of Containers
Total Number of 100 Total Container Volune_y, 107 566 Cortaner Numoers: _y (1100 |
Populates Contsiners- (cubic fesl) .
from above Must ill in this information, does not PP
information
Save | ) view PoF || Cancel i | - Select Next Action - | ¢ a

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk Page 8

h aite T
Transier Reguest TR-0330-2011-0093 status Draft
| & save | |I T view FoF | | Cancel J | Select Mext Action -- ¥ @n
* = Requred Tield
General Information | Transfer Details Felated Azsels | Attachments
b
First Mame: [Luz ] Last Mame: Igmz ]
PP from user | _| It on .
profile e |OSDANHS Records Manager | one: | |
Email: [ ] BGEnCy: | l
_b
First Masme: I Last Mame: l
Tithe: I Phane: l
Email: I AgEricy l
%
First Mame: |H|’f | Last Mame: Viade l
Title: | Arenivist | Phane: '301-837-3090 |
Email: lmmm.wmmm.mv | Agency: | ]
D ————
Firzt Mame Last Name Title: Phone Ermiil Agency
SF 258 (Block 5E) H®[]  |Bob Smith ' | 555.555.5555 | DD
< >
& save I m View PDF | | Caneel :— Select Mexd Action -- V: Go E Delete
Mational Archives and Records Administration
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ERA Transfer Request (TR) fields mapped to SF-258

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk Page 10

Agency
Approving
Official

SF 258 EXAMPLE—NOT VALID DOCUMENT

AGREEMENT TO TRANSFER RECORDS TO
THE NATIONAL ARCHIVES OF THE UNITED STATES

1. INTERIM CONTROL NO. (NARA Lize Oniy)

TERMS OF

The records described below and on the attached pages are deposited in the Naticnal
Archives of the United Stales in accordance with 44 U.5.C. 2107, The transferring agency cerifies
that any restrictions on the use of these records are in conformance with the requirements of 5
U.5.C. 552,

In accordance with 44 U.5.C. 2108, custody of these records becomes the responsibility of the
Archivist of the United States al the time of transfer of the records, It is agreed that these records
will be administered in accordance with the provisions of 44 U.S.C. Chapler 21, 36 CFR X, 36
CFR Part 1256, and such other rules and regulaticns as may be prescribed by the Archivist of the
United States (The Archivist). Unless specified and justified below, no restrictions of the use of
these records will be impesed other than the general and specific

AGREEMENT

restrictions on the use of these records will be imposed other than the general and specific
restrictions on ihe use of records in the Mational Archives of the United Stales that have been
published in 36 CFR Part 1256 or in the Guwide to the National Archirves of the United States. The
Archivist may destroy, donate, or otherwise dispose of any containers, duplicale copies, unused
forms, blank stationery, nonarchival printed or processed material, or other non-record material in
any manner authorized by law or regulation. Without further consent, ihe Archivist may desiroy
deterioraling or damaged documents after they hawe copied in a form that retains all of the
Informaticn in the original document. The Archivist will use the General Records Schedule and any
applicable records disposition schedule (SF 115) of the transferring agency to dispose of
nonarchival materials contained in this deposit,

2A. AGENCY APPROVAL

Signature _DoD RECORDS OFFICER Date

3A. NARA APPROVAL

Signature _NARA OFFICIAL Date

2B. NAME, TITLE, MAILING ADDRESS
DoD Records Officer

3B. NAME, TITLE, MAILING ADDRESS
NARA OFFICIAL
Special Media Archives Services Division (WWCS)
MNARA, 8601 Adelphi Road
College Park, MD 20740-6001

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk Page 11

SF 258 EXAMPLE—NOT VALID DOCUMENT

4A. RECCORDS SERIES TITLE : Official Videc and Audio Recordings of Deparment of Defense Activities

Transfer Group Description

4B. DATE SPAN OF SERIES: - 1694-1099. Attach any additional description) Linciusive Dates

SA. RGERCL OB ESTABLISHMERT, Department of Defense 8. PHYSICAL FORMS General Records Type
Creatinﬁ Agency/Establishment __ Paper Documents _ _ Posters
— Paper Putlications —_Maps and Charts
58. AGENCY MAJOR SUBDIVISION __ MicrofilmMicrofiche ___ Arch/Eng Drawings
Defense Media Activity (DMA) ___ Electronic Records _X__ Motion/Sound/Video
5C. AGENCY MINOR SUBDVISION — Photographs — Other (speciy)

List of Containers/Detail of the | ist of Containers

50. UNIT THAT CREATED RECORDS 10, VOLUME: CONTAINERS:

Defense Imagery Management Qperations Cetner (DIMOC) Cu. Mir.: CuFt.: 107 Number. 100 Type: FRC-3

S5E. AGENCY PERSON WITH WHOM TO CONFER ABOUT THE RECORDS I1. DATE RECORDS ELIGIBLEEQE TEAMSEER TOTHE ABCHINES immediately
Name: Bob Smith

Transfer Disposistion Date
12 ARE RECORDS FULLY AVAILABLE FOR FPUBLIC USE?

