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2016 Annual Move

12,207 Transfer Requests loaded on October 1

Represent 177,873.8 cubic feet

Records from 13 FRCs to 19 NARA archival units
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Presentation Notes
Welcome.  We appreciate your participation today on the topic of using ERA to transfer your agency’s permanent records stored in Federal Records Centers (FRCs) to the legal custody of the National Archives. 

We will mute the phones which will help sound quality.  Please type your questions into Chat, and we will pause periodically to check them.  At the end you will have an opportunity to ask questions on the phone and by chat.

This presentation is an overview of what you will see when you work with Transfer Requests created in ERA for the “Annual Move.”  It will only cover agency actions in ERA up through the Proposal of the Transfer Request to NARA for approval.

I hope you all have had an opportunity to do the on-line ERA Training at archives.gov for Transferring Records, Lessons 1 & 2, and to review the ERA Agency User Manual. Lesson 1 of the on-line training includes Overview, Demonstration and Guided Practice modules.  There are also brand-new video training aids available, including five short video FAQs on using ERA to transfer records to NARA (running between 1:41 minutes and 4:29 minutes), and a video of the live instructor training for the ERA Boot Camp – Part 2, Transferring in ERA (1 hour, 7 minutes).   

The ERA Agency Users Manual is available on archives.gov and has extensive appendixes.  See Chapter 7, part F, for information on Annual Move Transfer Requests specifically.  The lessons and the manual contain extremely valuable information that is useful to everyone involved with transferring permanent records to NARA.  If you haven’t had the chance to review those materials yet, I encourage you to do so while the webinar is fresh in your memory.  Users have reported that having the User Manual open and handy when you work through the Lessons is helpful.

In 2016, NARA loaded 12,207 Transfer Requests into ERA on behalf of agencies for permanent records stored in Federal Records Center that are eligible for transfer in 2016.  These TRs represent records from 13 FRCs destined for 19 NARA archival units for 177, 873.8 cubic feet.


FRC Transfers in ERA

Draft Transfer Requests (TRS) for eligible FRC Transfers

Created by NARA from data derived from ARCIS

One FRC ARCIS transfer = one ERA Transfer Request

Agency responsible for reviewing and proposing TRs

Corrected information must be provided to FRCs and in ERA
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Annually, NARA provides Draft Transfer Requests (TRs) for records that are eligible for the next routine transfer for records stored in Federal Records Centers (FRCs). These TRs are systematically created in ERA. The data in these Transfer Requests is derived from data in the FRC operating system, ARCIS, and records schedules in ERA.  One TR is created for each FRC/ARCIS transfer.  If an original transfer was broken-out or split into separate ARCIS records, each breakout will have a separate TR.

It is each agency’s responsibility to review each TR for accuracy and make all appropriate updates. If the information on the draft TR differs from the correct information, the agency must update the TR and provide the correct information to the FRC where the records are held. The FRCs will not receive notification of updates or corrections from ERA. 

Each agency has already received advance lists of the FRC transfers eligible which contain the pertinent ARCIS data.



FRC TRANSFER IN ERA — SEQUENCE VIEW

Box 2. Agency reviews and updates Box 3. Agency submits
Box 1. NARA TR; then submits TR to NARA.
creates a “ Draft” TR to Agency Records Officer. TR updates from
Transfer Request (TR) TR updates from “Submitted for Agency
from ARCIS data “Draft” to “Submitted for Agency Approval” to
Approval” “Proposed”

Transferring Agency Agency Approving
Official Official

Box 4. NARA receives, reviews,
and accepts or rejects
“Proposed” TR. If accepted, TR
is “Approved.”

Box 6. NARA
Box 5. Ship records completes internal
work processes

Box 7. NARA electronically signs TR Accepting
Physical Custody of the records. ERA system
automatically creates Legal Transfer Instrument (LTI) at
this point.

Box 8. NARA completes standard
accessioning procedures and
“Approves” the LTI.

Red = actions taken by NARA staff, including FRC
Blue = actions taken by NARA/archival accessioning staff Note: One TR created for each FRC transfer

Yellow= actions taken by agencies
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Draft TRs should be reviewed by the Transferring Agency Official (TOA) and submitted to the Agency Approving Official. 

The Agency Approving Official reviews the TRs and submits to NARA for approval.

This is a very high-level flow chart which, of course, does not include either internal agency processes or NARA processes for review.


Search for Annual Move TRsS

Log in as Transferring Agency Official
Search: Advanced Search

Business Object: Transfer Request
Keyword: “2016 Annual Move”
Status: Draft

Record Group Number: ####
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Search the TRs in Draft status :

There are a number of ways to locate the Transfer Requests created for your agency or record group in ERA. The ERA system does not create notifications or tasks for TRs in Draft status.  One approach, using the P2016 Annual Move as an example, is the following: 

Staff with the Transferring Agency Official role should login to the system 
Select Search 
Select Business Object: Transfer Request (TR) 
Select Advanced Search 
In Keywords, type or paste: “2016 Annual Move” 
In Record Group, type the Record Group Number, using four digits: for instance: 0012 
Click Search 

ERA should return the Transfer Requests generated for that Record Group for the 2016 Annual Move.   If you know you have only a small number of transfers and/or a single record group, using the keyword search alone should work for you.


