Using ERA to Schedule Records 
(Lesson 1 Scenario: Creating a Records Schedule)

	Scenario #
	Scenario Objective

	C1-01
	· Create a new Records Schedule using the data provided below


Records Schedule:  “General Info” Tab
	Field


	Value
	

	*Records Schedule ID
	[System Generated]

	Schedule Subject
	Humanitarian Assistance Correspondence and Policy Files


	*Agency or Establishment
	State – Department of

	*Legacy Data
	No

	*Legacy Schedule Number
	

	Status
	Draft

	*Internal Agency Concurrences will be Provided
	No

	*Record Group
	

	Records Schedule Applies to
	Major Subdivision

	*Major Subdivision
	Bureau of Political-Military Affairs

	Minor Subdivision
	Office of Humanitarian Assistance


	Background Information
	n/a

	GAO Concurrence
	n/a

	*Records Scheduler Name
	Your Name

	*Records Scheduler Title
	Records Officer

	*Contact Persons Name
	John Jones

	*Contact Persons Title
	Desk Officer

	*Contact Persons Phone
	202-333-7777

	*Contact Persons Email
	john.jones@state.gov


(Lesson 2 Scenario: Creating a Temporary Item)

	Scenario #
	Scenario Objective

	C1-02
	· Create a Temporary Item using the data provided below


ITEM 1
	Field


	Value
	

	*Title
	Chronological Files

	Item ID #
	[system generated]

	Description
	Correspondence files containing copies of all incoming and outgoing correspondence

	Does agency have an associated manual?
	Yes, DOS Records Manual, File Code: HA1.0

	Manual ID
	DOS Records Manual

	File Code
	HA1.0

	GAO Concurrence Required?
	No

	Is this a change to an approved schedule?
	Yes

	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 fiscal year 

	Transfer to Inactive Storage
	[Section Title]

	Records to which these transfer instructions apply
	n/a

	Transfer to
	Transfer to the Washington National Records Center 1 year after cutoff

	Time after cutoff when transfer occurs
	n/a

	Estimated First Transfer
	n/a

	Retention Period
	[Section Title]

	Additional Information
	[Section Title]   NONE


(Lesson 4 Scenario: Creating an Overview with two items underneath it - a Permanent Item and a Temporary Item)

	Scenario #
	Scenario Objective

	C1-03
	· Create an overview with a Permanent Item and a Temporary Item using the data provided below


OVERVIEW 1
	Field


	Value
	

	Overview Title Level 1
	Policy Files

	Overview Description Level 1
	All files related to policy development, including correspondence, memorandums, and related documentation.


ITEM 2 (UNDER OVERVIEW 1)
	Field


	Value
	

	*Title
	Bureau Copy

	Item ID #
	[system generated]

	Description
	Recordkeeping copy of all policy documents

	Does agency have an associated manual?
	Yes, DOS Records Manual, File Code: HA1.1

	Manual ID
	n/a

	File Code
	n/a

	GAO Concurrence Required?
	No

	Is this a change to an approved schedule?
	No

	Is this item media neutral?
	No

	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

	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
	01/01/2011

	Transfer to NARA for Accessioning
	[Section Title]

	Accession Instructions
	Accession 25 years after cutoff.

	*Estimated Date of First Accession
	01/01/2031

	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
	n/a

	Estimated Current Volume:  Paper
	15 cubic feet

	Estimated Current Volume:  Microform
	n/a

	Estimated Current Volume:  Traditional Special Media
	n/a

	Estimated Current Volume:  Unknown
	n/a

	Annual Accumulation:  Electronic/Digital
	n/a

	Annual Accumulation:  Paper
	5 cubic feet

	Annual Accumulation:  Microform
	n/a

	Annual Accumulation:  Traditional Special Media
	n/a

	Annual Accumulation:  Unknown
	n/a

	First years of records accumulation
	2005

	End year of records accumulation
	Records are still being accumulated.


ITEM 3 (UNDER OVERVIEW 1)
	Field


	Value
	

	*Title
	All other copies

	Item ID #
	[system generated]

	Description
	All other copies of humanitarian policy documents

	Does agency have an associated manual?
	Yes, DOS Records Manual, File Code: HA1.2

	Manual ID
	n/a

	File Code
	n/a

	GAO Concurrence Required?
	Requested

	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
	Destroy when 6 months old

	Transfer to Inactive Storage
	[Section Title]

	Records to which these transfer instructions apply
	

	Transfer to
	

	Time after cutoff when transfer occurs
	

	Estimated First Transfer
	

	Retention Period
	[Section Title]

	
	

	
	

	
	

	Additional Information
	[Section Title]   NONE
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