7 | X YES NO  ({If no, attach imits justificat
6. DISPOSITION AUTHORITY: I : i ; I £ — i‘wmm—
DAA-0330-2011-0032-0001 Disposition Authority Number ¥~| Access Restriction Information

Telephone Number: 555-555-5555 | Contact Information

—
Access 7. 1S SECURITY CLASSIFIED INFORMATION PRESENT? _ X _NO YES 13 ARE RECORDS SUBJECT TO THE PRIVACY ACT? 4
Restricti L §  LEVEL: Confidential Secret Top Secret
estriction SPECIAL MARKINGS: RD/FRD sCI NATO (If yes, cite Agency System Number and Federal
Information Other ___YES _X_NO Register volume and page number of most recent

INFORMATION STATUS: Segregated Declassified notice and aitach a copy of this notice. )

8. CURRENT LOCATION OF RECORDS (see 8A)
X__ Agency (Complete 8A only)

Current al Federal Records Center (Complete 8B only) 14. ATTACHMENTS o
Physical |/ —_ Ag_elnw Manua[ E}lmept __Listing of Records Tlanrsferrad
Location of I 8A. ADDRESS: ) . __ Additional Description ___ NA Form 14087 or Equivalent
ocation of | PAEnvironmental Protection Agency, Washington, DC ___ Privacy Act Notice ~ Microform Inspection Report
Records —__ Other (specify): _ SF{al1as

TUSE Attachments Feature

BB. FRC ACCESSION NUMBER CONTAINER NUMBERS FRC LOCATION

Mational Archives and Records Administration
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ERA Transfer Request | SF-258 Crosswalk Page 12

SF 258 EXAMPLE—NOT VALID DOCUMENT

NARA PROVIDES

15. SHIPPING INSTRUCTIONS TO AGENCIES/IREMARKS REGARDING DISPOSITION RG 330
16. RECORDS ACCEPTED INTO TE NATIONAL ARCHIVES OF THE UNITED STATES 17. NATIONAL ARCHIVES ACCESSION NO.
Signature Date
NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 5F 258 (9/95)

Prescribed by NARA 36 CFR 1223

LTI: Legal Custody Accepted captured on the Legal Transfer Instrument
(LTI} Signatory Tab, not on the Transfer Request.

Mational Archives and Records Administration




Appendix F

Transferring Permanent Records to NARA Using ERA:
Cross-walking the ERA Transfer Request to the SF 258

Stills | Digital 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,
the Web address (URL) of the material with which you are having difficulty, and your contact information. MNARA RecordsMegiTrainingi@nara. gon
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SF-258 fields mapped to ERA Transfer Request (TR) fields

Mational &rchives and Records Administration




ERA Transfer Request | SF-258 Crosswalk

General Information Tab

Attach an approved
Records Schedule
ltem. Once R3lis
attached, several TR
fields will be Pre-
Populated (PP) using
information from the
Records Schedule.

MNote: DAA #s are born ERA Record Schedules/Record Schedule ltems. DAL is
a legacy Disposition Authority (N1, NCI #). Agencies must submit a request to

11-0014 | thejr appraisal archivist for legacy schedules to be put into ERA. A Transfer Re-

Tranater Request TR-041

[= . Vievab OF Cancel quest CANMNOT be created without the appropriate DAA or DAL attached. W Delete
* = Required fisld
Transter Details | Contact Information | Redsted Assets || Attachments

——

SF 258 (Block 6) (PP)

[~ = Dicposftion Authority ‘-—IDN_-UH 2201 1 -000H 0002 = Electronic Legscy Data:

[

SF 258 (Block 5A) (PP)

SF 258 (Block 5B/D)

hurmber;
- ¥ Agency or Estabizhment: I Enwironmental Protection Agency
* Record Group: | 0412 - Records of the Environmertal Protection Agency
P Major Subsdivision |Otfice of Muttimedia Opsrations an|

Minor Subdivizion: [ |

%

anual Citation banual Title

SF 258 (Block 4A)

P % Transfer Group Digital Photographs of Agency Activities

& Edit

Select “Direct Offer”
from the drop down
menu if the records are
being transferred di-
rectly from the agency
and not a Federal Re-
cords Center.

Description:
Spell
v check
LTt = Sacurity Scan: Mo
Legacy Dispostion 412-85-0035 /2
Avghority Mumber:
8 = Type of Legal Tranzfer; | Direet Otter W |

b

| aa_|

| Transaction Number Type Transsction MNumiber

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk Page 4

Transfer Request TR-0412-2011-0014 status Draft
| Hlsave || Tviewror || cancer | - Select Next Action -- » W Delete |

[ >

Trangaction Mumber Type Transaction Mumber

MOT on SF 258 {PP:I —— Records Schedule bem Title: Mission-Relsled Pholographs Inclusive Dates
SF 258 (Block 4B) ™ * Fraom: 1A 2005 o
* T 12/ 2010 |

£ Access Restrictio ; 5
SF 258 (Block 12) | Stwtus " |Lnvestricted |
Specific Access Security Classification:
Restriction:
SF 258 (Block 7)
SF 258 (Block 7) |+ SpecisiMaring Statutory Citstion:

Access Restriction Mote: y Wiew .

Privacy Act Motice I Agency Systern MNumber: I
Murmiber;
SF 258 (Block 13) | recora Regiter Vohme: | Federsi Resister Page |
Humiber:

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk

Transier Request TR-0412-2011-0014 statuz Draft

[ Een | [ Benror | [comt ] St s ]
Specific Access Securily Classifecalion b
Restriction
Special Marking: Statutory Cation:

See previous slide |7 access Restriction hote: ——
a5
Privacy Act hotice Mo w Agenty System MNumber: |
Mumber: D
Federal Register Volurme: I Federal Register Page I
Fuamibeer;

b

Mot on SF 258. Field # Use Restriction: [Restricied - Partly
used if some or all of * Speci icti

pecific Use Restriction: Copyrichi
the records may be

subject to copyright or |+
other intellectual prop-

erty restrictions. # Use Restriction Mote: A ferwy of the photographs in this transfer were acoquired from private sources and are idendified az being copyrighted. & Edit |

Spall
? cha ok

b
SF 258 (Block 9) |1 * General Recards Type: w and other Graphic

l_ESm ” Emmpns || Canoel == Select Next Action .- % ) P Delete =

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk

Page 6

Tranzler Request TR-0412-2011-0014
(= |I FviewpPer || Cancel |

status Diraft

== Balect Mext Action -- |

| et |

¥ Fegpuined field

General Information m Cortact information || Related Assets || Attachments

PP from General

Information Tab

b

—»
Transter Group Digtal Photographs of Agency Activiies | L wiew
Drazeriphicn:
Cutoft: L'l #* Transfer Group Disposiion Date: '_'|

