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The National Archives and Records Administration (NARA) 1 requires Senior Agency Officials
for Recotds Management (SAORM) to pi‘OVlde an annual report demonstrating how agencies are
handling important records management initiatives as identified by NARA.

NARA uses the reports to-determine the overall progress. of the Federal Government in managing
its. records.and the tranisition away from paper to digital formats and to identify best practices and
model solutions within Federal agencies.

The reporting period begins on March 11. 2019 with reports due back to NARA no later than
April 19, 2019.

NARA plans to post yom 2018 SAORM report on the NARA website upon receipt. Please
ensure that your agency's report i$ a publicly releasable version. This action 1s in the interest of
transparency il Government and to promete collaboration and communijeation among agencies.
NARA intends to list-any non-r espondmg agencies in a summary repott and on the website:

Instruetions for Reporting

e Thistemplate covers progress through December 31, 2018.

® Please be brief and precise in your answers. Liniit answers to each question to no more
than 500 words.

® Please complete the questions/items below and send the report 1o
rmselfassessment@nara.gov. Include the words “SAORM annual report - [Agency
Name] in the subject line of the email.

# If you are responsible for records management in multiple agencies, compenents, or
bureaus, please determine how you will submit reports to NARA. While NARA prefers
a comprehensive report, you may submit sepatate reports for each component.

2018 Annuul Report



mailto:r1nselfassessment@nara.gov

Ptovide the following information (required):

1. What agencies, burcaus, components, or offices are covered by this report
and your position as SAORM and which will be reporting separately?
Please also indicate any that are new or have been changed due to
reorganization or other circumstances.

Defense Intelligence Agency

2. Isyour agency and its components making progress towards managing all
permanent electronic records in electronic format by December 31, 20192 (M-12-18,
Goal 1.1) '

X Yes
ONo

Please explain your response:

The Defense Intelligence Agency continues to make progress toward managing all
permancnt ¢lectronic records in electronic format, Curtent progress includes: (1)
Identifying and locating permanent record series to ensure data owners are aware of their
responsibilities for maintaining paper and eléctronic records for eventual transter to
NARA. (2) Monitoring the retirement of legacy applications and servers to verify
permianent records are adequately protected and transferred appropriately.

3. Has your agency implemented a plan that-aligns to the criterin and requirements
published by NARA in its Criteria for Successfully Managing Permunent Electronic
Records (March 2018)?

X Yoy
CINo

Please explain vour response:

The Defense Intelligence Agency is continuing to identify collections of analog records
designated as permanent and is evaluating efficiencies and the benefits-of scanning to a
designated clectronic repository rather than continued physical storage at the Washington
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National Records Center. Two major permanent series have been selected arid are-in the
process of being converted at DIA’s scan center. Docurments in another permanent récord
:_5roup are also being converted to digital format, upen demand, based on requests; retrieval,
and usage. The Defense Intelligence Agency will continue to explote future service
improyements.and technological advancements to move the agency closerto managing all
permanent record series electronically,

4.. As'included in the Administration’s Delivering Goyernment Solutions in the 21st
Century: Reforsn Plan and Reprganization Reconunendations (June 2018), NARA will
no longer accept paper records after Décember 31, 2022. Is your agency developing
strategic plans, goals, objectives, and initiatives that will enable it to comply with
this deadline?

The Reforin Plan states:

Transition to Electronic Environment: Transition Federal agencies ' business processes
andrecordkeeping to a fully electéonic exvironment, and end the National Archives and
Records Administration’s acceptance of paper records by December 31, 2022, This
would.improve agencies’ efficiency, effectiveness; and responsiveness to citizens by
converting paper-based processes to electronic workflows, expanding online services,
and entiancing management of Government records, data, and information.

X Yes
{ONo

Please explain your response (include specific godls and example metrics):

The Defense Iritelligence Agency delegates responsibility for maintaining records to its
major Directorates/Departments. NARA's strategic goal to eliminate paper records is
being communicated through training requited for DIA’s Staff Officers working in its
organizations. DIA’s record owners or stewards submi Ittmg analog records for storage
are-also being informed of NARAs strategic.goal. In addition to the previously
mentioned scanning projects for major permanent records series, the scan center has two
projects focusing oni temporary records series that comprise a large volume of the types
of temparary records. normally submitted to a Federal Records Center. The Defense
Intelligence Agency has devoted, and will continue to devote, resources 1o innovative
solutions for manipulating and managing information and records in a way that further
‘supports mission and decision making. These investrirents ultimately will impact-the
future direction of records management at the Defense Intelligence Agency.

