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Chapter 1

Overview of Records Transfers

1.1 Introduction to Records Transfers

1.1.1 What Is a Records Transfer?

The process of sending records to a Federal Records Center (FRC) for
temporary storage is known as transferring the records, and a group of related
records sent together is called a transfer.

The transfer is assigned a transfer number so that it can be tracked
precisely while at the FRC.

The ARCIS Records Transfers module allows you to electronically fill out
and submit records transfer requests and to track the status of the transactions
online. It also allows you to look up information about transfers that are already
being stored at an FRC.

1.1.2 Transfers vs. Accessions

Formerly, the records you sent to an FRC for temporary storage were called
“accessions” and were given “accession numbers.”

The launch of ARCIS has brought some changes in terminology. These
changes standardize the way different categories of records are referred to and
help differentiate records owned by your agency from records that have become
permanent holdings of the National Archives.

The term “accession” is now reserved exclusively for records that have
become permanent holdings of the National Archives. The process of taking
such records into the National Archives is known as accessioning.

The term “transfer” is now used for agency-owned records that are sent to
an FRC for temporary storage.
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1.1.3 Transfer Numbers in ARCIS

The launch of ARCIS has also brought some changes to the structure of
transfer numbers (formerly known as “accession numbers”). These changes
standardize numbering across the entire Federal Records Centers system and
ensure that each transfer has its own unique number in ARCIS.

ARCIS-Born Transfer Numbers

The transfer number for any
ARCIS-born transfer—that is,
a transfer created since the
launch of ARCIS—consists of

four parts PT-901-2011-0001

1. The first two /

characters—PT—stand
for “Physical Transfer.”

2. The next three characters
indicate the record group number.

3. The next four characters denote the fiscal year.
In an ARCIS-born transfer number, the fiscal year is
always four digits.

4. The final four characters are the ARCIS-generated transfer sequence
number. If, for example, the number is 0001, that means this was the first
transfer from that record group for that fiscal year.
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Legacy Transfer Numbers

A legacy transfer is any transfer that was created using the legacy system
NARS-5, before the launch of ARCIS. Your pre-ARCIS “accessions” are now
legacy transfers in ARCIS.

Legacy transfer numbers look slightly different from the ARCIS-born transfer
numbers described above—and slightly different from how accession numbers
used to look.

The former NARS-5 accession
numbers consisted of threePthSI/V 901 -04-0001
1. Record group

2. Fiscal year, expressed as a
two-digit number.

3. Transfer sequence number

Under this system, the same accession number could be used for different
accessions stored in different FRCs across the country.

In ARCIS, these numbers have become legacy transfer numbers. They
have some additional information at each end, to ensure that each number is
unique.

1. The first character is a _
facili de that signifi L - -
i vz ($901-04-0001PGH)

which the transfer was
stored when ARCIS launched.

2. The final three characters are a unique identifier that was generated
by NARS-5. (If there was no identifier generated by NARS-5, the last
three characters will not appear.)
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When looking for a legacy transfer in ARCIS, you need to know the
facility where the records were stored when ARCIS launched, and you need
to pay attention to the facility code (see chart below) at the beginning of the
legacy transfer number.

NOTE: If your records were relocated between the
time you sent them to an FRC and the time ARCIS
launched, your agency will have received a Notice of
Accession Location Change. Refer to the facility
information on file at your agency.

With the launch of ARCIS, you no longer have to keep
track of the location of your records. ARCIS
automatically tracks the location of every transfer,
even if the transfer is relocated to a different facility.

Here is a complete list of FRC facility codes used in legacy transfer numbers:

Atlanta A Pittsfield Q
Boston B Riverside L
Chicago C San Bruno S
Dayton/Kingsridge D Seattle T
Denver \% St. Louis (MPR) XorY
Ft. Worth F St. Louis (CPR) UorR
Lee’s Summit/Lenexa K Suitland (WNRC) W
Philadelphia P
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1.2 The Records Transfer Workflow

1.2.1 Workflow Basics

The basic flow of the records transfer process in ARCIS is the same as it was
pre-ARCIS:

1. Your agency submits a form to the FRC, requesting
approval to transfer a group of records.

2. The FRC reviews the form to be sure that it is complete
and accurate.

3. The FRC approves the request to transfer records.

4. You send the records to the FRC.

Before ARCIS, you would have started this process by filling out a paper
form called an SF 135. The form collected information that the FRC needs in
order to store and handle the records properly, track their lifecycle, and ensure
that the records are dealt with correctly at the end of their lifecycle.

Now, you provide the same information electronically by filling out a records
transfer form in ARCIS. The FRC reviews the form in ARCIS and approves the
request.

ARCIS currently does not have the capability of sending automatic
notifications, so the FRC will contact you by phone, e-mail, or regular mail to let
you know that your request has been approved. (You can also check the status
of your transaction in ARCIS. As soon as the request is approved, the status will
change to “Approved.”)

Once the request is approved, you can send the records to the FRC.
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1.2.2 Your Agency’s Internal Workflow

Your agency may also have its own internal review and approval process that
must take place before the records transfer form is submitted to the FRC.

In the paper world, you may have had an internal workflow in which different
agency personnel played as many as four different roles:

1. One person—for example, a data entry clerk—

may have filled out the SF 135. Nj

2. Another person—perhaps AGENCY | TRANSFERRING AGENCY LIAISCN
the one who created the CONTACT

records—may have
appeared in the Agency
Contact field as the person
with primary responsibility for the transfer—that is,
the person the FRC staff would contact if they had
guestions to ask about the records or information
to share about the status of the transfer.

ToRATHRAN GooDW AN

3. A third person—possibly the division’s records
manager—may have approved the completed
SF 135 before it was sent to the FRC.

4. And yet another person— AGENCY | TRANSFERRING AGENCY OFFIGIAL
most likely the agency’s TRANSFER
. AUTHOR-
records officer—may have 1IZATION ,&m\ Cehona_
appeared in the Agency
Transfer Authorization field

as the official responsible for authorizing the
transfer of agency records to an FRC.

Now, since the form is filled out in ARCIS, your agency’s internal workflow
is also managed within ARCIS.
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1.2.3 The Roles on an ARCIS Transfer

Your agency’s internal workflow is controlled in part by the roles identified on
an ARCIS records transfer form.

There are four roles listed on the form. These roles correspond exactly to the
ones listed in section 1.2.2:

1. Creator: This is the person who created the transfer—that is, filled out
the records transfer form in ARCIS.

2. Agency Contact: This is the person About the Agency Personnel

at your agency who knows about \

the records and is responsible for JENMINGSES AMPLEAGENCY GOV

answering any questions or qﬂﬂl‘-"w'ﬂﬂm:ﬂ"ﬂ L'ﬂsfﬂﬂml‘-a
receiving any information from the GO CODWIN %
FRC. As the responsible party, this Agency Contact First Name:
person can edit the records transfer LU Lo

form even if it was created by someone qluenw Approver Last “amef]
else. (The Agency Contact may or may kIMG %
not be the same person who created gg:;g Approver First Name:

the transfer.
) Agency Official Last Name:l

ADAMS o
3. Agency Approver: This is the person gﬂgﬂmwﬂfﬁ“'a' 1P S
at your agency who is responsible
for approving the transfer and
submitting it to the FRC. (The
Agency Approver may or may
not be the same person

who created the transfer.)

4. Agency Official: This is the official at your agency who authorizes the
transfer of agency records to the FRC. Typically, this is the agency
records officer.

Whether or not someone can carry out a role in ARCIS is determined by
what's been assigned in the user’s profile.
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1.2.4 Profiles, Capabilities, and Links

About profiles

Every ARCIS user has a profile that specifies what the user can see and do in
ARCIS.

Archives.gov Home
To view your own profile, click the Personal Profile link
at top right of any ARCIS page.

Personal Profile  Log Out

The top section User
of the profile includes
basic inform ation, Last Name: Agency: Address Line 1:
such as your contact s e i
information. It also e S iy
includes one item that - e o o
relates to the records ioan jennings@sampleagency. gov WD

Joh Title: User ID: Zip Code:

transfer workflow: the JOAN JENNINGS@SAMPLEAGENCY GOV 20740
heading Agency v ch

Transfer Approver.

Under the heading, you'll see “Y” (for “Yes”) if you are ~ Auency Transfer Approver:
an approver, “N” (for “N0”) if you are not. i

You must be designated as an agency transfer approver in order to approve
other people’s records transfer forms, OR to submit your own records transfer
forms without anyone else’s approval.

In order to approve other people’s records transfer forms, you ALSO need to
have the right capability assigned.
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About capabilities and links

The capabilities in a user’s profile determine exactly what a user can do in

the ARCIS system.

In the bottom section of your profile, you'll find a list of all the capabilities that

have been assigned to you.

In the example at right, ,
the user has been
assigned all six of the
capabilities having to do
with records transfers. <
(The user has also been
assigned the “Basic”
capability, which is
required for all users.) \

The first three Records
Transfer capabilities relate to
the roles a user can play on a
records transfer—creating it,
editing it (a capability available
to the person identified as the
agency contact), and
approving it.

The last three Records
Transfer capabilities relate to
other tasks a user can carry
out in the Records Transfer
module, such as re-assigning
transfers to other agency
personnel, or viewing transfers
that were created by other
people.