Current Physical Location of Records

SF 258 (Block 8)

it Agency Location: Yes -

SF 258 (Block 11)

SF 258 (Block 8A)

Agency MName and

Ervvironmental Prolection Agency, Washinglon, D.C.
Address:

[| & Edit

& Spell

chack

Destination Physical Location of Records

NOT on SF 258

Location: [ Mationad Archives st College Paek - Archives Il (College Park, MD) w |

— b ;
Destination Custockal Unit: | MAICS - Special Media Archives Services Division bl

b

Electronic Means

| Electronic Records Transterred by Clectronic Means

Physical Means

Elecironic Records on Physical Media Phyysical Transter of Non-Electronic Records

O

See Mext Slide

Gruantity Transfer Media Type Estimated Volume Container Description
O  +h # [Hard Drive v + [100 =) v 200,000 JPEGS |

Mational Archives and Records Administration
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ERA Transfer Request | 5F-258 Crosswalk Page 7

status Diraft

Transter Request TR-0412-2011-0014
l_n Save | Lm1|.r.m POF | | Cancal [--sam Mext Action — v | o | En.l.t.

LISSTINANON LWUSTOmAI Una. | NWICS - Special Media Archives Services Division

b

Electronic Means
O Blectronic Records Transferred by Blectronic Means

CD, DVD, USB, Physical Mosns
Hard Drive, > Electranic Records on Physical Media []  Physical Transter of Non-Electronic Records
Tape, etc.
Add Dalat
SF 258 (Block 9) - Cuantity Tranzfer Media Type Estimated Volume Corntainer Description
~ ® (100 | % | GB w 200,000 JFEGS

O =) | % [HardDrive

Mumber of Hard Drives, CDs, DVDs, etc.

% Media Dispostion: | Return to Agency v

b

Nurmber of . - Depth Heichd Wilclth
Confainers Contsiner Type Container Description " ) ¢ ) ( 5
SF 258 (Block 10) O =] | OTH Other Container ~|  # |hard drive case x[12 || sf2 | #[12 ]
Details of the List of Cortainers
Total Mumber of 1 Totsl Cortainer WVolume 1
Containet s: [cubic feet)
| Esave || Fviewror || cance | -- Setect Next Sction — | | K oaiete |

Mational Archives and Records Administration
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PP from user
profile

Transter Request TR-0412-2011-0014

|_ﬂ'amu || FAviewror || cancer |

General Information Transfer Detais

stetus Draft

.- Select Next Action - v | .

Relsted Assets |I Aftachiments

= Reguired fiekd

First Mame: |mya Last Name: Eatton
Tithe: \Recoras Information Manager v Phane: 555-555-5555
Ermail: | Agency: EPA

First Mame: Last MName: |
Thie: Prone
Email:

Agency |

First Mame; |m¥ Last Mame: Wade
Title: | Archivist Phane 301.837.3090
Emai. [weiliam wade@nara.gov Agency. '

Last Name

Tithe:

J

SF 258 (Block 5E)

+ O

_\I’an-::a:

| (Crief Photogrspher | |555-555.5555

l_HSmrn |LEU‘|¢WFD-F || Cancel

- Select Next Action - ™ |

Mational Archives and Records Administration
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Agency
Approving
Official

ERA Transfer Request | SF-258 Crosswalk Page 10

SF 258 EXAMPLE—NOT VALID DOCUMENT

AGREEMENT TO TRANSFER RECORDS TO
THE NATIONAL ARCHIVES OF THE UNITED STATES

1. INTERIM CONTROL NO. (NARA Use Oniy)

TERMS QOF

The recards described below and on the aftached are deposited in the Mational
Archives of the United States in accordance with 44 U.5.C. 2107, The transfemring agency certifies
| that any restrictions on the use of these recerds are in conformance with the requirements of &
U.5.C. 652,

In accordance with 44 U.S.C. 2108, cusiody of these records becomes the responsibility of the
Archivist of the United States at the fime of transfer of the records. it is agreed that these records
will be administered in accordance with the provigons of 44 ULS.C. Chapler 21, 36 CFR X, 36
CFR Part 1256, and such other rules and regulations as may be prescribed by the Archivist of the
United States [The Archivist). Unless specified and justified below, no restrictions of the use of
these records will be imposed cthar than the general and spacific

AGREEMENT

restrictions on the use of these records will be imposed other than the general and specific
restrictions on the use of records in the Mational Archives of the Uinited States that have been
published in 36 CFR Part 1256 or in the Guide to the Nabional Archives of the Linlfed States. The
Archivist may destroy, donale, or otherwise dispose of any comaimers, duplhicale copies, unused
ferms, blank stationery, nonarchival printed or processed material, or eiher non-record material in
any manner authorized by law or regulation. Without further consent, the Archivist may cestroy
deferiorating or damaged documents after they have copied in a form that retains all of the
nformaltion in the onginal document. The Archivist will use the General Records Schedule and any
applicable records disposifion schedule (SF 115) of the transferning agency to dispose of
nanarchival matesials conlained in this deposit.

2A, AGENCY APPROVAL

Signature _EPA RECORDS OFFICER Date

3A. NARA APPROVAL

Signature _NARA OFFICIAL Date

2B. NAME, TITLE, MAILING ADDRESS
EPA Records Officer
Environmental Protection Agency
1200 Pennsylvania Ave NW (MC 2622T)
Washington, DC 20460

3B NAME, TITLE, MAILING ADDRESS
NARA OFFICIAL
Special Media Archives Services Division (NWCS)
NARA, 8601 Adelphi Road
College Park, MD 20740-5001

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

4A. RECORDS SERIES TITLE : Digital Photographs of Agency Activities

Transfer Group Description

4B, DATE SPAN OF SERIES: - 2005-2010. Attach any additional description) | Inclusive Dates

