Using ERA to Schedule Records 
(Lesson 6 Scenario: Submitting a Records Schedule for Certification)

	Scenario #
	Scenario Objective

	C1-03
	· Submit the Records Schedule below for certification


(Lesson 7 Scenario: Reviewing and Approving a Schedule as a Records Appraiser)

	Scenario #
	Scenario Objective

	C1-04
	· Review and approve the Records Schedule below


Records Schedule:  “General Info” Tab
	Field


	Value
	

	*Records Schedule ID
	[System Generated] DAI-0059-2008-0005

	Schedule Subject
	Politico Military Affairs Records


	*Agency or Establishment
	State – Department of

	*Legacy Data
	No

	*Legacy Schedule Number
	

	Status
	Draft

	*Internal Agency Concurrences will be Provided
	No

	*Record Group
	059

	Records Schedule Applies to
	Major Subdivision

	*Major Subdivision
	Bureau of Politco Military Affairs

	Minor Subdivision
	Office of Arms Transfer and Export


	Background Information
	This office is responsible for preventing the export of materials where export would prove injurious to U.S. national security.

	GAO Concurrence
	

	*Records Scheduler Name
	Jane Doe

	*Records Scheduler Title
	Records Manager

	*Contact Persons Name
	Mary Jones

	*Contact Persons Title
	Bureau Chief

	*Contact Persons Phone
	202-555-1212

	*Contact Persons Email
	mjones@state.gov


OVERVIEW 1
	Field


	Value
	

	Overview Title Level 1
	Briefing Books

	Overview Description Level 1
	Briefing reports and background materials relating to defense trade issues. 


ITEM 1 (UNDER OVERVIEW 1)
	Field


	Value
	

	*Title
	Created by Headquarters Offices

	Item ID #
	[system generated]

	Description
	

	Does agency have an associated manual?
	Yes

	Manual ID
	Records Management Handbook V 1.0

	File Code
	A240317a

	GAO Concurrence Required?
	No

	Is this a change to an approved schedule?
	No

	Is this item media neutral?
	Yes

	Do any of the records covered by this item currently exist in electronic format(s) other than e-mail and word processing?
	No

	*Final Disposition
	Permanent

	Cutoff Instructions
	Cut off at end of calendar year in which created.

	Transfer to Inactive Storage
	[Section Title]

	Records to which these transfer instructions apply
	

	Transfer to
	Specific FRC (WNRC)

	Time after cutoff when transfer occurs
	5 years

	Estimated First Transfer
	2008

	Transfer to NARA for Accessioning
	[Section Title]

	Accession Instructions
	Accession 10 years after cutoff.

	*Estimated Date of First Accession
	2009

	If records are not transferred to NARA physical custody when legal custody is transferred, specify institution that will maintain physical records
	

	Additional Information
	[Section Title]

	Estimated Current Volume:  Electronic/Digital
	

	Estimated Current Volume:  Paper
	

	Estimated Current Volume:  Microform
	

	Estimated Current Volume:  Traditional Special Media
	

	Estimated Current Volume:  Unknown
	

	Annual Accumulation:  Electronic/Digital
	

	Annual Accumulation:  Paper
	2 cubic feet

	Annual Accumulation:  Microform
	

	Annual Accumulation:  Traditional Special Media
	

	Annual Accumulation:  Unknown
	

	First years of records accumulation
	1990

	End year of records accumulation
	Records are still being accumulated.


ITEM 2 (UNDER OVERVIEW 1)
	Field


	Value
	

	*Title
	Created by Regional Offices

	Item ID #
	[system generated]

	Description
	

	Does agency have an associated manual?
	Yes

	Manual ID
	Records Management Handbook V 1.0

	File Code
	A240317b

	GAO Concurrence Required?
	No

	Is this a change to an approved schedule?
	No

	Is this item media neutral?
	Yes

	Do any of the records covered by this item currently exist in electronic format(s) other than e-mail and word processing?
	No

	*Final Disposition
	Temporary

	Cutoff Instructions
	Cut off at end of calendar year in which created.

