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HMS Relocation Type - Move

The Move relocation type in HMS documents the significant move of records, usually from one facility to another.  This relocation type can be used for the following reasons:
· Special storage needs like cold storage
· Regionalization
· Moving of records from one NARA facility to another 
The Move relocation type is different from the Transfer relocation type.  Physical custody of the records remains the same, but the physical location changes.  In the Transfer relocation, physical custody of the records changes from one unit to another.

HMS Steps
1. Navigate to Relocation tab.
2. Choose Move as Relocation type.
3. Query for and select appropriate Record Group number.
4. Originating Archival Unit will default to user unit.
5. Query for and select the Record Entry that will be moved.
6. Choose Transfer Reason – Regionalization, Special Storage Needs, or Other.
a. If Special Storage Needs is chosen, choose appropriate reason in Special Storage Needs field.
b. If Other is chosen, explain reason for move in Other Reason field.
7. Fill out Shipping Instructions and Comments as necessary.
8. Navigate to Assets tab.
9. Choose assets that will be moved.  If all assets are being moved, hit Add All Assets. If individual assets are being moved, you can either click Add next to that asset, or highlight the assets and click Add Selected Assets.
10.  Update asset locations through Space Allocation or manually. 
11. Once Assets are added, change the Status to Closed.  This closes the Relocation, and keeps a permanent documentation of the move. 
12. Check ARC or DAS to determine if they need to be updated.  
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HMS Relocation Type - Disposal

The Disposal relocation type in HMS documents the disposal of records and the reason for disposal.  You must complete a Disposal Relocation in order to change a record entry status to Disposal.  Refer to NARA 1540 for Deaccessioning and Disposal of Archival Federal Records and your units guidance.

HMS Steps
1. Navigate to Relocation tab.
2. Choose Disposal as Relocation type.
3. Choose appropriate Disposal Type from the following options:
a. Temp
b. Non Record Material
c. Reappraisal
d. Freeze
e. Duplicates
f. Other
4. Fill in Disposition Authority and Freeze Code fields as necessary.
5. Query for and select appropriate Record Group number.
6. Query for and select the Record Entry that will be disposed.
7. Originating Archival Unit will default to user unit.
8. Include any pertinent information about the disposal in the Comments field or Notes tab. Attach any necessary documentation.
9. Navigate to Assets tab.
10. Choose assets that will be disposed.  If all assets are being disposed, hit Add All Assets. If individual assets are being disposed, you can either click Add next to that asset, or highlight the assets and click Add Selected Assets.
11. Once Assets are added, change the Status to Closed.  This closes the Relocation, and keeps a permanent documentation of disposal of records.

HMS
HMS Relocation Type – Offsite Storage
Standard Operating Procedures

   _________________________________
	
[image: ]    
      _________________________________

	
	Prepared by:

	
	HMS Operating Procedures Working Group


NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
November 16, 2011
  Version-1.0

Document Change Log

	HMS  Processing Standard Operating Procedures Change Log

	Version
	Date of Change
	Sections Impacted 
	Summary of Changes
	Changed by

	
	
	
	
	· 




HMS Relocation Type – Offsite Storage

The Offsite Storage relocation type in HMS documents the move of records from the originating unit’s physical location to an offsite storage facility.  
It is similar in function to the Move relocation type, but allows for more specific documentation of the movement of records to offsite storage.
HMS Steps
1. Navigate to Relocation tab.
2. Choose Offsite Storage as Relocation type.
3. Query for and select appropriate Record Group number.
4. Originating Archival Unit will default to user unit.
5. Query for and select the Record Entry that will be moved offsite.
6. Choose Transfer Reason if necessary.
7. Fill out Shipping Instructions and Comments as necessary.
8. Navigate to Assets tab.
9. Choose assets that will be moved to offsite storage.  If all assets are being moved, hit Add All Assets. If individual assets are being moved, you can either click Add next to that asset, or highlight the assets and click Add Selected Assets.
10. Once Assets are added, change the Status to Pending Shipment.
11. Navigate to Space Allocation tab.
12. Click New button. Select Permanent Staging in Location Category. Archival Center will default to user’s archival center. A different one can be chosen if necessary. In Facility select appropriate facility. In Staging Location, choose the appropriate staging area.
13. Click Assign Selected Options then Shelve all Assets.  This changes the location to a permanent staging area at the Offsite storage site.
a. If specific locations for Offsite Storage facility are available in HMS, these locations can be used if desired.
14. When records are shipped, change Status to Shipped.  This closes the Relocation, and keeps a permanent documentation of the move to offsite storage.
15. Navigate to Record Entry tab.
16. Query for record entry that will be moved offsite.
17. Navigate to Assets tab.
18. Change location of moved assets to appropriate staging area.  For example, Lenexa for Archives II textual holdings is A2-02-LENEXA-01
a. If specific locations for Offsite Storage facility are available in HMS, these locations can be used if desired.
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HMS Relocation Type – Reallocate

The Reallocate relocation type in HMS documents the reallocation of records from one record group to another.  It is also the only way to change the record group of a record entry or specific assets in HMS. The Archival Unit associated with the record entry or asset(s) will not change. There are two options for reallocating in HMS: Reallocate-Record Entry and Reallocate-Assets.