Assigned Capabilities
1-7aof?
Capability =
> Basic | canview basic pages and edit my personal inforrnation (reguired)

Records Transfers 1, CREATE: | can create transfers, and | can edit and
track the transfers | created

3 Records Transfers 2, EDIT: | can edit and track transfers forwhich | am the
agency contact

»  Recards Transfers 3, APPROVE: | can approve transfars created by others
Records Transfers 4, RE-ASSIGH: | can re-assign transfers to a different

>
agency cantact ar appraver

3 Records Transfers 5, PROFILE-SPECIFIC WVIEW: | can view transfers whose
propetties match those in my profile

y Records Transfers 6, AGENCY-WIDE WIEW: | can view all transfers from my
agency, regardless of their properies

3 Recards Transfers 1, CREATE: | can create transfers, and | can edit and

trackthe transfers | created

s Fecords Transfers 2, EDIT: | can edit and track transfers forwhich | am the
agency contact

> Fecords Transfers 3, APPROYE: | can approve transfers created by others

Fecords Transfers 4, RE-ASSIGH: | can re-assign transters to a different

>
agency contact or approver

3 Fecords Transfers 5, PROFILE-SPECIFIC WIEWY: | can view transfers whose
properties match thase in my profile

3 Records Transfers 6, AGEMCY-WIDE WIEWS | can view all transfers fram my
agency, regardless of their properies

3 Recards Transfers 1, CREATE: | can create transfers, and | can edit and

trackthe transfers | created

s Fecords Transfers 2, EDIT: | can edit and track transfers forwhich | am the
agency contact

> Fecords Transfers 3, APPROYE: | can approve transfers created by others

Fecords Transfers 4, RE-ASSIGH: | can re-assign transfers to a different

>
agency contact or approver

. Fecords Transfers 5, PROFILE-SPECIFIC WIEW: | can view transfers whose
properties match thase in my profile

3 Recards Transfers 6, AGEMCY-WIDE WIEWS | can view all transfers from my

agency, regardless of their properties
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The capabilities assigned to a user determine exactly what tabs and
links that user sees in ARCIS. These tabs and links in turn determine what
pages a user can access and, therefore, what tasks a user can carry out.

If a user has been assigned any Records
Transfers capabilities, the Records Transfers
tab will be visible, and the user will be able to
access the Records Transfers menu page.

Home |

Records Transfers

Here is how the six Records Transfers capabilities correspond to the links on
the Records Transfers menu page. All possible links are seen on the page. A
user would see all of the links ONLY if all of the capabilities had been
assigned in the user’s profile.

[0 Records Transfers ||
R

Records Transfers

Actions
-y - CREATE
Records Transfers 1, CREATE: | can create transfers, and | can edit and track the / Create fransfers; edit and track the transfers you created.
transfers | created ’ * EDIT
Records Transfers 2, EDIT. | can edit and track transfers for which | am the agency / Edit and track transfers for which you are the agency contact.
contact Ly * apPROVE
Records Transfers 3, APPROVE: | can approve transfers created by others "—-‘ Approve fransfers created by others,
Records Transfers 4, RE-ASSIGN: | can re-assign transfers to a different agency st RE-ASSIGN
contact or approver Re-assign fransfers 1o a different agency contact or approver.
Records Transfers 5, PROFILE-SPECIFIC WIEW: | can view transfers whose Views
properties match those in my profile \*
Records Transfers 6, AGENCY-WIDE VIEWY: | i Il transfers fi “RROTRLSEG GBI
ecords [ransiers b, = -1 can view all iransters from my agency, View transfers whose properies (record group, charge account, ete.) match those inyour profile
regardiess of their properies *
* AGENCY-WIDE

Wiew all transfers from your agency, regardless of their properdies

Chapters 2 through 6 describe how to
view records transfers.

create, edit, approve, reassign, and

NOTE: You can always see what capabilities have been
assigned to you by checking your Personal Profile. If you
believe you that you are missing capabilities that you

need, contact an ARCIS user adm
agency.
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1.2.5 Sample Workflows

ARCIS has been designed to accommodate a wide variety of agency
workflows, from simple to complex. Here are some sample ARCIS workflows:

1) In a small agency or office, one person (Person A) may handle the whole
process from beginning to end.

Person A serves as the creator, agency contact, and approver for the
transfer.

e Person A simply fills out the transfer form and submits it to the FRC
herself. If FRC staff have any questions about the transfer, they
contact Person A. No other personnel are involved.

2) In a mid-sized agency or office, people may have somewhat more
specialized roles. One person (Person A) may be mostly responsible for
the transfer, but another person (Person B) may need to approve the form
and submit it to the FRC.

Person A serves as the creator and agency contact. Person B serves as
the agency approver.

e Person A fills out the transfer form and forwards it to Person B.

e Person B approves the form and submits it to the FRC. After that,
Person B’s job is done.

¢ If FRC staff have any questions about the transfer, they contact
Person A.

3) In another mid-sized agency or office, one person (Person A) may do
just the data entry for records transfers. Another person (Person B) may
be responsible for knowing about the records and submitting the form to
the FRC.

Person A serves as the creator. Person B serves as the agency contact
and agency approver.

e Person A fills out the transfer form.

e Person B can view and edit the form at any time during its
development. When satisfied with the form, Person B submits it to the
FRC. If FRC staff have any questions about the transfer, they contact
Person B.
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4) In a large agency or office, the roles may be highly specialized. One
person (Person A) may do just the data entry for records transfers.
Another person (Person B) may be responsible for knowing about the
records. A third person (Person C) may need to approve the form and
submit it to the FRC.

Person A serves as the creator. Person B serves as the agency contact.
Person C serves as the agency approver.

e Person A fills out the transfer form.

e Person B can view and edit the form at any time during its
development. When satisfied with the form, either Person A or Person
B forwards it to Person C

e Person C approves the form and submits it to the FRC. After that,
Person C’s job is done.

e |If FRC staff have any questions about the transfer, they contact
Person B.

Chapters 2 through 4 will describe how to create, edit, and approve a records
transfer.
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1.3 Records Transfers and Access Control

1.3.1 Why Access Control?

In a small agency, or in an agency with very few ARCIS users, it may be OK
for any ARCIS user to deal with any records transfer. In other words, any user
may work on or view any records transfer form, and any user may submit a
reference request for those records once the records are stored at the FRC.

In most agencies, however, access needs to be controlled more tightly. For
example, certain users may be permitted to transfer records only from particular
record groups and charge accounts, and may permitted to submit reference
requests for records only from particular record groups and charge accounts.

Access control helps your agency manage which ARCIS users can work
with what records within in the ARCIS system.

NOTE: If your agency has chosen not to use access control, this
section of the guide does not apply to you.

1.3.2 How Access Control Works

Archives.gov Home
As explained in section 1.2.4, every user has a profile
that specifies what the user can see and do in ARCIS.

Personal Profile  Log Out

Section 1.2.4 described capabilities, which determine what tasks a user can
perform in ARCIS.

A user’s profile also includes access rights, which determine what records
a user can perform those tasks on.
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Every records transfer is assigned certain properties:
e The Record Group the transfer belongs to
e The Records Center the transfer was sent to
e The Charge Account that will be charged for storage and services

e The Security Classification level of the transfer

Every ARCIS user has a parallel set of access rights assigned in the user
profile:

e The Record Group(s) from which the user can transfer and/or
request records

e The Records Center(s) to which the user can transfer records
and/or from which the user can request records

e The Charge Account(s) from which the user can transfer and/or
request records

e The Security Classification level(s) from which the user can
transfer and/or request records

NOTE: There are also optional properties that an agency may use
to identify transfers and users. If your agency has chosen to use
these properties, your records manager will let you know.
Information about these properties is found in section 2.2.4 of this
guide.

Access rights work like a filter. ARCIS compares the properties of the
transfer to the properties of the user to be sure there is an exact match.

e A user can only create records transfers that have properties
matching the ones in the user’s profile.

e A user can only submit reference requests for transfers that have
properties matching the ones in the user’s profile.
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1.3.3 Assigning Access Rights to a Transfer

When you create a records transfer in ARCIS—that is, when you fill out the
records transfer form—you assign properties to the transfer that will
determine who will be able to handle that transfer in the future.

In other words, you determine what ARCIS users at your agency will be able
to work on or view the records transfer form, and you determine what ARCIS
users will be able to submit reference requests for those records. Only users
whose profile properties match the properties of the transfer will be able to deal
with that transfer.

The properties that you can assign are determined, in turn, by your own
profile.

When you fill out any form in ARCIS—either a records transfer form or a
reference request form—you select items from lists and menus. The lists and
menus will contain only the options that match those in your profile.

*Records Center:

In this example from the Records Transfer
form, the user has been granted the right to :
transfer records to only four records centers, so (TR aiant
only those records centers appear in the FRC - Boston

Records Center menu. FRC - Philadelphia
FRC - WNRC (Suitland)

The user chooses to send this transfer to the  +gecords center:
Boston records center. |FRC - Boston [

In the future, the only users who will be able to handle this transfer are ones
who have been assigned access rights for that records center.

NOTE: You can always see what access rights
have been assigned to you by checking your
Personal Profile. If you believe you that you are
missing access rights that you need, contact an
ARCIS user administrator at your agency.
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Chapter 2

Creating a Records Transfer

2.1 Getting Started

If you have been assigned any
capabilities relating to records transfers,
the Records Transfers tab will appear
at the top of the ARCIS home page (as
well as at the top of all other ARCIS

pages).

Click the tab to go to the Records
Transfers main page.

If you have been assigned the specific

capability of creating records transfers, you will

IR | Records Transfers |
——

Welcome, JOAN JEHHINGS from the Sample Agency.
Today is Thursday, July 07, 2011. Please verify that your profile is current.

FEDERAL

RECORDS
CENTERS

m Records Transfers

Records Transfers

Actions

see the CREATE link on the Records Transfers T
Create trap&fers; edit and track the transfers you created.

main page.

* EDIT
Edit and track transfers far which you are the agency contact.