	Transfer to Inactive Storage
	[Section Title]

	Records to which these transfer instructions apply
	

	Transfer to
	Will not be transferred.

	Time after cutoff when transfer occurs
	

	Estimated First Transfer
	

	Retention Period
	[Section Title]

	
	Destroy when no longer needed.

	Additional Information
	[Section Title]   NONE


ITEM 3 (UNDER OVERVIEW 1)
	Field


	Value
	

	*Title
	Created by Other Offices

	Item ID #
	[system generated]

	Description
	

	Does agency have an associated manual?
	Yes

	Manual ID
	Records Management Handbook V 1.0

	File Code
	A240317c

	GAO Concurrence Required?
	

	Is this a change to an approved schedule?
	

	Is this item media neutral?
	

	Do any of the records covered by this item currently exist in electronic format(s) other than e-mail and word processing?
	

	*Final Disposition
	

	Cutoff Instructions
	

	Transfer to Inactive Storage
	[Section Title]

	Records to which these transfer instructions apply
	

	Transfer to
	Will not be transferred.

	Time after cutoff when transfer occurs
	

	Estimated First Transfer
	

	Retention Period
	[Section Title]

	
	Destroy when no longer needed.

	
	

	
	

	Additional Information
	[Section Title]   NONE


OVERVIEW 2
	Field


	Value
	

	Overview Title Level 1
	Munitions Case Files

	Overview Description Level 1
	Clearances on requests by private companies to export defense related items.


ITEM 4 (UNDER OVERVIEW 2)
	Field


	Value
	

	*Title
	Significant Case Files

	Item ID #
	[system generated]

	Description
	Includes cases that garner national media attention.

	Does agency have an associated manual?
	Yes

	Manual ID
	Records Management Handbook V 1.0

	File Code
	A245539a

	GAO Concurrence Required?
	No

	Is this a change to an approved schedule?
	No

	Is this item media neutral?
	Yes

	Do any of the records covered by this item currently exist in electronic format(s) other than e-mail and word processing?
	No

	*Final Disposition
	Permanent

	Cutoff Instructions
	Cut off at end of calendar year in which case closed.

	Transfer to Inactive Storage
	[Section Title]

	Records to which these transfer instructions apply
	

	Transfer to
	Will not be transferred

	Time after cutoff when transfer occurs
	

	Estimated First Transfer
	

	Transfer to NARA for Accessioning
	[Section Title]

	Accession Instructions
	

	*Estimated Date of First Accession
	

	If records are not transferred to NARA physical custody when legal custody is transferred, specify institution that will maintain physical records
	

	Additional Information
	[Section Title]

	Estimated Current Volume:  Electronic/Digital
	

	Estimated Current Volume:  Paper
	50 cubic feet

	Estimated Current Volume:  Microform
	

	Estimated Current Volume:  Traditional Special Media
	

	Estimated Current Volume:  Unknown
	

	Annual Accumulation:  Electronic/Digital
	

	Annual Accumulation:  Paper
	10 cubic feet

	Annual Accumulation:  Microform
	

	Annual Accumulation:  Traditional Special Media
	

	Annual Accumulation:  Unknown
	

	First years of records accumulation
	2003

	End year of records accumulation
	Records are still being accumulated.


ITEM 5 (UNDER OVERVIEW 2)
	Field


	Value
	

	*Title
	Routine Case Files

	Item ID #
	[system generated]

	Description
	All cases not deemed “significant.”

	Does agency have an associated manual?
	Yes

	Manual ID
	Records Management Handbook V 1.0

	File Code
	A245539b

	GAO Concurrence Required?
	No

	Is this a change to an approved schedule?
	No

	Is this item media neutral?
	Yes

	Do any of the records covered by this item currently exist in electronic format(s) other than e-mail and word processing?
	No

	*Final Disposition
	Temporary

	Cutoff Instructions
	Cut off at end of calendar year in which case closed.