Envirenmenital Protection Agency 8 PHYSICAL FORMS

General Records Type
Creating Agency/Establishment —Paper Dnﬂ'_'meﬂm —  Posters i
_— ___ Paper Publications __ Maps and Charis
5B, AGENCY MAJOR SUBDINVISION Maior Subdivii ___ MicrofilmMicrofiche © ___ Arch/Eng Drawings
Office of Multimedia Operations and Services| L 12/97 2ubdivision _X_ Electronic Records ___ Motisn/Sound/Video
5C. AGENCY MINOR SUBDIVISION . —_ £ Photographs = R
Minor Subdivision

List of Containers/Detail of the List of Containers

SD. UNIT THAT CREATED RECORDS 10. VOLUME: CONTAINERS:
Office of Multimedia Operations and Services Cu. Mir.. CuFt: Number: 1 Type: hard drive case
SE. AGENCY PERSON WITH WHOM TO CONFER ABOUT THE RECORDS 1. DATE RECORDS ELIGIBLE FOR TRANSFER T i i
Name: Eric Vance Transfer Disposisti
Telephone Number: 565-555-6565 - _~=" == 12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?
6. DISPOSITION AUTHORITY: P ST —— _X_YES ___NO  (if no, attach limits on use and justification)
N1-412-95-005, item 2 £ £ Access Restriction Information
7. 15 SECURITY CLASSIFIED INFORMATION PRESENT? __¥_NO ___ YES 13. ARE RECORDS SUBJECT TO THE PRIVACY ACT?
Access LEVEL; __ Confidential ____ Secret ____ Top Secret
Restriction . SPECIAL MARKINGS: __ROVFRD sl NATO (If yes, cite Agency System Number and Federal
Inf i - Other ___YES I [s] Register volume and page number of mosf recent
marmation INFORMATION STATUS: Segregated Declassified notice and attach a copy of this notice.)

8 CURRENT LOCATION OF RECORDS (see 8A)
* __ Agency (Complele A only)

Federal Records Center (Complete 8B only) 14, ATTACHMENTS o
Current __ Agency Manual Except  ___ Listing of Records Transferred
Physical ‘', 8A. ADDRESS! ) __ Additional Description __ NAForm 14097 or Equivalent
Location of Environmental Protection Agency, Washington, DC —_ Privacy Act Notice " Microform Inspection Report
Records —__ Other (specify): —_ SF(s) 135
U"t Aﬁm‘hrlmi? Fl:ﬂt'ﬂ'l' L=
8B. FRC ACCESSION NUMBER CONTAINER NUMBERS FRC LOCATICON

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

NARA PROVIDES
15. SHIPPING INSTRUCTIONS TO AGENCIES/IREMARKS REGARDING DISPOSITION RG 41 2
16. RECORDS ACCEPTED INTO TE NATIONAL ARCHIVES OF THE UNITED STATES 17. NATIONAL ARCHIVES ACCESSION NO.
Signature Date

LTl Legal Custody Accepted captured on the Legal Transfer Instrument
(LTI} Signatory Tab, not on the Transfer Request.

Mational Archives and Records Administration
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Appendix G: Transfer Request Version Table

Working Statuses Persistent Versions

Draft (Agency Action) [Persistent version not saved]
Submitted for Agency Approval (Agency Action) [Persistent version not saved]
Ready for Approval (NARA Action) Proposed
Ready for No More Shipments (NARA Action) Approved

Ready for Physical Custody Decision (NARA Action) No More Shipments

[Working status does not exist] Physical Custody Accepted (or Rejected)

Draft

A Transfer Request in “Draft” status has been created and saved by either WNRC staff (for annual move jobs)
or agency records management staff (for direct offers) and awaits review and submission to the Records
Officer. No persistent version of the Transfer Request is created at this time.

Submitted for Agency Approval

A Transfer Request in “Submitted for Agency Approval” status has been submitted to an agency Records
Officer or his/her designee for approval and awaits submission to NARA. No persistent version of the
Transfer Request is created at this time.

Ready for Approval/Proposed

A Transfer Request in “Ready for Approval” status has been submitted to NARA by an agency and awaits
approval or rejection by NARA transfer staff. The “Proposed” version is saved as a record of how the Transfer
Request appeared when it was submitted to NARA. If the Transfer Request is rejected it will return to Draft
status, but the “Proposed” version will remain in the system, even after the Transfer Request has been
resubmitted.

Ready for No More Shipments/Approved

A Transfer Request in “Ready for No More Shipments” status has been approved by NARA staff and awaits
physical transfer of the records. The “Approved” version is saved as a record of how the Transfer Request
appeared when it was approved by NARA. Once the records are received, NARA staff will “reject additional
shipments” to indicate that all records have arrived.

G-1



Appendix G

Ready for Physical Custody Decision/No More Shipments

A Transfer Request in “Ready for Physical Custody Decision” status has been updated to show that all
records were received at NARA and awaits NARA staff decision of whether or not to accept physical custody.
The “No More Shipments” version is saved as a record of how the Transfer Request appeared when NARA
staff received the records. Physical custody cannot be accepted or rejected until the Transfer Processing
Results form (TPR) has been completed.

Physical Custody Accepted or Rejected

“Physical Custody Accepted” and “Physical Custody Rejected” are terminal states for the Transfer Request
and have no working equivalent. These versions are saved as a record of how the TR appeared when NARA
staff accepted or rejected physical custody.

G-2
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Appendix H: Searching in ERA

What Type of Search to Use?

Basic Search
Use this search to perform a simple search when you are not sure what business object you want to see, or when you
want to see all business objects related to a particular word or agency (using the All Business Objects search option).

Advanced Search

NARA recommends using Advanced Search when you want to perform a narrow search. One type of narrow search
includes finding a specific type of business object, such as a schedule item or a transfer request. Another narrow search
would be to find a particular business object in a specific status only, such as approved. Advanced search is the best
version to use when you know the specific number of the DAL or the TR.

Wildcard Search
Use this type of search when you have only a portion of the information you need to find a specific business object, or
all business objects that share a certain word or phrase.