Click the link to go to the Records Transfers | Created page.
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2.1.1 The “Records Transfers | Created” Page

The Records Transfers | Created page displays information in two different
views—My Workspace and FRC Workspace.

m Records Transfers
Reports
Records Transfers | Created
ol M y FRC Workspace
i e Br=, edit the transfers you created TEETE. 3 Pt have been receive: d by the FRC
./
[ Creste Records Transfer | [ Guery for Records Transter | 1-130f13
Agency Agency
Transfer Record Charge Humber of ::fs;?emn:; Created Records Status Approved ?:g:::ag Contact :QB::IEI Approver Branch Copy
# Group Account Containers ¥ Center by FRC First PP First Transfer
# Last Hame Last Hame
Hame Hame
FT-G01- ERGy
> 2011-0131 901 SAJ900MNY B 7M112011 WHRC  Initiated FARLEY RUSSELL  KING CARMERM (]
(Suitland)
PT-401- FRC - .
» 3011-01 38 a0 GAIB00BM 10 1201 Boston Initiated SAMDEREOMN BOB KING CARMEM (&
PT-401- FRC - .
> 3011-0137 a01 SABB0011 4 72011 Alanta Initiated GOODWIN  JOMNATHAMN KING CARMEM E]
PT-901- FRC - Review
> 2011-0124 a0 SA990011 4 rzon Alanta Requested GOODWIN JOMATHAN KING CARMEN ]
y |PT-A01- g 5380011 5 ot TR sinmite GOODWIN  JONATHAN KING CARMEN )
2011-0123 Atlanta

e My Workspace displays transfers that you have created and that are
still under development at your agency. Transfers stay in this list until
the boxes of records are received by the FRC.

e FRC Workspace displays transfers that you have created and that
have already been received by the FRC. Transfers that are being
stored at the FRC appear in this list.
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Clicking the name or the icon for either view will display the transfers currently
in that category. The view name will be shaded blue to show that it's selected.

m Records Transfers

Records Transfers | Created

My Workspace

Crezte records transfers; edit the transfers you created

v

3

Create Records Transfer || Query for Records Transfer

Reports |

FRC Workspace

Track records transters that hawve been received by the FRC.

[@1-130f13[
Aggu:y Aggu:y
Transfer . Record .. Charge .. Humber of ;:ff:e'“nce; created - Resords o Approved 2:?.:‘:; Contact - :ge?::er . Approver - L Copy
# Group Account Containers # ¥ Center by FRC L " First [1] First 7 Transfer
ast Hame Last Hame
Hame Hame
FRC-
PT-901-
> 01 SARINONY & THAROT WNRG  Initiated FARLEY RUSSELL  KING CARMEN [EG]
2011-0131
{Suitland)
FT-901- FRC- e
> S011.0199 901 SAQ900BM 10 TH12011 Bnston Initiated SANDERSON BOB KING CARMEN [E15)
PT-901- FRC-
> I011.0137 901 SA990011 4 712011 s Initiated GOODWIN JOMNATHAM KING CARMEM K1)
PT-901- FRC- Review
> 3011-0174 901 SAQ90011 4 7112011 ikt Requested GOODWIN JONATHAR KING CARMEN K1)
y ([PT801- lgpy SAGS0011 6 mieott RS submitted GOODWIN  JONATHAN KING CARMEN OB
2011-0123 Atlanta

The transfers in that category will appear in a list in the bottom part of the

page.

If you are looking for a particular transfer that you created, and if there are
more transfers than can be displayed on one page, use the Query for Records
Transfer button to search for the transfer, or use the arrow buttons to browse

from page to page.

\ Creste Records Transferif] ury for Records Transfer [

Customer Agen: fency; Agen LG
Transfer . Record . Charge . Humber of .. - - Cremteq 2 Records o . Approved cgmg . Contact Ag "l Approver - L Py
# Group Account Containers erence = Srentet v (Center N byFRC ° ome ” First = OPPIOvEr - it 7 e an Transfer
# Last Hame g Last Hame Hame
FT-901- e
> 3011-013 a01 SABADONY B THAR2011 WNRC  Initiated FARLEY RUSSELL KING CARMEN (K]
(Buitland)
PT-801- FRC-
> |yo11.012a 29 SAZ00EN 10 TN oy Initiated SANDERSON BOB KING CARMEMN [EL]
PT-301- FRC - i
- S R 1 5A390011 4 T Initiated GOODWIN  JOMATHAN KING CARMEN [E15]
start work on a new tranSfel’, be sure [ Creste Records Transter | [Juery for Records Transter |
y . .
yOU rein the My Workspace View. Transfer « Record .. Charge . Humber of Customer
# Group Account Containers - Reference #

Then click the Create Records

Transfer button.

The Records Transfer form opens.
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2.1.2 The Records Transfer Form

The Records Transfer form collects information that allows the FRC to store
and service your records properly and to help you manage the lifecycle of the
records.

IECEECA| Records Transfers
IRepons I
Records Transfer

Fields marked with = are required before saving your transfer to finish later.

About the Transfer About the Records About the Records About the Agency Personnel
Transfer # Disposition; *Type of Records: Created By:
=] [Texuac +] JOANJENNNGS@SAMPLEAGENCY GOV
* . * -
e vital Records: Mixed Media: Agency.Contactlasy "a’“e'_l
I v
C Reference # r r . N
I Disposition Authority: Container Type: Agency Contact First Naime:
*Record Group: IStandard t4 Agency Approver Last Name:
IEIEH = Disposition Date (MMDD/YYYY):  Container Description: l—l‘
5 Standard Container
*Charge Account: Number of Containers: Agency Approver First Name:
54850011 [ : =
l | Comments: = *Agency Official Last Marme:
Branch: <] Inclushve Start Date (MMDDYYYY): r
e
Agency Defined: Agency Official First Name:
Inclusive End Date (MMDDNYYYY):
*Records Center: e
IFRC - Aflanta ﬂ *Description of Records:
Security Classification: =l 7
]
Security Level:
Privacy Act:
e =
Shipment From Address
Address Line 1: State: Retiring Office same as Shipment From Address:
5601 ADELPHI ROAD |MD | |
Address Line 2: Country: Retiring Office;
[l = H
City: Zip Code:
[coLLEGE PARK 20740
|

Some of the fields are filled in automatically by ARCIS based on information
stored in your profile or based on what the most common selection is. You will be
able to change that information if necessary.

Fields marked with a * must be filled in before you can save an unfinished
records transfer form. Almost all of the fields must be filled in before the form can
be submitted (or can be forwarded to the approver for review and submittal). A
few exceptions are noted in the following sections of this guide.

NOTE: If are creating a records transfer that is very similar
to one that has already been created, you can save time by
using the “Copy Transfer” function. For more information,
see section 2.11, “Copying a Transfer.”
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2.2 Filling In the “About the Transfer” Section

The first column of the Records Transfer form collects
basic information about the transfer. The fields having to
do with access rights are all found in this column. In other
words, choices you make in this column will determine who can view information about
or request records from this transfer in the future.

About the Transfer

The first two fields contain information that is filled in automatically by ARCIS.

ARCIS will generate the transfer number \ About the Transfer
after the transfer is saved for the first time. Until Taslet s

then, this space will be blank. il
/ Customer Reference ¥ (optional):
ARCIS keeps track of the status of the transfer. !
. Gl tps ” *Record Group:
The status of a newly created transfer is always “Initiated. [o01
*Charge Account:
|s4990011 b
Branch:
Some of the other fields in this column are filled in Atpney Defkent
with default values, based on what'’s in your profile. I"f;g‘[’i:fﬂf;""“ -
You will be able to change this information if other Security Classification:
options are available in your profile. | 4
Security Level:
Privacy Act:
r
2.2.1 Customer Reference Number
If yo_ur agency uses an internal Customer Reference # (optional):
numbering system to keep track of records [2011-901-R1-D1-035

transfers, you may enter your internal
number here.

The number will be permanently associated with this transfer. Later, you and
other staff from your agency will be able to query for the transfer using this
number.

This field is optional.

Page 24



2.2.2 Record Group

Your primary record group is the default  +pacord Group:
selection. If this is the correct record group [a01 o
for this transfer, you don’t need to do
anything here.

If you are authorized to transfer records from more than one record group,
you may select a different one.

To select a different record group:

1. Click the = button next to the *Record Group:
Record Group field. |01 @

The Pick Record Group window opens. It lists all the record groups to
which you have access.

fj http://gpeatest.archives.goy/#SWEApplett - Pick Record Group

Find SR CREChd | Starting with

Record Group — Description —
> 4l Sample Agency, General Records ofthe
1] Sample Bureau
» 803 Sample Cammission
El

2. Click the arrow next to the correct record group, then click OK.

f.‘ http:/ /gpeatest.archives.goy/#SWEApplet6 - Pick Record Group

Find [EECIChE C:Ihd| Starting with

Record Group — Description
901 Sample Agency, General Records of the
é 902 Sample Bureau
903 Sample Commission
L 0K [ BCancel |
El

TIP: You can directly enter a record group without opening
the Pick Record Group window. Simply type the record
group number into the Record Group field. Use a three-digit
format—for example, 001.

If you type the number of a record group to which you do not

have access, the Pick Record Group window will open so
that you can select from the list of available record groups.
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TIP: If you have access to numerous record groups, you can
use the Find fields at the top of the window to quickly locate
the right one. For example, you can enter the first few words
of the record group description, then click Go.

E0 M Description = |Esi R GRBureay of Advanced @

Please note that queries are case sensitive. For more
information on queries, see the ARCIS Basics user’'s
manual.

2.2.3 Charge Account

The charge account identifies the organizational unit that gets billed for
storing and servicing a transfer. Some agencies have only one charge account
for the whole agency, but others have several charge accounts so that charges
can be attributed to specific organizational units.

The first several characters of the charge account :
identify the agency and the interagency agreement A990 ) 1

number, so these characters will always be the same.

The last two characters, known as the charge
code, identify a specific organizational unit in the SAQQOC@
agency, so these are the characters you’ll need to pay
attention to.

Your primary charge account is the *Charge Account:
default selection. If this is the correct [sag9001 1 o
charge account for this transfer, you don’t
need to do anything here.