	Transfer to Inactive Storage
	[Section Title]

	Records to which these transfer instructions apply
	

	Transfer to
	Specific FRC (WNRC)

	Time after cutoff when transfer occurs
	5 years

	Estimated First Transfer
	2008

	Retention Period
	[Section Title]

	
	Destroy when no longer needed.

	Additional Information
	[Section Title] NONE


ITEM 6
	Field


	Value
	

	*Title
	Daily Activity Reports

	Item ID #
	[system generated]

	Description
	Submissions by offices summarizing their daily activities.



	Does agency have an associated manual?
	Yes

	Manual ID
	Records Management Handbook V 1.0

	File Code
	A246839

	GAO Concurrence Required?
	No

	Is this a change to an approved schedule?
	No

	Is this item media neutral?
	Yes

	Do any of the records covered by this item currently exist in electronic format(s) other than e-mail and word processing?
	No

	*Final Disposition
	Temporary

	Cutoff Instructions
	Cut off at end of calendar year in which created.

	Transfer to Inactive Storage
	[Section Title]

	Records to which these transfer instructions apply
	

	Transfer to
	Specific FRC (WNRC)

	Time after cutoff when transfer occurs
	3 years

	Estimated First Transfer
	2008

	Retention Period
	[Section Title]

	
	Destroy 5 years after cutoff.

	Additional Information
	[Section Title]  NONE


ITEM 7
	Field


	Value
	

	*Title
	Munitions Control System Database



	Item ID #
	[system generated]

	Description
	Contains a listing of munitions-related items being sent to foreign countries.  Data assists in controlling munitions sales licenses; maintaining technical data on arms, ammunition, and implements of war, and related materials; and generating reports to Congress on values of munitions control list items license or shipped.  Included are fields for participants in the transaction, foreign end users, and intermediate companies.

	Does agency have an associated manual?
	Yes

	Manual ID
	Records Management Handbook V 1.0

	File Code
	A248392

	GAO Concurrence Required?
	No

	Is this a change to an approved schedule?
	No

	Is this item media neutral?
	No

	Limitation?
	Disposition instruction only applies to electronic records.

	Do any of the records covered by this item currently exist in electronic format(s) other than e-mail and word processing?
	Yes

	Exist as structured data?
	Yes

	*Final Disposition
	Permanent

	Cutoff Instructions
	Cut off at end of calendar year.

	Transfer to Inactive Storage
	[Section Title]

	Records to which these transfer instructions apply
	

	Transfer to
	Will not be transferred.

	Time after cutoff when transfer occurs
	

	Estimated First Transfer
	

	Transfer to NARA for Accessioning
	[Section Title]

	Accession Instructions
	Accession 5 years after cutoff.

	*Estimated Date of First Accession
	2010

	If records are not transferred to NARA physical custody when legal custody is transferred, specify institution that will maintain physical records
	

	Additional Information
	[Section Title]

	Estimated Current Volume:  Electronic/Digital
	50 MB

	Estimated Current Volume:  Paper
	

	Estimated Current Volume:  Microform
	

	Estimated Current Volume:  Traditional Special Media
	

	Estimated Current Volume:  Unknown
	

	Annual Accumulation:  Electronic/Digital
	15 MB

	Annual Accumulation:  Paper
	

	Annual Accumulation:  Microform
	

	Annual Accumulation:  Traditional Special Media
	

	Annual Accumulation:  Unknown
	

	First years of records accumulation
	2005

	End year of records accumulation
	Records are still being accumulated.


These items will look like this in the hierarchy tree:
Briefing Books


Created by Headquarters Offices


Created by Regional Offices


Created by Other Offices

Munitions Case Files


Significant Case Files


Routine Case Files

Daily Activity Reports

Munitions Control System Database

Page 1