Reallocate-Record Entry – All assets in the record entry will be reallocated to a new record group. The record entry number may or may not change.
1. Navigate to Relocation tab.
2. Choose Reallocate-Record Entry as Relocation type.
3. Query for and select appropriate Record Group number of the record entry you are reallocating.
4. Query for and select appropriate Record Group number the record entry will be reallocated into.
5. Originating Archival Unit will default to user unit.
6. Query for and select the Record entry that will be reallocated.
7. The system will automatically fill in the Finding Aid # and Record Entry # fields.
8. Select the new Finding Aid prefix/suffix and Record Entry prefix/suffix that the original record entry will become.
9. Navigate to Assets tab.
10. Hit Add All Assets. 
11. Once Assets are added, change the Status to Closed. 
12. The record group for the record entry will now be changed to the new record group selected in the Relocation.
13. Check ARC or DAS to determine if they need to be updated.  

Reallocate-Assets – Specific assets from a record entry will be reallocated to a new record group, and become part of an existing record entry.
1. Navigate to Relocation tab.
2. Choose Reallocate-Assets as Relocation type.
3. Query for and select appropriate Record Group number of the record entry you are reallocating.
4. Query for and select the Record entry that will be reallocated.
5. Query for and select appropriate Record Group number the record entry will be reallocated into.
6. Query for and select appropriate Record Entry Name the selected assets will become a part of.
7. The system will automatically fill in the Record Entry number.
8. Originating Archival Unit will default to user unit.
9. Choose assets that will be moved.  You can either click Add next to a specific asset, or highlight the assets and click Add Selected Assets.
10. Once Assets are added, change the Status to Closed.
11. The selected assets will appear in the chosen record entry.  They will no longer appear in the original record entry.
12. Check ARC or DAS to determine if they need to be updated.  
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HMS Relocation Type - Reassignment

The Reassignment relocation type in HMS allows the user to move assets from one record entry to another record entry.  It retains all attributes of the Asset ID including location, container number, and folders/items.  The asset(s) must be reassigned to a record entry in the same record group.  If the record group of the asset needs to be changed, use the Reallocate relocation type.

HMS Steps
1. Navigate to Relocation tab.
2. Choose Reassignment as Relocation type.
3. Query for and select appropriate Record Group number.
4. Originating Archival Unit will default to user unit.
5. In the Source Record Entry Name field, query for and select the record entry that the asset currently belongs to. Source Finding Aid # and Source Record Entry # will be filled in automatically.
6. In the Destination Record Entry Name field, query for and select the record entry that the asset will become a part of. Destination Finding Aid # and Destination Record Entry # will be filled in automatically.
7. Navigate to Assets tab.
8. Choose assets that will be moved.  If all assets are being moved, hit Add All Assets. If individual assets are being moved, you can either click Add next to that asset, or highlight the assets and click Add Selected Assets.
9. Once Assets are added, change the Status to Closed.  This closes the Relocation, and moves the assets to the new record entry.
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HMS Relocation Type – Transfer

The Transfer relocation type in HMS documents the transfer of physical and legal custody of records from one NARA unit to another.  Transfer is different from the relocation type Move, which documents a significant move of records, not custody.  The Originating Archival Unit will create the Relocation, and the Destination will ultimately accept and close it.
HMS Steps
Originating Archival Unit
1. Navigate to Relocation tab.
2. Choose Move as Relocation type.
3. Query for and select appropriate Record Group number.
4. Originating Archival Unit will default to user unit.
5. Query for and select the Destination Archival Unit.
6. Query for and select the Record Entry that assets will be transferred from.
7. Fill out other fields as necessary.
8. Navigate to Assets tab.
9. Choose assets that will be moved.  If all assets are being moved, hit Add All Assets. If individual assets are being moved, you can either click Add next to that asset, or highlight the assets and click Add Selected Assets.
10. Change Status to Pending Approval.
Destination Archival Unit
1. Once the Status has been changed to Pending Approval, the Destination Archival Unit will see the Process Relocation link next to the Request Relocation link. Clicking this link will bring you to the set of relocations generated from other units.
2. Choose the appropriate Relocation.
3. Change Status to Approved. 
a. If the Transfer is rejected, change Status to Denied.  This will close the Relocation, and the transfer will end.
Originating Archival Unit.
1. Once the Status has been changed to Approved, the Originating Archival Unit changes Status to Shipped.   There are no further actions needed from the Originating Archival Unit.

Destination Archival Unit
1. Under the Process Relocation link field, change Status to Records Received.  
2. Under the New Record Entry Name, choose the appropriate series the assets will become a part of.  Finding Aid # and Record Entry # will be filled in automatically. 
3. Change Status to Closed. The assets have been transferred to another unit and the Relocation is complete.
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