Show Related Search
Use this search when you want to see the range of business objects that are linked to a single business object, such as
all the business objects that are linked to a schedule item.

Frequently Asked Questions (FAQs)
How do | find the schedule if | have only the Legacy Schedule Number?

Pull down the Search Tab and select Business Object. Click on the Advance Search Tab. Pull down the menu for
Business Objects and select Legacy Records Schedule (LS). Put the legacy schedule number in the Legacy Schedule
field and push the search button. The new schedule number will be returned in the results section.

The Legacy Schedule Number must be in the ERA format for the search to work (unless a wildcard is used). The
proper format is: Prefix (NC1 or N1)-3 digit RG-2 digit FY-3 digit sequence number. Examples: N1-088-09-004, NC1-
207-70-003

How do | find a Transfer Request?

Pull down the Search Tab and select Business Object. Click on the Advance Search Tab. Pull down the menu for
Business Objects and select Transfer Request (TR). There are several fields where you can input information to find the
Transfer Request. If you know the Transfer Request number then put the number in the Transfer Request ID field. If you
know the Schedule Number, put that in the Disposition Authority Number field. You can also use the Agency pull down
menu and select your agency or record group to find the Transfer Request.
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How do | find a Legal Transfer Instrument?

Pull down the Search Tab and select Business Object. Click on the Advance Search Tab. Pull down the menu for
Business Objects and select Legal Transfer Instrument (LTI). There are several fields where you can input information
to find the Legal Transfer Instrument. If you know the Accession Number, put the number in the Accession Number field.
If you know the Record Group, then put that in the Record Group field. You can also use the Agency pull down menu
and select your agency or record group to find the Legal Transfer Instrument.

Does my role determine what business objects | can see?

There are specific permissions set with each user/role that will affect searching capability. Therefore, the user may or
may not see certain Business Objects and/or particular states of a Business Object.



Basic Search

Search
Search Home =

Arwanced Search

Appendix H

[IRecords Scheduls (RS)
[[IRecards Schedule tem (RSN
[JLegacy Records Scheduls (LS)
[JLegacy Records Schedule ftem (LST
[ITransfer Plan (TP

[]Transfer Reguest (TR)
[[ITransfer Processing Resutts (TPR)
[CJLewal Transter Instrument (LTI

[ orde List (cL)

[IData Type Template (DTT)
[CIFolder (FD)

(O Al Business Objects  {%] Select Business Objects

Keyward(s)

Hidle Input

Resulls per page

O

@
0’0

For Basic Search, choose a radio button for:

All Business Objects, or
Select Business Objects.
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Basic Search, cont.

Search Create Tools

Search

Search Home »

Search Advanced Search

() Al Business Objects (%) Select Business Objects Reywerdis) | FLIGHT Results per page 10 [v]

Hide Input D

Records Schedule (RS)

[[] Records Schedule tem (RSI)

[]Legacy Records Schedule (LS}

|:| Legacy Records Schedule tem (LSI)

[[] Transfer Plan (TP}

[[] Transfer Request (TR}

[] Transfer Proc: ing Results (TPR)

[]Legal Tran
C

r Instrument (LTI}

[[] Folder (FD)

¢+ Todo a Select Business Objects search:
e  Check a box for a business object such as Records Schedule.
o Enter keyword(s) or a phrase to identify a particular schedule, such as “FLIGHT” to narrow the search.
o After a business object has been selected and keyword(s) entered, click the Search button to display
search results...
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Basic Search, cont.

e  Select the schedule you wish to view, then click the View button to open the schedule.
o Note: The Show Related function will be explained in subsequent pages.
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Basic Search, cont.

Search Home = Search Results =

Recerds Schedule: DAA-NU-2011-0124 ztatus: Proposed

T view POF Cancel

* - Required fiekd
General Information Item Information || Executive Summary || Contact Information || Signatory Information || Related Assets
#* Agency or Establishment: [Department of the Navy
* Record Group / | u-Nawvy Undifferentated
Scheduling Group:
# Records Schedule applies [Ageney-wide
to:
* Schedule Subject: SSIC 3780 FLIGHT RECORDS AND REPORTS
# Internal agency concurrences will be provided: [Tig
# Recerd Group(s) to which [g435 General Records of the -~
this scheduls appliss: Department of the Navy, 1947
0038-Records of the Office of the Chief
of Naval Operations; 0181-Records of
Nawal Nistricts and Shore [i]
Background Infermation Background: ~ | B, view |
Master Flight Files. The original of the Naval Aircraft Flight Record (OPNAV 3710/4). The data collected include a i

description of the flight pertaining to the aircraft and crew members, a record of all lngistics actions performed during the fight, [w] e

Number of Total Disposition ftems: 1 Mumber of Temporary Disposition ftems: 0

Number of Permanent Disposition tems: 1 Number of Withdrawn Disposition tems: 0

Disposition ftems requiring GAQ approval:

Revision Notes:

T view POF Cancel

o When the View button is clicked, the selected schedule opens.
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Basic Search, cont.

Y

| Bile Edit View Higtory Bookmarks Took Help
|| Search ]-I-

Snarch Hisng » Search Arauls »

“dvances Searen -

Mite gt
G a2 Bunness Otpects (77, Sainct fusness Obpcts Keywordis) graens Honts par page W