If you are authorized to transfer records from more than one charge account,
you may select a different one.
To select a different charge account:

1. Click the = button next to the *Charge Account:
Charge Account field. 580011
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The Pick Charge Account window opens. It lists all charge accounts to
which you have access.

f,‘ http://gpeatest.archives.gov/#SWEApplet] - Pick Charge Account - ¥Windows |
Find

F o
Charge Account — Charge Code

Charge Account M| Starting with

Charge Code Description 3

> SA990011 11 Morth Eastern Region
> SA3900BM Br Boston Office
F BAAOONY M Mew Yark Office

-

2. Click the arrow next to the correct charge account, then click OK.

,f_‘ http://gpeatest.archives.gov/#5WEApplet11 - Pick Charge Account - Wind

SR Charge Account M| Starting with

Charge Account ‘A, Charge Code é) Charge Code Description 3
> SAS90011 11 MNarth Eastern Region
Q SA9900BM BMN Boston Office

SAGA00MNY M Mews Yark Office

TIP: If you have access to numerous charge accounts, you
can use the Find fields at the top of the window to quickly
locate the right one. For example, you can enter the first few
words of the charge code description, then click Go.

F0 B Charge Code Description = | REaERLEN G South Eastern

Please note that queries are case sensitive. For more
information on queries, see the ARCIS Basics user’s guide.
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2.2.4 Branch and Agency Defined

These fields are intended for agencies with special access-control needs.
Most agencies do not use these fields  Branch:
for access control. If your agency does not

use these fields, they will not be active. You  Agency Defined:
do not need to do anything here.

If your agency does use these fields, they  pgranch:

will be active, and they will be filled in with the [DALLAS OFFICE -]
values identified as “primary” in your profile. If  pgency Defined:
you are authorized to assign other values to [oPERATIONS =]

either field, you may select a different value.

To select a different branch or agency-defined value:

. Branch:
1. Click the =l button next to the Branch [DALLAS OFFICE ~]
or Agency Defined field. Agency Defined:
| OPERATIONS @

A drop-down list opens, showing all the branches or agency-defined
values to which you have access.

2. Select the correct value from the list. Agency Defined:
OPERATIONS [~

MOMNE

OPERATIONS
FERSOMMEL
TRAVEL
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2.2.5 Records Center

Your primary records center is the
default selection. If this is the records center
to which this transfer will be sent, you don’t
need to do anything here.

*Records Center:
|FRC - Atlanta =l

If you are authorized to transfer records to more than one records center, you
may select a different one.

To select a different records center:

Records Center field. [FRC - Atlanta @

A drop-down list opens, showing all the records centers to which you can
transfer records.

2. Select the records center to which *Records Center:
this transfer will be sent. FRC- Atlanta [~

FRZ - Aflanta

‘FRLC - Bostan

FRZ - Philadelphia
FRC - Pittsfield

FRC - WHRC (Suitland)

2.2.6 Security Classification

There is no default selection in the Security Classification:
Security Classification field. Because of | - rd
the importance of security classification,
you must make a deliberate selection of
the security classification of this transfer.

In ARCIS, there are 16 different values for security classification, reflecting
various combinations of factors. The full list, and an explanation of the values,
appears on the next page.
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There are 4 values
for unclassified records,
reflecting various
combinations of storage
requirements and special
markings.

<

There are 12 values
for classified records,
reflecting various <
combinations of security
level and special
markings.

\

F

VIiIVIV VIV VIV V VIV VIV VV VY

/2 http://gpeatest.archives.gov/#SWEApplets - S

Security Classification

Unclassified
Unclassified
Unclassified
Unclassified
Classified
Classified
Classified
Classified
Classified
Classified
Classified
Classified
Classified
Classified
Classified
Classified

Security Level
Standard Storage
Restricted Storage

Bl 1-16 of1

CUI'SBU - Standard Storage
CUISBU - Restricted Storage

Confidential
Confidential - SCI
Confidential - RDIFRD
Confidential - RDIFRD
Secret

Secret- 5CI

Secret- RDIFRD
Secret- RDFRD - SCI
Top Secret

Top Secret- SCI

Top Secret- RDIFRD
Top Secret- RDIFRD -

- 8CI

SCI

o [=] 5

For unclassified records:

e Standard Storage refers to standard FRC storage. Most records
stored in FRCs are unclassified records stored in standard FRC

storage areas.

e Restricted Storage refers to special vault-type storage areas. Your
agency can choose to have unclassified records stored in vault-type
storage for an additional fee.

e CUI/SBU refers to “Controlled Unclassified Information” (CUI), formerly

known as “Sensitive But Unclassified” (SBU). For more information

about CUI, see http://www.archives.gov/cui/.

For classified records:

e Confidential, Secret, and Top Secret are the three basic
classification levels into which classified information falls.

e SCI stands for Sensitive Compartmented Information.

e RD/FRD stands for Restricted Data/Formerly Restricted Data.
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To enter the security classification for your records transfer:

1. Click the 2 button next to the Security Classification:
Security Classification field. | @

The Pick Security Classification window opens. It lists all the security
classification levels at which you are authorized to transfer records.

In the example at ,f.‘ http://gpeatest.archives.gov/#SWEApplet] - Security 1Ol =l
right, the user is . core I B
. Security Classification Security Level -—
authc;rlzed ltO > Unclassified Standard Storane
trans er.qn y ¥ Unclassified Restricted Storage
unclassified records. > Unclassified CUISBU - Standard Storage
> Unclassified CLUISBL - Restricted Storage
=l
2. Click the arrow next to the correct security classification, then click OK.
/= http:/ /gpeatest.archives.gov, #SWEAppletZ - =101 x|
H @B
Security Classification —. Security Level £
> Unclassified Standard Storage
> Lnclassified Restricted Storage
> Unclassified CUNSBU - Standard Storage
e Unelassified CLUIMSBL - Restricted Starage
[ Ok [Bcancel |
Jid
NOTE: After you enter a security Security Classification:
classification, this field is locked. The ;”C'E'S?t';ef |
. - ecurity Level:
security cIaSS|f|cat'|c’Jn of a transfe.r cannot SEE
be changed once it's been established.
2.2.7 Privacy Act
If the transfer contains records that are subject to the Privacy Act:
provisions of the Privacy Act, click to put a checkmark in the
box.
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2.3 Filling In the “About the Records” Section

The middle two columns of the Records Transfer

form collect information about the disposition, format,

About the Records

and contents of the records.

2.3.1 Disposition

“Disposition” refers to what happens to records at ~ Disposition:
the end of their lifecycle. =

All records fall into one of three categories:

Temporary: These records are scheduled to be destroyed at the end
of their lifecycle.

Permanent: These records are scheduled to be accessioned (made
permanent holdings of the National Archives) at the end of their
lifecycle.

Unscheduled: These records do not yet have an approved disposition
authority that identifies whether they are temporary or permanent.

NOTE: As specified in 36 CFR Subpart B 1232.14(b)
[http://lwww.archives.gov/about/regulations/part-1232.html], you
may transfer unscheduled records to an FRC as long as you notify
NARA in writing prior to the transfer. (Send notification to
Director, Records Management Services, National Archives and
Records Administration, 8601 Adelphi Road, College Park, MD
20740-6001.)

Additionally, temporary and permanent records may fall into one of the
following subcategories:

Active: These records have not yet been closed, so a disposition date
cannot be determined.

Contingent: The disposition of these records is dependent on some
future action or event, such as sale of property or destruction of a
facility. Until that event happens, a disposition date cannot be
determined.
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To enter the disposition for your records transfer:

1. Click the =/ button next to the Disposition field.  Disposition: @

A drop-down list opens, showing all the
disposition options.

2. Select the disposition that applies to this

Disposition:
transfer.

Temporary - Active
Temporary - Contingent
Fermanent
Fermanent - Active
Fermanent - Contingent
Unscheduled

2.3.2 Vital Records

Vital records are essential agency records that are needed to meet
operational responsibilities under emergency conditions, or to protect the legal

and financial rights of the Government and of those affected by Government
activities.

If the transfer contains vital records, click to put a vital Records:
checkmark in the box.
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2.3.3 Disposition Authority

“Disposition authority” is the set of mandatory Disposition Authority:
instructions that specifies what happens to records at |
the end of their lifecycle.

As required by 36 CFR Subpart B 1227.10-14
[http://www.archives.gov/about/regulations/part-1227.html] and 36 CFR Subpart
B 1226.10-14 [http://www.archives.gov/about/requlations/part-1226.html], you
should cite one of the following here:

e The appropriate schedule from the General Records Schedules
(GRS) [http://www.archives.gov/records-mgmt/ardor/]. Include the
schedule number, item number, and sub-item (if present).

e The NARA records disposition authority (SF 115, Request for
Records Disposition Authority). Include the SF 115 number, item
number, and sub-item (if present).

e Your agency records manual. Include the schedule identifier, item
number, and sub-item (if present). As specified in 36 CFR Subpart B
1226.12, your agency manual must cite the legal authority (GRS or SF
115 and item numbers).

The General Records Schedules provide disposition authorization for records
common to most agencies, such as records relating to civilian personnel, payroll,
accounting, and procurement. Use the GRS if possible. If your records aren’t
covered by the GRS, use the NARA records disposition authority or your
agency records manual. If you need assistance, contact your agency’s records
officer.

The Disposition Authority field is a free-text Disposition Authority:
field. Type the disposition authority directly into the
box.

|GRs 34, item 14

NOTE: FRC staff will verify the disposition authority before
approving the records transfer request.
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If your records are unscheduled: As specified in section 2.3.1, you may
transfer unscheduled records as long as you notify NARA’s Records
Management Services in writing prior to the transfer. Use the Disposition
Authority field to document that notification.

e If you have an SF 115 pending with Records Management Services,
cite the SF 115 number and the item number, and enter the word
“Pending” in parentheses.

e If you do not have an SF 115 pending with Records Management
Services, indicate the date on which Records Management Services
was notified about this transfer.

NOTE: When an SF 115 is approved, please notify the Federal
Records Centers program in writing so that we may update your
information in the ARCIS system. Provide a copy of the approved SF
115, and include a letter telling us the transfer number(s) to which the
SF 115 applies and the specific disposition authority that applies to
each transfer. Send the materials to Director, Federal Records Centers
Program, National Archives and Records Administration, 8601 Adelphi
Road, College Park, MD 20740-6001.

