Using ERA to Transfer Records Scenario 
(Lesson 1 Scenario: Creating a Transfer Request)
	Scenario #
	Scenario Objective

	C2-01
	· Create a Transfer Request from blank using the data provided below


Create a Transfer Request

General Info Tab

	Field


	Value
	

	General Info
	[Section Title]

	*Transfer Request ID
	[System Generated]

	*Creating Agency/ Establishment
	[System Generated]

	Major Subdivision
	Bureau of the Census

	Minor Subdivision
	[System Generated]

	Record Group Number
	[System Generated]

	Transfer Group Description
	This is the annual October Education Supplement file

	*Records Schedule Item
	[Attach Records Schedule Item]  
Records Schedule Item ID #: N1-29-86-003 (will appear as Schedule Subject ID in Records Schedule search)

	Agency Manual ID
	n/a

	Agency File Code
	n/a

	LTI
	[System Generated]

	*Legacy Data
	No

	*Legacy Transaction Number
	n/a

	Security Scan
	No

	Status
	[System Generated]

	Disposition Authority
	[Section Title]

	Records Schedule Item Title
	[System Generated]

	*Inclusive Date:  From
	August 24, 2005


	*Inclusive Date:  To
	August 27, 2005


	Series Title
	Current Population Survey (CPS) Topical Supplement Files



	Cut-off Instructions
	If a public use copy of the CPS monthly tape(s) is sent to DUSD for distribution, DUSD will transfer a copy of the public use tape(s) and documentation when the data is made available to the public.



	Access Restrictions
	[Section Title]

	*Access Restrictions
	Unrestricted

	Specific Access Restrictions
	n/a

	Security Classification
	n/a

	Special Markings
	n/a

	Statutory Citation
	n/a

	Access Restriction Note
	n/a

	Privacy Act Notice Number
	n/a

	Transferring Agency Official
	[Section Title]

	First name
	Eric

	Last Name
	Smith

	Title
	Branch Chief

	E-mail
	Eric.C.Smith@census.gov

	Phone
	301-763-4464

	Record Type
	[Section Title]

	*General Record Type
	Data Files, Textual Records

	*Disposition Code
	n/a

	ERM Categories
	n/a

	Freeze Code
	n/a

	Level of Service
	n/a


Transfer Details Tab

	Field


	Value
	

	General Info
	[Section Title]

	Transfer Group ID
	[System Generated]

	*Transfer Group Description
	[System Generated]

	*Transfer Group Disposition Date
	June 27, 2008

	Cut-Off
	n/a

	Revised Disposition Date
	n/a

	*Current Physical Location of Records:  Agency Location
	No

	*Current Physical Location of Records:  Location
	National Archives at College Park – Archives II (College Park, MD)

	*Current Physical Location of Records:  Current Custodial Unit
	NMWE Electronic and Special Media Records Services Division

	*Current Physical Location of Records:  Agency Name and Address
	National Archives at College Park, 8601 Adelphi Rd., College Park, MD  20740-6001

	*Destination Physical Location of Records:  Agency Location
	National Archives at College Park – Archives II (College Park, MD)

	*Destination Physical Location of Records:  Custodial Unit Destination
	NWME Electronic and Special Media Records Services Division

	Transfer Method
	[Section Title]

	Electronic Records Transferred by Electronic Means
	n/a

	Electronic Push/Electronic Push
	n/a

	Estimated Volume
	n/a

	Electronic Transfer on Physical Media
	Yes

	Quantity
	1

	Media type
	Optical Disk: Compact Disk; Paper

	Description
	?

	Media Disposition
	Return to Agency 

	Physical Transfer of Non-Electronic records
	n/a

	Quantity
	n/a

	Record Type
	n/a

	Description
	n/a

	List of Containers
	[Section Title]

	# of Containers
	1

	Container Type
	CD Jewel Case – Single Disc 


	Contact Person
	[Section Title]

	First Name
	Artina

	Last Name
	Venning

	Title
	Records Manager

	Phone
	301-763-0101

	E-mail
	artina.venning@census.gov


Original Order Tab

	Field


	Value

	Method of Records Management
	[Section Title]

	Application Managed Records
	No

	File System Managed Records
	Yes

	File system defines the order
	Yes

	Folders map to File Plan
	No

	Folders map as described
	No


(Lesson 2 Scenario: Reviewing and approving a Transfer Request)

	Scenario #
	Scenario Objective

	C2-02
	· Review and approve the Transfer Request created in the Scenario from Lesson 1


(Lesson 4 Scenario: Creating a New Legal Transfers Instrument)
	Scenario #
	Scenario Objective

	C2-04
	· Create a New Legal Transfer Instrument using the Transfer Request created in the Scenario from Lesson 1
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