L |

Search Risuls For : SRy Schadul (B5

i 2| Liacy Hacords Gctadele (L5111 s Bem (LS} Trgsater e (TF)| Tranater Secusyt (TR1|
Tracaler Procension Rasuts (TPR | Least Trans bt insérument AT1 | Code Lind (L) | Dol Tewe Tomolote (OTT) | Eukder (FD)

| Domnicad #un sesvcn mamns

Bachtalin  Mecons Senmaue (T5) ¥ e 10 01 207
Dewrazes Bral Saach Hasut
el allalslelzllalls A neds wae
Agmacy er Arcond DeoupBotedadng Uagpr Creatrd. Creation
hlas Estatiahmant Geoan T Subdwision By Date |
BAAMU20110902 Azproved Degartmest of fhe MU vy Unsifferentisted S5 11011 —Fieal Stagen R
By Entate FecorsHeal anen
Pregesty
by 0110000 Hrozoned Cesartmestolthe WU Havy Unaferentiied S5 15011 - Heal Stagen ot
Ny Estate AecorisResl Mashew
Prapety
DSA0SSTI0IA00NE  Aspramer Conpumer Francal | 0557 Recerss oime Permansnt reconts of Broname | 1HEH
Workng Fretecton Buress | Consamer Fancal Hgh-Level Oincas of oo
verson Pretecten Buresy the Bereau
DAASSTUTIGON  Frosused Coteumer Frascel  GS67 Hecerds of T Permaner recorde of Brahame | THD
Frotecoen Butesy  Consemer Fnancel High- Level Dfficials of oo
Erstection Dutesy e Bareau
DHA0SSTI0135001  Progosed Congumer Francel | 0SB7 Reczrss of me Legaiatve Affars Demion ot Coney e
Frotectun Butess | Conemer Francel Hecons External Steven
Fretecten Bures vty
DAAOMTINIGN Aspraer Consumer Francel | GS87 Hecsrds of Be Leglative Aflars Drvimion o Caney e
Weekng Frotecten Buresy  Congumer Fancial Fecords Extemal Steven
Versos Fratiction Dires Affairs
RRA0ETE201I-000 Lpprame United Sisnes. 05TE Recerss of Me Unted RDS-2 A[V5). Omer us MeCet 020t
] Swkiwpicy Cowls | Stales Banuupicy Cows | Banbupicy acards Bankiuptey Kby
verson Courts
D55 03 R-2012-0001 Frogosed wnied Slates G378 Hecerds of e Unted 15 Cther Baskropicy us Metar L
Bavirepicy Couts  Siates Banirupesy Ceunts Receids Bankrupeey Kty
Counts
DAADSTEZOIZNON | Precosed Uneed States U7 Fiseords of me Unted | FIDS-2 ATE) Ofmer us uecw 208
Baskrepicy Cowts | States Bantiupcy Courts Bankiupcy Heceds Bankupty Katy
Counts.
LA USTEJOIIG001 | Mewreedfor | Unbed Staies ST Recerds of e Unted 15 Other Bisskraptcy us uccal -
Aeviien Basirptey Couts States Bamimupazy Courss Recordy Baniupezy Kaly
Cous

Ol e [e]=]
¢+ A second Basic Search option is to Search for All Business Objects.
o When the All Business Objects radio button is selected, the search returns all business objects with a
particular keyword.
e Note: This illustration shows search results available only to NARA personnel. Agency personnel
using “All Business Objects” search will see results for their agency only.




Advanced Search

Appendix H

Brett Abrams .

Search

Search Home =

Search

Profile | Help

Select & Business Object

Transfer Reguest (TR)

Records Schedule (RS)

Records Schedule tem (RS
Transfer Processing Resutts (TPR)
Legal Transfer Instrumert (LT1)
Transfer Plan (TF)

Data Type Template (OTT)

Gone List (CL)

Keyword(s) | GENERAL 7

Hide Input

Results per pace

O

10w

To use advanced search, first click the Advanced Search tab, then use the pull down to select a

business object.
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Advanced Search, cont.

ERA b S G RSN —

Search Creste Tools
Search

Search Home =

Search Advanced Search

Hide Input D
Search for: | Records Schedule (RS) (] Keyword(s) Results per page 10 [v]

Recerds Scheduls

Status:

Mumber: Proposed
Apprais rking Version
Agpprai iewed
App / er 1 Concurred
App 4
2
App i
Medified Approved Version
Returned Without Action
Returned for Revision
Returned for Revision Working Wersion

Agency or Establishment: | Department of the Nawy
Record Group/Scheduling Schedule Subject:
Group:

Manual Title: Manual Citation:
Created By:

Date Type: Creation Date | w] From:

]

o Advanced Search offers a variety of fields to use when searching.

o Users may enter keyword(s) or a transaction number in the keyword field, or search by Record Group
using the Agency pull down menu.

e Users may also limit returns to a particular status by selecting an option in the Status field.
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Appendix H

Eile

Edit Yiew Higtory Bookmarks Took Help

[

anara.gevs

¢ || M- Google

et g
Sawich ter oacords Somduie (HS1 Meywordis) Hmauts par page W
Hecords Jchedue sates | Aperaimer Reveraed - !
Humtor. | Aggramer Untager 1 Concurmed |
| Apprainer Uasaper 2 Concurred |
T —
Agency o Evlablahment  Lepartment of the Navy >
Bwcont GroupSchedutng Scheduie Setect
Tevup
Uanval Toe: Hatusl Claten.
Grewsed Dy
Date Type CrestonDate v Froes =
Ta o
Search Resals For | flgganis Schade (B5)
| Oewrtiosd Ful Searn feos |
Bagtmire  Fecords Sehesuls (RSK £ T R erie
Dourazad Drial Search Basu |
1
Record i
sgmesy ot oSt Conaten
| Sashus Esane Seradels Sutwct Wt SubNRD, Craswany o
DAY 011-9134 Approved  Depafimenlo! MU Navy ST 37160 FLIGHT RECORDS Sladen e
he Ny Unartfereneatod AND REPQATS. Manthaw
D 20110007 Appreved | Depafimentel MU Mavy SHIE 11011 = Foead Entate Stadnt ear.
he MNavy Undiiferennates AecordsFeal Property Uattrew
DAADEIRININO00] | Apeeed | Depadmenisl 0508 Aecerds of B HEIS Sncurty Trarmg, Crimt of Kaval B o
the Navy Mavnl Crmweal AsestInce, 23sesament Operatiens (CHO) Charey
Feestgatve Service Team (STAAT] Viinerabaty
Assessments
GAAGIBINNIGNG  Apoved | Depan ez Jusnae Pernons. ar
e Navy o the Depanment of Traming Comps (ROTC) and Heary
i May, 1947 vy Hatgas Dofenas Cadel
Covpa (WNDCC ) Recerds
04 20110001 Approved  Degantment of GATE General Hecirds I 8211 2 Privacy A Chst of Raval Hernos o
the Ny #4ine Depariment o fecarss Operatens (ChD) Heary.
e Nawy, 1547
BAS03EI01Z0000  Approved | Depanmentsl 0344 Recerss of B S5 9085, Tochnical Masusl  Naval Sta Sysems Persoas s
e Navy Huval She Systens and Uthe: Data Raderds Command (NAVSLA OF) | Heary
Commans
UAA G201 300 Agoroved | Decantmni of G344 Hecards of e SIC W10 Haval Nocear Feaval Sea Svaterm FPaisots r