2.3.4 Disposition Date

“Disposition date” is the date on which the Disposition Date (MM/DDYYYY):
records reach the end of their lifecycle and become | =
eligible either for destruction or for accessioning into
the National Archives.

Follow the instructions on your records schedule or NARA records disposition
authority to compute the disposition date for this transfer.

You may enter the disposition date in one of two ways:

1. Simply type the date into the box, using the Disposition Date (MMDDYYYY):
format MM/DD/YYYY. f12i21/2028 -3
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2. Or, use the calendar tool to enter the date.

To open the calendar tool, click the = icon.

Select the right month and year from the
drop-down lists, or click the forward and
back arrows to get to the right month
and year. Click the right day on the
calendar, then click Save.

ancel)

NOTE: Disposition Date is required only for records with a disposition of
Temporary or Permanent. A disposition date cannot be calculated for
records that are unscheduled, active, or contingent.

For records with a disposition of Temporary or Permanent, FRC staff will
verify the disposition date before approving the records transfer request.

2.3.5 Comments

The Comments field is a place for you to include Sl
any information about this transfer that is not covered
by one of the other fields on the Records Transfer form.

Here are a couple of specific situations that require information in the
Comments field:

e If your records are subject to a “freeze”: A “freeze” is applied when
records cannot be destroyed on schedule because of special
circumstances, such as a court order or investigation. A three-letter
designation called a “freeze code” is created to identify the particular
freeze that applies to a set of records. If your records are subject to a
freeze, enter the freeze code in the Comments field. (If you have
guestions about whether your records are subject to a freeze, contact
your agency'’s records officer.)
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e If your transfer contains mixed media: As specified in sections 2.3.6
and 2.3.7, you will select the predominant type of media from the Type
of Records list and will check the Mixed Media box to indicate that
other media are included. Use the Comments field to identify the other
types of media included in the transfer.

NOTE: There is a 300-character limit in the Comments field. If you need
to provide more information than can fit into the field, please attach a
separate document to the Records Transfer form. For information about
adding attachments, see section 2.7.1, “Adding Attachments.”

2.3.6 Type of Records

“Type of records” refers to the format *Type of Records:
in which the records are stored. Most [TEXTUAL ~|
records are stored as text on paper, so
“TEXTUAL” is the default selection. If your records are textual, you don’t need to
do anything here.

If your records are stored in a different format, you need to select it here.

To select a different type of records:

1. Click the | button next to the Type  *Type of Records:
of Records field. | TEXTUAL @

A drop-down list opens, showing all the possible record types.

2. Select the correct type of records
from the list.

PHOTOGRAPHS, COLOR MEGATIWES
PHOTOGRAPHS, COLOR OTHER
PHOTOGRAPHS, COLOR PRIMNTS
PHOTOGRAPHS, AERIAL

NOTE: If your transfer contains records in more than one format, select
the predominant format here and follow the additional instructions in
section 2.3.7, “Mixed Media.”
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2.3.7 Mixed Media

example, textual records and photographs, or textual records and

If the transfer includes records in more than one format—for Mixed MEE'!a:
sound recordings— click to put a checkmark in the box.

Additionally, be sure to do the following, so that FRC staff can ensure that the
records are stored and cared for properly:

1. Inthe Type of Records field, identify the predominant type of media in
this transfer (see section 2.3.6).

2. Inthe Comments field, identify the other types of media in this transfer
(see section 2.3.5).

3. Attach a folder list that identifies what special media types are in what

boxes and folders. (See section 2.7, “Adding and Deleting
Attachments.”)

2.3.8 Container Type and Container Description

Most records are sent to the FRC in standard-size  container Type:

(14%" x 12" x 9%%2") record boxes, so “Standard” is the gtz 4arg i
default selection. If your records are stored in Container Description:
standard-size record boxes, you don’t need to do Standard Container

anything here.

If your records are stored in a different type of container, indicate the
container type here.

To indicate a different container type:

1. Click the = button next to the Container Container Type:
Type field. Standard @

Container Description:
Standard Container

The Pick Container Type window opens.

f:" http://gpeatest.archives.goy/#SWEAppletd - Pick Container Type

Find: w Starting with:

Hame Description Length Depth Height VYolume

> Other
> Standard  Standard Container 1 1 1 1

-
KN | »
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2. Click the arrow next to “Other,” then click OK.

ﬂ‘ http://gpeatest.archives.gov;/#SWEAppletl - Pick Container

Find: m Starting with:

Hame — Description — Length — Depth — Height — Volume
@ Other
Standard Standard Container 1 1 1 1
[ or [fcancel |
=

Container Type:

|other rd
Container Description:

The Container Description field becomes |

available for editing.

3. In the Container Description field, enterthe ~ -otainer Description:
type and dimensions of your containers. [Tube 36 x 4

2.3.9 Number of Containers

In the Number of Containers field, enter the total = Humber of Containers:
number of containers in this transfer. |

You may enter the number in one of two ways:

1. Simply type the number into the box. Number of Containers:
10

2. Or, if you are sending a large number of containers and need to calculate
the total, you may find it convenient to use the calculator tool.

To open the calculator tool, click the &l icon. Number of Containers:

|
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Click the buttons on the calculator to enter and
manipulate numbers. When you have arrived at
the total, click Save.

2.3.10 Inclusive Start Date and Inclusive End Date

These two fields indicate the dates on which the Inclusive Start Date (MMDDYYYY):
records started and stopped being created or | £
accumulated.

Inclusive End Date (MMDDYYYY):

| £
You may enter each date in one of two ways:
1. Simply type the date into the box, using the ncusve:sort e {Mmmnrr'gﬂ:
format MM/DD/YYYY. g ane

2. Or, use the calendar tool to enter the date.

Inclusive Start Date {MMMD@:
To open the calendar tool, click the & icon.

Select the right month and year from
the drop-down lists, or click the forward
and back arrows to get to the right
month and year. Click the right day on 10 11 12 13 14 15 18
the calendar, then click Save. 4 2% % ¥ ® 2/ W

&=

NOTE: Inclusive Start Date is an optional field. Inclusive End Date is
required unless the records are active—that is, unless the disposition is
“Temporary — Active” or “Permanent — Active.”
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2.3.11 Description of Records

Describe the records in sufficient detail to allow “Description of Records:
FRC staff to verify compliance with your records Contracts =
schedule. You may want to use the description
provided in the records schedule. Enter the text
directly into the box.

NOTE: Do not enter any text that reveals national security
classified information, information restricted by exemption B6 of
the Freedom of Information Act, or information subject to the
Privacy Act.

NOTE: There is a 300-character limit in the Description of
Records field. If you need to provide more information than
can fit into the field, please attach a separate document to the
Records Transfer form. For example, you can attach a box list
or a folder title list. For information about adding attachments,
see section 2.7, “Adding and Deleting Attachments.”
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2.4 Filling In the “About the Agency Personnel” Section

The last column of the Records Transfer form
collects information about the agency personnel who
are responsible for different aspects of this transfer.

Ahout the Agency Personnel

Created By always shows your user ID, since you
About the Agency PETS"““E"/ created the transfer. ARCIS fills in this information

Created By: automatically.
JOAR JEMMINGSES AMPLEAGENCY GOY

b = .
Agency Contact | ast Name: <—— aAgency Contact is the person at your agency who

| = knows about the records and is responsible for
Agency Contact First Name: answering questions. This may or may not be you.

Agency Approver Last Name: s
| i
Agency Approver First Hame:

Agency Approver is the person at your agency who
is responsible for approving this transfer and
submitting it to the FRC. This may or may not be you.
Iﬁml:'m‘Ilr Sl Mame'r Agency Official is the official at your agency who

authorizes the transfer of records to the FRC.
Typically, this is the agency records officer.

Agency Official First Name:

Exactly what you see here depends on what’s been assigned in your profile.

About the Agency Personnel

Created By:
JOAMN JEMPINGS @S AMPLEAGENCY GO

. 4 x ontact Last Name:
If you have been designated as an agency Qermimcs) o

records transfer approver, the Agency Contact Agency Contact First Name:
and Agency Approver fields will default to your 4 oA
Agepcy Approver Last Name:
name. - :
I
. . \ ey Approver First Name:
You will be able to select a different name for JOAN
either of these fields if necessary. I*ngency Official Last Name:
I

Agency Official First Mame:
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About the Agency Personnel

Created By:
JO AN JERMIMNGSES AMPLEAGENCY GO

¢ *Agency Contact Last Hame:
If you have NOT been designated as an | i
agency records transfer approver, the Agency ) Agency Contact First Name:
Contact and Agency Approver fields will be ey ARt ouer st Narng:
blank. | o

\ Agency Approver First Name:

You will need to select a name for each of these
fields. *igency Official Last Name:

| b
Agency Official First Name:

Whether or not you are an agency records
transfer approver, you will need to select the name
of the Agency Official.

The next sections of this manual explain how to select names for these fields.
The process is the same for each field, although the names available for
selection may vary. Time-saving tips for working with all three fields are found at
the end of section 2.4.3.

2.4.1 Agency Contact

Agency Contact is divided into two fields: Agency *Agency Contact Last Name:
Contact Last Name and Agency Contact First Name. | 4
After you select a value for the Last Name field, the Agency Contact First Name:
First Name field will be filled in automatically.

To select a name for the Agency Contact Last Name field:

1. Click the = button next to the Agency Contact *Agency Contact Last Name:
Last Name field. |
Agency Contact First Name:

The Pick Contact window opens.
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f' http://gpeatest.archives.gov/#SWEApplet8 - Pick Contact - Wind

=10 x|

The window lists all

Finl: mstamng with: — EX B 1-c0ic @ B
Of th e u S e r S W h o S e Last Hame 2 First Hame Work Phone # Email
. > ADAMS SUSAN susan.adams@sampleagency.goy
access rl g hts m atCh > FARLEY RUBSELL russell farley@sampleagency.gov
1 1 > |GOODWIN JOMNATHAN jonathan. goodwing@sampleagency. goy
the propertles Of thls ¥ JEMNNINGS JOAM joan jennings@sampleagency.gov
tran Sfer > KING CARMEMN carmen King@sampleagency.qoy
> SANDERSOMN  BOB bob sanderson@sampleagency.oov
In other words, in their 5

profiles, these users have
been assigned the rights to work with transfers that belong to this record
group and charge account, that have this level of security classification,
and that are being sent to this FRC.