5. 'Is.;yq_nr agency-util_iz_ing_Gener'al. Service Adminisération’s Schedule 36 to procure
solutions to-assist in-transitioning to an Electronic Environment?
OYes
X No




Please explainyour response:

The Defense .111tellig'¢:nC'_f:' Agency has riot considered a COTS product for the
management of electronic records: Fundamentally, many of the products are not yet
deployable on a elassified network at this time without considerable customization.

Have you, as the SAORM, established or improved your agency procedures that
ensure all incoming and outgoing senior officials receive briefings on their records
management responsibilities including documenting their public service, use of
personal émail, and other recordkeeping requirements?

*Senior officials are the héads of departments and. independent agencies;
their deputies-and assistants; the heads of program offices and staff offices
including assistant secretaries, administrators, and commissioners; directors.
of offices, bureaus, or equivalent; prineipal regional officials; staff assistants
to those aforementioned officials, such as special assistants, confidential
-assistants, and administrative asmstants and career Federal employees,
political appointees, dnd officers of the Armed Forces sclvmg in equivalent
or comparab[e p051t10ns

T1Yes

[ Changeswere unnecessary (cllckhere for your agency’s 2017 report)
(3 N o, changes are being oonmderai but have not-been made

X Ne

Please explain your response:

The Defense liitelligence Agency has not established a specific program to brief Senior
Officials on their records managemerit responsibilities, including documenting their
public service, use of personal email, and other recordkeeping requitements. However,
all officers receive extensive training during onboarding, and anriualty thereafter, that
includes specific handling and safeguarding responsibilities during, and after, DIA
employment.

Have you, as thie SAORM ensured that your récords management program has. the
support and resources it: needs to be successful? (See NARA Bulletin 2017-02:
Giiidance on Senior Agency Officials for Records Muanagement)

MYes
X No

Please evplam your response:

['was recently assxgned as'the new SAORM for the Defense Intellwence A gency.
Utlhzmg my background i information technology and business process engineering,
oy intention is to evaluate. DIA’s program in concert with the. strategic goals and mission
of'the Agency inorder to guide our program for success within our environment.



8.

1.

Have you, ds the SAORM, implemented an appropriate role-based records.
management training program that covers recordkeeping responsibilities for all
staff including those with dedicated récords management roles, Federal employees,
contractors, senior executives and appointees? (See NARA Bulletin 2017-{}1. Agency
Records Munagement Training Requirenients)

CiYes
X No

Pledse explain your response:

The Defense Intelligence Agency recently mandated Records Management training for
all Staff Officers. Also, basic Records Mandgement training is available in our.e-learning
system, and'this training is required for personnel assigned with records responsibilities
within the Directorates/Departrents. As:stated above, officers receive extensive training
during onboarding, arid annually thereafter, that includes specific hand[mg and
safeguarding responsibilities during, and after. DIA. employment.

Have you, as the SAORM, taken steps to direct and support Records Management
staff'in implementing an evaluation or auditing process to ensure records
management directives, policies, procedures, and retention schedules are being
properly itnplemented?

[1¥es
X No
Please explain your responseé:

1 was recently assigned as the new SAORM for the Defense lnte]]rgence Agency.
Utilizing my background in information technology and business process engmeermg,
my intention is to evaluate DIA’s program in concert w /ith the strategic goajs and mission-
of the Agency in order to guide our program for success. within our environment.

Do.you need support from NARA fo ensure a succcssful'tn_msition 10 :fully-'electronip-
recordkeeping?

X Yes
ONo

Please explain your response:

e Support that addresses/modernizes policies, reécords disposition schedules,
appraisals, and audits fo reflect, and compensate for, the dynamic and complicated
formatting and. structure(s) of information (data and récords) and their
repositories. _

o Support that expedites changes in regulations/standards to ailow the destruction of
permanent records after scanning (consistent with €stablished scanning
‘guidelines).
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