m -

S e el

e Using the Agency name and Approved status returned these results.
o Note: Agencies are restricted to viewing their own records.

A R
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Advanced Search Example #2

Y

| Bile Edit View Higtory Bookmarks Took Help
|| Search ]-I-

‘Snarch Hisne » Search Brsuls »
= :

Mite gt
Sawich ler Legacy Recerds Schedult (L5) - Kirpwoni(s) Heuls par page W0
pecrds Schoduln Schaduls Taatus =
Muger, [vasanses ]
| ek Vaiiated Verse
Agency or Exiablanment  _ Sewct pag — -
Hicord GrousSchidung Scheduis Subjct

[
Mapr Ssbdvmen Ligacy Schedule humber i1 NLLBE-D2)
Enteres By Vakdaled By

Dt Tyse: DateEmered = From =

T

Search Fesuts For | Legiey Aeconds Scheduls (LE)

| Cmelintd Full Suasch Baswi |

BackmTip  Legacy Records Schesvie (LS} 1euold
| Doz et Saarcn amin |
I '
Recard Legazy
Schedue Agncy a6 Fetedun Eatored Diatrr
Grousichaduing Schedi Mg Subdnacn !
o= B w B sl
DALRY. Uaitatert Departet of e WU Ny SSCS000 | NINU-MW-203 lobsos | 05 -
P Wy Unatierentated Son
DAL Uaktaird Depadmest of e U Mavy NIMUSE0Y O of the Chinfol  Wikan [
200020 Mavy Uncifierentaned toaval Operasicns. Gaen

AT e [ela] | SRR

e Using a Legacy Schedule Number to find the current Records Schedule Number.




Advanced Search Example #3

Y

| Bile Edit View Higtory Bookmarks Took Help
|| Search ]-I-

Appendix H

‘Snarch Hisne » Search Brsuls »

Search

Sawrch tor Tranter Aeaueat (TA) -

e e R

Transfer Regeest O

Bmats par page

Hie ot

Staten .
Approved
el —
| o bagre Shipments
Dingoslion Auhorty Legaey Traaater Request .. Sekctone — w
Murger ocator
Agency or Extablshment  _ Sewect png — -
Fcard Grous Nuster
Transaction urmbar Type  — Select one - - Tranascin Huster
Deatnanen Mysical Destration Custedl Unk
Loeation
Created By =
Dote Type: Crestion Date - From )
o Fl
| Semsn || Ao |
Search Risuls For | Tnsafer Beoural (TR
|, Dowritse #un Searon masts
BastmTs  Transler Reguest TR} LTS
| Dewrices Bt Sasen i |
o garticrs bt Acin on mulichs ABsetis). you must 1A YSUT BeArch by & shji status
States . Select one - v | Fne
'
Recars  Tranater LA Srangacton Cestraton
Dispealion Autsorty e Bamney e Qg Group Tremle Tratsachon [hateien
Hurber Estatishinent Requast Humber
Humger  Descronen hdcatr TP Lpzates
TSGR | DALASION.00060001 | Drafl | Mascas o5 | WO " Hecords WISSEIADG01 | Nabonal
CONGRESS Center Archives
and Space CONTIL Tranater atGekg
Acdrmest aten Headauarters Mmker Pask
Archives |
inlege
Fack. 1)

s e e ]n]

1AM

e Advanced search using Transaction Number as a keyword to find a specific Transfer Request.
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Wildcard Search Example #1

[ o g s |
(Ele £dt Yiew Higory Bockmarks Tooks Help
| Search [

€ | B hits)//wwwaranara.govista/pages/geneal/search-2 viewssp ¢ || M- Google Pl %l W
(8 Most Visited || Getting Started || NARA Remate Access 5., ™ Employee Express - Ho... B Home Page [T Group: Update NARAR...

Search B » Search Besuls »

e gt
Sawch ter Racords Schaduie (A5 - ey worsin) gasacal bra” Aty par page W

Hecords Schesuls Staten |
Humeer | Peopaned |
Asraiser Workng Versin |
Appranes Meveoed - |
Agency or Evisbiahment . Belect oon - -
fiecord GrospSchedsing Schedule Sebject
Serup
Wanaal Toe Hasus Clasen
Greased Uy
O Tyze CreatonCate Froee [ =
T =
Sewet || Fwmt | =
Soarch Resuls For | [ipgania Schadule. (53
| Downtesa sun Sesn Resi
Bagimie  Mecors Schesul (RS) 2 ey 1004 256
Dowraces Boat Saarcn s
] 4 (] ] &  ned: as
Agancy ecacd P Cramted  Craste
Gioun - L L
Degartmerfofihe o Narey Juncr Reseeve Officers Tranng Pamces  1a s
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e Example #1: Find a Records Schedule using the asterisk * wildcard in Advanced Search for keyword
general ord * and Department of the Navy

e  Wildcards such as * ? can aid searching.