Your name will appear in the list; you could not have created this transfer
if you didn’t have these access rights!

TIP: If no names appear in the list, chances are that you haven’t
yet assigned all of the access-control values to this transfer, so
ARCIS doesn’t yet know what users are eligible to serve as Agency
Contact for this transfer. Go back to the About the Transfer
column and be sure that you have selected a record group, a
charge account, a security classification, and a records center. (If
your agency is using the Branch and Agency Defined fields for
access control, be sure that you have selected values for these
fields as well.)

2. Locate the person Who Ifht;gpeatest .archives.gov/#SWEApplet1 - Pick Contact - Windo — i
. Quer’ Find: _LastName hdl| Starting with: — 1-BofB
WIII Serve aS the Agency yLasl Hame = First Hame Wurkhune# Email
Contact for this transfer. > Jomn suewy TN T
. russell farley@sampleagency. goy
Click the arrow next to é GOODWIN  JONATHARN jonathan goodwing@sampleagency.gov
H 3 JENMINGS JOAN joan jennings@sampleagency.qoy
the IaSt name to SeIeCt It’ > KING CARMERN lcarmjen k\ng@sampiaggncy.\;gv
then CliCk OK. » SANDERSON BOB hoh.sanderson@sampleagency.qov
]
The Agency Contact Last Name and “Agency Contact Last Name:
Agency Contact First Name fields will GOODWIN %
both be filled in. Agency Contact First Name:
JORATHAR
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2.4.2 Agency Approver

Agency Approver is divided into two fields: AR ApRE e L antNaime:
Agency Approver Last Name and Agency Approver [ i
First Name. After you select a value for the Last Name
field, the First Name field will be filled in automatically.

Agency Approver First Name:

To select a name for the Agency Approver Last Name field:

Approver Last Name field.

Agency Approver First Name:

The Pick Approver window opens.

The window lists all

of the users whose
access rights match
the properties of this
transfer, AND who
have been designated
as agency transfer
approvers.

/' http:/ /gpeatest.archives.gov,/#SWEAppletl - Pick Approver - ;:"_

Lagt Mame =  Firet Hame Work Phone # Email —

=101 x|
H-40r2 @ <]

ADAMS SUISAN susan.adams@sampleagency.goy
FARLEY RUSSELL rugsellfarley@sampleagency.gov
KING CARMEN carmen.king@sampleagency.gov
SANDERSOM  BOB boh.sanderson@sampleagency.goy

-

viviviv

In other words, in their profiles, these users have been assigned the rights
to work with transfers that belong to this record group and charge account,
that have this level of security classification, and that are being sent to this
FRC. In addition, in their profiles, the “Agency Transfer Approver”
checkbox has been checked.

The list of names above is shorter than the list of potential Agency
Contacts shown in section 2.4.1. Jonathan Goodwin and Joan Jennings
do not appear, because neither of them has been designated as an
approver.

Your hame may or may not appear in the list, depending on whether or not
you have been designated as an approver.
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TIP: If no names appear in the list, chances are that you haven't
yet assigned all of the access-control values to this transfer, so
ARCIS doesn’t yet know what users are eligible to serve as Agency
Approver for this transfer. Go back to the About the Transfer
column and be sure that you have selected a record group, a
charge account, a security classification, and a records center. (If
your agency is using the Branch and Agency Defined fields for
access control, be sure that you have selected values for these
fields as well.)

2. Locate the person f http:/ /gpeatest.archives.gov/#SWEApplet3 - Pick Approver - Wind ;|E|
. LG na arting with: —
who will serve as the e "‘““"' e
Agency AppI’OVGI’ fOI’ > ADAMS SUSAN susan.adams@sampleagency.goyv
thls transfer C“Ck >  FARLEY RUSSELL russell farleyi@sampleagency.goy
KIMG CARMER carmen.kingggsampleagency.goy
the arrOW neXt to the Q SANDERSOM  BOB bob.sanderson@sampleagecy.gov
last name to select
it, then click OK. =l
The Agency Approver Last Name and o 5 L LS e
Agency Approver First Name fields will KIMNG =
both be filled in. Agency Approver First Name:
CARMEM

2.4.3 Agency Official

Agency Official is divided into two fields: . . )
Agency Official Last Name and Agency Official | 2R RNCION pel AT
First Name. After you select a value for the Last
Name field, the First Name field will be filled in
automatically.

%
Agency Official First Hame:

To select a name for the Agency Official Last Name field:

1. Click the = button next to the Agency *Agency Official Last Name:
Official Last Name field.

Agency Official First Name:
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The Pick Official window opens.

The window lists all
agency users.

Unlike the Agency Contact
and Agency Approver
lists, this list is not filtered
by access rights, because
it is not necessary for the
official to handle the
transfer in ARCIS. (The
agency official may be a
records officer who does
not work in ARCIS at all.)

Locate the person who
will serve as the Agency
Official for this transfer.
Click the arrow next to the
last name to select it, then
click OK.

The Agency Approver Last Name and

 Guery |
Last Hame =
ADAME
ALTER

CASE

DUNMN
ETHERINGTOMN
EVERETT
FARLEY
FORD
GOODWIN
GRADY
JEMMINGS
KING
MARTINEZ
MCEVOY
ROMERQ
ROYCE
SANDERSON
SUPER
TANG

MWV W VIV VYV Y Y VY Y Y

4

(:‘- http:/ /gpeatest.archives.gov/#SWEApplet1 - Pick Contack - Wi

First Hame
SUSAM
ANDREWY
JEMMIFER
STEVEM
FRANCES
MARGARET
RUSSELL
KEMMETH
JONATHAR
THOMAS
JOAN
CARMEN
MICHAEL
FRED
RICHARD
ALYSEA
BOB
SUSAN
CAROLINE

_o|x|

Work Phone # Email
susan.adams@sampleagency.ooy
andrew.alter@sampleagency.ooy
jennifer.case@sampleagency.goy
steven.dunng@sarpleagency.gov
frances.ethetington@sarmpleagency. gov
margaret everett@sampleagency. gov
russell fatey@sarnpleagency.goy
kenneth ford@sampleagency. gov
jonathan.goodwin@sampleagency.goy
thomas.gradyi@sampleagency.goy
joan.jenningsi@sampleagency.goy
carmen.king@sampleagency.goy
michael. martinez@sampleagency.goy
fred.meevoy@sampleagency.gov
richard.rormero @sampleagency.goy
alyssa.royee@sampleagency.uov
hob.sanderson@sampleagency.goy
susan.super@sarnpleagency.ooy
caroline.yang@sarnpleagency.gov

o

[ Guery |
Last Hame =
ADAMS
ALTER

CASE

DUNN
ETHERIMNGTON
EVERETT
FARLEY
FORD
GOODWIN
GRADY
JEMMIMGE
KING
MARTIMEZ
MCEVOY
ROMERO
ROYCE
SANDERSON
SUFPER
YANG

o[ w]wlulv|v[v]wlvlv]v]v|v|v|v]v| €

'gpeatest.archives.goy/#SWEApplet1 - Pick Contack - W

Finik: m Starting with: — | Bl 1-190f19 B =]

Work Phone #

First Hame
SUSAN
ANDREW
JEMMIFER
STEVEM
FRANCES
MARGARET
RUSSELL
KEMKETH
JOMATHAN
THOMAS
JOAN
CARMEN
MICHAEL
FRED
RICHARD
ALYTSSA
B0B
SUSAN
CARCLIME

_=|o] x|

Email
susan.adams@sampleagency.goy
andrev.alteri@sampleagency.goy
jennifer.casei@sampleanency.goy
steven dunngisampleagency. gov
frances.etheringlon@sampleagency. gov
margaret evereti@@sampleagency. gov
russell farley@sarmpleagency.gov
kenneth ford@sampleagency.goy
jonathan.goodwin@sampleagency.goy
thomas.grady@sampleagency.goy
joan.jennings@s ampleagency.goy
carmen.kingi@sampleagency.goy
michael.martinez@sampleagency.goy
fred. meevoy@sampleagency.goy
richard.romero@sampleagency.goy
alyssa royce@sampleagency.ooy
bob.sanderson@sampleagency.ooy
sUsan.super@sarmpleagency.goy
carolineyangi@sampleagency.gov

{ Cancsl |

Agency Approver First Name fields will

both be filled in.
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TIP: For all of the Agency Personnel fields, if there are more names in
the Pick Name window than can be displayed at one time, you can use
the Find fields at the top of the window to quickly locate the right one. For
example, you can enter the first few letters of the person’s last name, then
click Go.

Find: [EEARETGEREERA | Starting with: @

] ] *Agency Official Last Name:
If only one matching name is found, that name ROMERD =

will be selected and filled in automatically.

Agency Official First Hame:
RICHARD

ﬂ" http://gpeatest.archives.goy/#SWEApplet3 - Pick Contack - Wi

Find: Starting with: [

Last Hame =  First Hame Work Phone # - Email —

If more than one
matching name is

found' a|| the matching > | ROMERO RICHARD (3013 555-1234 richard romero@sampleagency. gov
” b » ROYCE ALYEEA alyssa.royce@sampleagency.gov
names will be

displayed so that you

can select the right =
one.
SHORTCUT: For all of the Agency Personnel *fgency Official Last Name:
fields, you can avoid opening the Pick Name =
window altogether. Simply type the first few letters Agency Official First Name:
of the name into the Last Name field, then press the
Tab key.
*Agency Official Last Hame:
The name will be filled in. PDANS e 2
Agency Official First Name:
SUSAN

(If more than one matching name is found, the window, the Pick Name
window will open automatically and will display all the matching names so
that you can select the right one.)