o The *fills in the rest of a search term if you do not know the exact words. If you know a Records
Schedule begins with Deck, enter Deck*

e Basic Search and Advanced Search tabs each provide different wildcard search parameters.
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Wildcard Search Example #2
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e Example #2: Find a Legacy Records Schedule when only a portion of a Legacy Schedule number is
known using ? or * as a wild card to aid a search: N1-NU-967.
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Wildcard Search Example #3
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o Example #3: Find Legal Transfer Instruments in 2009 by using ? Or * wildcards.
e Use LTI-0405-2009* or

e LTI-0405-2009-* or

e LTI-0405-2009?
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Search for a Transfer Request by Transfer Request Number
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o Select the Business Object Transfer Request (TR) in the Search For pulldown menu.
e Search for a Transfer Request by putting the number in the Transfer Request ID field
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Search for a Transfer Request using the * wild card in the Transfer Request ID Field
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o Select the Business Object Transfer Request (TR) in the Search For pulldown menu.
e Search for a Transfer Request using the asterisk wild card in the Transfer Request ID field.
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Search for a Legacy Schedule Using the Legacy Schedule Number
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o Select the business object Legacy Records Schedule (LS) in the Search For pulldown menu.
e Put the schedule number in the field labeled Legacy Schedule Number.
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Basic and Advanced Search Properties

Basic Search Properties

Rule

Sample

Sample Results

Notes

Single search word

Physical

Ready for Physical Custody

Decision

Physical Custody Accepted

Physical Custody Rejected

Any result that contains the
search word will be
returned.

one non-space character

AND and OR operators Physical AND Accepted | Physical Custody Accepted

Cat OR dog Cat and dog behavior

Dog training
Parentheses operators can cat OR dog AND horse | Dog saves horse AND has higher precedence
override default precedence Cat training (so all results with dog must
contain horse)

(cat OR dog) AND Dog saves horse

horse Cat sits on horse
Multiple terms are combined as | cat dog dog bites cat Cat dog is the same as cat
an AND AND dog
Phrases are surrounded by “cat and dog” Cat and dog training
double-quotes
Terms are excluded through a cat-dog Cat training
leading minus
Wildcard * matches zero or he* he, her, help, hello, will match any word starting
more non-space characters helicopter with he
Wildcard ? matches exactly he? he, hem, hen will only match three-letter

words starting with he

Advanced Search Properties

Rule Sample Sample Results Notes
Single search word Cat Cat Exact search results
are returned
Boolean operators are not cat AND dog N/A Not supported
supported
* matches zero or more he* he, her, help, hello, will match any word
non-space characters helicopter starting with he
? matches exactly one non- | he? he, hem, hen will only match
space character three-letter words
starting with he
Partial matching not Hello hello “Hello world” will
supported not be displayed
Wildcards do not span He* he, hello Hello world will not
word boundaries be displayed
He* Wor* Hello world
He* * Hello world

Hello today world
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ERA Search with Download

ERA Search with Download (Sw/D) can be used as a workflow management tool. Search with Download
is executed based upon Advanced Search criteria for a specific business object. Once a search criterion
is executed and results yield, users have two options for exporting and viewing the search results in an
Excel spreadsheet. Users may choose from a Full Results download or a Brief Results download.

The Full Results download provides field level information that appears in each tab of a business object.
It also provides each event associated with a business object. For instance, a Full Results download
provides every action taken on a Transfer Request including submissions, rejections, and approvals.

The Brief Results download provides field level information that appears in each tab of a business object,
but does not provide each event associated with a business object.

Below are a few search strategies that can be used to manage workflow.

When the results appear choose the most appropriate download based on your business needs—Full
Results or Brief Results.

= Advanced Search

How many transfers does my agency have for the = Select Business Object: Transfer Request

Annual FRC Move? =  Keyword(s): “2013 Annual Move” (substitute
the appropriate FY you are looking for)

=  Status: Draft

= Click Search

=  Advanced Search

=  Select Business Object: Transfer Request
How many of my agency Annual Move transfers did =  Keyword(s): “2013 Annual Move” (substitute
NARA Accept Physical Custody? the appropriate FY you are looking for)

=  Status: Physical Custody Accepted

= Click Search
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Once the spreadsheet is generated you can sort the results to suit your business needs. For instance,
you can sort to identify:

= Unclassified transfers

= (Classified transfers

= Record Groups (if your agency has multiple Record Groups)
= FRC location

= Archive location where records will be sent

=  Cubic footage of records transferred

< Note: If you search on “Annual Move” and Draft status results will yield any FY Annual Move
Transfer Request that your agency did not submit to NARA.
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NARA Destination Custodial Units

National Archives at College Park — Archives ||
(College Park, MD)

NWCS-C - Cartographic and Architectural
Records, Special Media Archives, Services
Division

NWCS-M - Motion Picture, Sound, and
Video Records, Special Media Archives
Services Division

NWCS-S - Still Picture Records, Special
media Archives Services Division
NWCT2P - Archives Il Textual Processing
Section

NWME - Electronic and Special Media
Records Services Division

National Archives Building — Archives |
(Washington, DC)

NWCT1P - Archives | Textual Processing
Section

NRA Northeast Region NRAAB - Archival Operations, Boston
NRAAN - Archival Operations, New York
NRB Mid-Atlantic Region NRBA _ Archival Operations, Philadelphia
NRC Southeast Region NRCA - Archival Operations, Morrow
NRD Great Lakes Region NRDA - Archival Operations, Chicago

NRE Central Plains Region

NREA - Archival Operations, Kansas City

NRF Southwest Region

NRFA - Archival Operations, Fort Worth

NRI Pacific Alaska Region

NRIAS - Archival Operations, Seattle
NRIAA - Archival Operations, Anchorage

NRG Rocky Mountain Region

NRGA - Archival Operations, Denver

NRH Pacific Region

NRHAR - Archival Operations, Riverside
NRHAS - Archival Operations, San Bruno

NRP National Personnel Records Center

NROPAO - Archival Operations and Facility
Planning Branch, Archival Programs
Division
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