Page 48



2.5 Filling In the Addresses Section

The bottom part of the Sl Adires . _
ReCOI’dS Transfer fOI’m nadﬁdurf:;;t]:,_:‘:mw %: ﬂ RetfrfngOfl'u:esameasshlpmemFrnmAddress:
collects information about e—— 3 5 E— 5
the addresses associated T — B
with this transfer. -
2.5.1 Shipment From Address
The Shipment From Address fields indicate the address that the transfer is
being shipped from.
The Shi_pment From Shipment From Address
Address will default to Address Line 1- state:
the address that has [RECORDS MANAGEMENT DHSIOF [mD =
been designated as Address Line 2: Country:
primary in the Agency 3601 ADELPHI ROAD |'j15*°* |
Contact’s profile. You CRy: £ Zode:
. |COLLEGE PaRK 20740
can change this address
if necessary by simply entering
new information into the fields.
2.5.2 Retiring Office
The right side of the addresses section collects information about the office
that is retiring the records.
) l_n many cases, t_he office that i_s Retiring Cce same as Shipment From Address:
retiring the records is the same office %
from which the records are being Retiring Office:
shipped. If this is the case for your =
transfer, simply click to put a
checkmark in the Retiring Office
same as Shipment From Address -

box
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When you click anywhere Retiring Office same as Shipment From Address:

else on the page, ARCIS will v
register the checkmark and will Retiring Office:
fill in the Retiring Office field RECORDS MANAGEMENT DIVISION
automatically. 8601 ADELPHI ROAD
COLLEGE PARK
MD - 20740 USA

Retiring Office same as Shipment From Address:

If the retiring office is not ™
the same as the office from Retiring Office:
which the records are being Humnan Resources Division =
shipped, type the name and Sample Agency
address of the retiring office into iﬁm AdElRNI RO a0
the Retiring Office field. DlegRarManang 20E 51

Page 50



2.6 Saving an Unfinished Transfer

If you are unable to complete the records transfer form in one session, you can save
your unfinished transfer and complete it later.

First, be sure you have filled in all the fields marked with a *. These ord Group:
fields must be filled in before an unfinished records transfer form can be  |5p4
saved.

m Records Transfers

Then click Save and Finish Records.lians , :
Later near the top of the SLEaue and Finish Later (o Bask ]| Cortinue |
Records Transfer form Fields marked with * are required before saving your transfer to finish later,

You'll see a message |G| Records Transfers |
confirming that your

unfinished transfer has Request Saved
been Saved and providing Your unfinished records transfer request has been saved. Please make a note of the transfer number.
the transfer number Transfer #: PT-901-2011-0138

| Return to Records Transfers | Created | | Go To Home Page |

On the Records Transfers | Created page, you'll see the unfinished transfer in the
My Workspace view, with a status of “Initiated.”

When you  [EZEA(Fecoris fransters |

t t k Reparts
Wan o Wor Records Transfers | Created
on the tranSfer y My Workspace 4 FRC Workspace
. | . k "_-/ Create records transters; edit the transfers you created. Track records transfers that have been receives i by the FRC.
again, clic
th e tran Sfe r [Create Records Transter | [ Guery for Records Transter |
Agency A A A
number to T L B S e i e S oot S (N s S e & S 2 comut £ approver £ appeotr
Hame First Hame Last Hame First Hame
return to > 901 5A900011 5 azazain PO GOODWIN  JOMATHAN  KING CARMEN
h dS 2011-0139 48 Atlanta
the recor
t f f > [ ey |a0t 54990011 10 azoit FRE - nitiated GOODWIN  JOMATHAN  KING CARMEN
ranster rtorm. .
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2.7 Adding and Deleting Attachments

You can add an attachment—such as a box list or a folder title list—to your records
transfer form. Your attachment can be in any commonly-used electronic file format,
such as a word-processing document, a spreadsheet, or a PDF.

NOTE: Attachments cannot be added to the transfer forms
for classified transfers in ARCIS. If your transfer is classified,
please submit your box list or other attachment via a traditional
method, such as e-mail, mail, fax, or courier.

Whether you submit attachments via ARCIS or another method,
your attachments should not include any text that reveals
national security classified information, information
restricted by exemption B6 of the Freedom of Information
Act, or information subject to the Privacy Act.

You will find the Attachments button in two places:

1. After a transfer has been saved at EZZ0Y| Records Transfers |
least once, the Attachments button

Ri ds Transfi
near the top of the Records P Y
TranSfer form becomes aCt'Ve. Fields marked with = are required befare saving your transfer to finish later.

(Before a transfer is saved, this
button is not active. For information
on saving a transfer, see section 2.6, “Saving an Unfinished Transfer.”)

2. If you are completing the records LIS Records Transfers |
transfer form in one session and

dO nOt need tO save |t fOI’ |ater, Records Transfer —
click Continue. You'll see an Lol L]

Fields marked with * are required befare saving your transfer to finish later.

Attachments button on the next
page. (For more information on the
final steps of the records transfer process, see section 2.9, “Completing a
Transfer.”)
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2.7.1 Adding Attachments

To add an attachment to your transfer:

1. Click the Attachments button.

The Attachments page opens.

At the top of the
page is some
basic informa-
tion about the
transfer you're
working on.

Records Transfer

Fiscal Year: 2011
Records Center: FRC - Atlanta

Attachment Hame

At the bottom is
a list of attach-

{

Transfer #: PT-901-2011-0139

Records Transfer Attachments

m Records Transfers

Records Transfer
Save and Finish Later |m) 0 Back | [ Conti

Fields marked with * are required befare saving your transfer to finish later.

m Records Transfers

Reports
Customer Reference Number:
Security Classification: Unclassified
Security Level: Standard Storage
Mo Records [+ || [52]

Size (In Bytes) Type Modified Comments

ments to this transfer. If you haven’t previously attached anything to this

transfer, the list will be empty.

2. In the Records Transfer Attachments

section, click New.

Records Transfer Attachments

Attachment Hame -

The Attachment Name field appears.

3. Click the 2 icon next to the
Attachment Name field.

Records Transfer Attachments
*Attachment Name: |

Type:
Size {In Bytes):

The Add Attachment window opens.

ﬂ-‘ http://gpeatest.archives.qoy/#SWEApplekl - & =101 x|
. Please specify a File Hame: ;I
4. Click Browse to browse through the File Name: e
folders and files on your computer.
=
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Choose File to Upload e |
Look ir: IE} Transfers j o ¥ -

5. Locate and select the file
you want to attach.

6. Click Open.

\

2

File: name: IPT-SD‘I -2011-139 box list 'l
Files of type: IAII Files [%.7) j Cancel |
¥

The file will appear in the Records Transfer Attachments
. -m | Cancel |
Attachment Name field. [Cancel]

*Attachment NamEilPT—QD1-QD1 1-139 box list I b
Type: Jalmed

Size {In Bytes): a,109

7. If you like, you may enter comments about this attachment in the
Comments field on the right side of the page.

Records Transfer Attachments

*Attachment Name:lPT-Qm-Em 1-139 hox list | Box list indicates which boxes contain
Type: - Comments: Wl=pecial media.
Size {In Bytes): 5,108

Modified: 7 O 27 32 P

8. Click Save.

Regards Transfer Attachments

*Attachment Name: |[PT-901-2011-139 box list b Box list indicates which boxes contain _~|
Type: docx Comments: |special media. _|
Size {In Bytes): §,109 T

Modified: 92802011 03:38:35 PM
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The file will appear
in the list of

attachments for this
transfer.

~ .

m Records Transfers

Records Transfer

Transfer #: PT-901-2011-0139
Fiscal Year: 2011
Records Center: FRC - Atlanta

Records Transfer Attachments
Attachment Hame Size (In Bytes)

PT-901-2011-139 hox list 8,109

Type

docx

IRepnr‘ts

Customer Reference Number:
Security Classification: Unclassified
Security Level: Standard Storage

1-10f1

IE

Modified Comments

Box list indicates which boxes contain

0/28/2011 02:38:28 PM : =
=pecial media.

9. To add more attachments to this transfer, repeat steps 2 through 8.

10.When you are done
adding attachments,
click OK to return to
the Records
Transfer form.

2.7.2 Deleting Attachments

m Records Transfers

Records Transfer

Transfer # PT-801-2011-0139
Fiscal Year: 2011
Records Center: FRC - Atlanta

Lok ]

Records Transfer Attachments
Attachment Hame: Size (In Bytes)

> PT-801-2011-138 boxlist 8,109

To delete an attachment from your transfer:

1. Click the Attachments button.

The Attachments
page opens.

A list of files
currently attached
to this transfer
appears at the
bottom.

Type

docx

Records Transfer

Reports

Customer Reference Number:
Security Classification: Unclassified
Security Level: Standard Storage

1-1af1

I E]

Modified Comments

Box listindicates which boxes contain
special media

9282011 03:38:38 PM

m Records Transfers

Save and Finish Later! 1“!

Fields rarked with * are required befare saving your transfer to finish later.

m Records Transfers

Records Transfer

Transfer # PT-901-2011-0139
Fiscal Year: 2011
Records Center: FRC - Allanta

Records Transfer Attachments
Attachment Hame: Size (In Bytes)

> PT-901-2011-137 boxlist 7,448

> |PT-901-2011-139 boxlist 8,108
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Customer Reference Number:
Security Classification: Unclassified
Security Level: Standard Storage

1-20r2)0 || [F]

Modified
9/28i2011 04:01:50 PM

Comments

Box list indicates which boxes contain

91282011 03:38:38 PM %
special media.



2. Click the arrow next to
the attachment you
want to delete, then
click Delete.

m Records Transfers
Reports |

Records Transfer

Transfer #: PT-801-2011-0138
Fiscal Year: 2011
Records Center: FRCG - Alanta

Records,
ey

sfer Attachments

Attachment Hame
PT-801-2011-137 boxlist

Size (In Bytes)
7448

» |PT-801-2011-138 boxlist |8,109

Type
docx

doex

Customer Reference Number:
Security Classification: Unclassified
Security Level: Standard Storage

1-2of2
Modified
9/28i2011 04.01:50 PM

Comments

Box listindicates which boxes contain

9/28/2011 03:39:38 PM i
special media

Message from webpage

3. Click OK to confirm that you

want to delete this attachment.

The attachment will
disappear from the list
of attachments to this
transfer.

4. Click OK to return to
the Records Transfer
form.

I[=]

X

“_?/ Are you sure you want to delete the selected record in 'Records Transfer Attachments'?

cwen_|

Records Transfer
Transfer #: PT-301-2011-0133
Fiscal Year: 2011

Recorids Center: FRC - Allanta

Records Transfer Attachments

Attachment Hame Size (In Bytes)

> PT-801-2011-139 hoxlist 8,109

Records Transfer

Transfer # PT-901-2011-0139
Fiscal Year: 2011
Records Center: FRC - Atlanta

Records Transfer Attachments

Attachment Name Size (In Bytes)

> PFT-901-2011-133 boxlist 8,109
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docx

Type

doex

Records Transfers

Reparts

Customer Reference Number:
Security Classification: Unclassified
Security Level: Standard Storage

1-10f1

Modified Comments

Box listindicates which boxes contain

972872011 03:38:38 PM :
special media.

m Records Transfers

Reports

Customer Reference Number:
Security Classification: Unclassified
Security Level: Standard Storage

1-10of1

Modified Comments

Boy list indicates which hoxes contain

8r2812011 03:38:38 PM
special media.
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2.8 Completing a Transfer

IEEEN Records Transfers

When you are done filling in the records
transfer form, click Continue. T

Save and Finish Later [ Continue |}

Fields marked with = are required before saving your transfer to finish later.

You'll see a summary page where you can review the data you've entered.

m Records Transfers

GGl Records Transfers
I Repol
Records Transfer
[ save and Finish Later | | | [ cancel Transfer || Forward to Approver |
About the Transfer About the Records Ahout the Records About the Agency Personnel
Transfer #: Disposition: Type of Records: Created By:
PT-901-2012-0005 Temporary TEXTUAL JOAN JENMMGS@EAMPLEAGENCY GOV
Status: \fital Records: Mixed Media: Agency Contact Last Name:
Initiztec Mo Mo FARLEY
Customer Reference # {optional): Disposition Authority: Container Type: Agency Contact First Name:
GRS 9, item 4 Stancard RUSSELL
Record Group: Disposition Date (MMDDYYYY): Container Description: Agency Approver Last Name:
am Q302013 Standard Container KING
Charge Account: 2 Number of Containers: Agency Approver First Name:
54330011 Comnentes 4 CARMEN
Branch: Inclusive Start Date (MMDD/YYYY):  Agency Official Last Name:
102010 ADAME
Agency Defined: Inclusive End Date {MMDD/YYYY): Agency Official First Name:
9302011 sUsan
*Records Center: Description of Records:
RSt GENERAL TRAVEL AND
Security Classification: TRAMSPORTATION FILES
Unclazsified
Security Level:
Standsrd Storage
Privacy Act:
Mo
Shipment From Address
Address Line 1: State: Retiring Office same as Shipment From Address:
8E01 ADELPHI ROAD MD Yes
Address Line 2: Country: Retiring Office:
0o 8601 ADELPH ROAD
City: Zip Code:
COLLEGE PARK 20740 COLLEGE PARK
MD - 20740 USA

If you want to change any of the

(8 Save and Finish Later || Attach it: || Cancel Transfer || Forward to Approver |

data, click Edit in the row of buttons e Teneen
6

near the top of the page.

(You can also save the transfer to finish later, add attachments to the transfer, or
cancel the transfer. For more information about these processes, see sections 2.6, 2.7,
and 2.10.)
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What happens next depends on whether or not you have been designated as the
agency approver for this transfer

2.8.1 If You Are the Approver: Submitting the Transfer

If you are the approver for this transfer, the button Submit to FRC will appear
at right in the row of buttons near the top of the page.

m Records Transfers

Records Transfer

Click Submit to FRC. [ Edit | [ Save and Finish Later | [ Attachments | [ Cancel Transfer‘_ Submit to FRC D

You will see a message confirming that your records transfer request has
been submitted successfully.

Request Submitted

Your records transfer request has been submitted successfully and will be processed by the FRC.

Transfer #: PT-801-2012-0003 Customer Reference Humber:
Fiscal Year: 2012 Security Classification: Unclassified
Records Center: FRC - Atlanta Security Level: Standard Storage

| Return to Records Transfers | Created | | Go to Home Page |

When you return to the Records Transfers | Created page, you'll see the
submitted transfer in the My Workspace view, with a status of “Submitted.”

LN Records Transfers

|Repnrts

Records Transfers | Created

3 Creale records ranater s, el the irsnsfed 8 youl crested Track records transfecs (hal havelaen received by the FRC
:

My Workspace 3 FRC Workspace

| Creste Records Transtes | | Query for Records Transfer |

Agency Agency

Transfer  Record . Fiscal  Charge v . D Mumber of  Records a Approved . Contact  Cortact
p Group ~ Year ~ Account :“""“ Authority ~ Date Containers ~~ Center Croatsd = Stetus o 1\ rac Last First
Hamae Hame:
> PTO0L oo, 2012 SA990011 GRS G, lem 4 9/30/2013 4 ;;Ta?:ia 12062011 EVERETT MARGARET
y (PTE01 g 2012 SA990011 GRS 2,Mlem7 87302017 3 :1?:;1'3 1262011 Inifiated EVERETT MARGARET
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2.8.2 If You Are Not the Approver: Forwarding the Transfer

If you are not the approver for this transfer, you cannot submit the transfer to
the FRC. You must forward the transfer to the approver, who will approve and

submit it. The button Forward to Approver will appear at right in the row of
buttons near the top of the page.

m Records Transfers

Click Forward

to Approver.

Records Transfer

[ Edit | [ Save and Finigh Later | | Attachments | [ Cancel Transfel 1'

You will see a message confirming that your records transfer request has
been forwarded successfully.

Records Transfer

Note: On this screen, the

review” will be changed to

Your records transfer request has been submitted for internal review and approval.

phrase “submitted for internal Transfer # PT-901-2012-0011 Customer Reference Nurnber:
Fiscal Year: 2012 Security Classification: Unclassified
Records Center: FRC - Philadelphia Security Level: Standard Storage

“forwarded for internal
review.” Image will be

replaced after Optimos makes

the screen change.

| Return to Records Transfers | Created | | Go to Home Page |

When you return to the Records Transfers | Created page, you'll see the
forwarded transfer in the My Workspace view, with a status of “Review

Requested.”

[EEEEN| Records Transfers

Records Transfers | Created

My Workspace

FRC Workspace
Create records transfers; edit the transfers you created. Track records transters that hawve fleen received bythe FRC

[ Creste Records Transfer | [ Query for Records Transfer |

Transfer Record Fiscal

# Group Year
PT-901-

> 301 2.0011 a0 2012
PT-401-

> 3012-0010 am 012
PT-901-

> 2012-0009 401 2012

Cust Agency Agency
Charge R:fe?:;f; Disposition Disposition Humber of Records Created Statue Approved Contact Contact
Account 2 Authority Date Containers Center St by FRC Last First
. Hame Hame
GRE 34, item FRC - R eview
SA980011 14 32T 8 Philadelphia 1272014 JEMMINGE JOAMN
SABE0011 GER 9, iterm 4 6/30/2013 & FRG- yogagrz |REVIEW FARLEY  RUSSELL
Philadelphia Reguested
SABG0011 GRS 2, item 7 5172017 4 ERG 142012 | REEW GOODWIN JONATHAN
Atlanta Requested
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NOTE: While the transfer has a status of “Review

Requested’—that is, while it’s in the approver’'s

hands—you cannot make changes to the form. If you

open the form, you will see a “read-only” view.

LN Records Iransfers

Records Transfer
Go lack
Ahowt the Transfer Anout the Records
Transtor 0 Despusition
FT-801-201 20011 Temporary
Status: Vital Records:
Rivisrn Réquasted Mo
Customer Feference # (optional): Disposition Aumhorin:
TS 0, Aem 1A
Pecord Groum: Disposition Date (MMDDNYYYYE
Lo 31207
e gee Account: e
28 " Comemunts:
Brancic
Agency Defined:
*Records Conter:
FRL - Phiacielpin
Sewutity Classificaton:
Unchassifed
Security Leval:
Sandard Sorage
Privacy Act:
1o

If the approver wants you to make corrections, you'll

Aboart the Records

Typee of Hecords:

TEXTUAL

Mixed Media:

o

Comainer Type:

andlard

Coainer Description:

Sanrciard Continer

Mumbies of Comtainess:

§

Inclusie Start Date (MMDDATY)
1A

Inclushe End Date (MMDDYYYY)
12 201

Duscription of Records:
CONTRACTS

Status

see the status change to “Corrections Requested.” Open

the transfer form to make corrections, then forward the

transfer back to the approver.

[kl

Reports

Ahowt the Agency Personnel
Cratid By:

JOAN JENNRG S EANPLEAGENCY GOV
Agancy Conact Last Mame:
Agency Comtact First Name:
JORN

Ay Approver Last Marmee:
WG

Aguncy Apprie First Hama:
CARMEN

Agancy OMicial Last Nama:

Agency Official First Name:
SUSAN

Approved
by FRC

Corrections

Requested

NOTE: The person designated as agency

contact can also open the transfer form,

make corrections, and forward the transfer

back to the approver.

Once the approver has submitted the transfer to the Status “Pl;:l'::"ﬂd
FRC, you'll see the status change to “Submitted.” w

Submitted

NOTE: While the transfer has a status of “Submitted,” neither you
nor anyone else at your agency can make changes to the form. If

you open the form, you will see a “read-only” view.

Page 60



2.9 Next Steps

After you submit your records transfer request, FRC staff will review the form and
will either approve it or request clarification. In either case, the FRC will get in touch
with the person who has been designated as the agen