 


Search for TRs in Draft Status
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Status: - Select one -
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You may limit your search by selecting a specific status or set of statuses, e.g. Draft, and other criteria or keywords.  If you use additional keywords, you will get better search results if you put the character string in quotation marks.  

Limiting your search request by Business Object, Keywords, and other criteria will give a more accurate and quicker result.  See Appendix H in the User Manual for Search instructions and examples, and for tables for Basic and Advanced Search Properties.

Note the Download function on the Search screen.  You may download to an Excel spreadsheet either the Brief set of download fields or the Full set of download fields for each record in your search results.   The “Brief” download includes 44 fields including Status, ERA Disposition Authority, FRC Transfer Number, Volume, Inclusive Dates, Records Type, Box Numbers, Transfer Group Description, Access & Use Restrictions,  and dates of actions.   “Full” download includes all fields, including Disposition Date, and action data for Transfer Requests. .  See Appendix I in the User Manual for additional information on Search with Download, including suggested search criteria.

When downloading search results, especially Full download, keep in mind that downloading hundreds or thousands of records will take several minutes.  Be sure to limit your search criteria to those records you actually need.  




Search Results

Search

Search Home = Search Results =

Search Results For : Transfer Reauest (TR

Back to Top Transfer Reguest (TR 1 thru 30 of B9
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The Search Results will display the ERA generated Transfer Request ID#, the ERA Disposition Authority,  and the FRC Transfer Number, among other fields. 

To view a TR, click on the TR number and then View. 

Unless you have the role for your agency of Transferring Agency Official, do not “surf”  and “save” the TRs in ERA.  Opening the TR associates  that specific TR with the user by populating  the Transferring Official fields in the Contact Information tab with information from that  person’s User Profile.  If you “Cancel” the TR, this Contact Information will not be saved.  



Search Results
for Stratified Billing Customers

¥} Search - NARA
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Search Results:

Note that the ERA Transfer Group Description field contains:
ARCIS Series Description and 
ARCIS Charge Code Description

Also the Download Full Search Results and Download Brief Search Results buttons are visible above the Search Results.  



Search Strategies
for Stratified Billing Customers
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For  agencies that use the Federal Records Centers stratified billing option, there is additional data available and additional search parameters that will help you narrow your search results.  

For Federal Records Center customers using Stratified Billing, agency staff searching for TRs in ERA need to be familiar with their agency charge code descriptions.
Standard search results will display the ERA Transfer Request ID, the Transfer Group Description, and the FRC Transfer Number (Transaction Number)

Here is an example of search criteria for “2013 Annual Move” TRs with a NASA charge code description for “Goddard Space Flight Center”.



Transfer Request
General Information Tab

art.1 Lynn.'= . Home | wiew Frotile | Help | FAL | About | Log oot

Search Home = Search Results =

Transfer Regquest TR-0038-2011-0065 status Draft

| & zave || T view POF || Cancel - Select Next Action - [+

* - Reguired fisld

eI Transter Details Contact Information Signatory Information Related Azsets Attachments

IGeneral Information

# Eispgsition Authority | DAL-0038-2010-0020-0001 # Electronic Legacy Data: INC'
LMkt

# Agency or Establishment: I Department of the Mavy

# Record Group: | 0038 - Records of the Office of the Chief of Maval Operations

Major Subdivizion:

Minar Subdivision: General Information Tab:

Manual Citation General Information Section:

Manual Citation Manual Title

Review the populated fields. You may enter
data about the Major Subdivision and
Minor Subdivision if the correct information
is known.
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When reviewing all the data in the TR, please keep in mind that some fields are editable and others are not.   As always, it is prudent to save after each tab is reviewed. 

General Information Tab: 
General Information Section: 

Disposition Authority Number field contains the ERA system generated ID number for the Authority.  For “born in ERA” records schedules, this number will begin with “DAA.” 
For records schedules approved previously, this system number will begin with DAL (Disposition Authority Legacy) and corresponds to the SF 115 and item number of the actual authority.  This appears on the TR as the Legacy Disposition Authority Number and can be seen on the next slide.  
Review the populated fields. 
You may enter data about the Major Subdivision and Minor Subdivision if the correct information is known for the unit that created the records.  Note that these fields do not refer to the Major or Minor Subdivisions or units of the person reviewing the TR.
Manual Citation may or may not be present.  Field is not editable.

Disposition Authority is the foundation of each TR.  If the Disposition Authority is incorrect, a new TR must be created.  Contact NARA at annual.move@nara.gov if this is the case. 
  
A note about ERA Records Schedules:  DAL numbers are ERA system assigned numbers.  They are associated with specific “legacy” records schedule items that already exist,  most familiar as SF 115 and SF 115 item numbers.   This information is entered into ERA by NARA staff, not agencies.  DAA numbers are also system assigned, but are the disposition authority numbers for “born in ERA” records schedules.  Data for “born in ERA” authorities is entered by the agency.






Transfer Request

General Information Tab: continued

Home

ot | Log Out

'| te

Search Home = Search Results =

Transfer Reguest TR-0038-2011-0065
| Sawve | | E‘u’iew FOF | | Cancel

statuz Draft

-- Select Next Action — [+

# Transfer Group

Description: Incoming Correspondence

LTI

Legacy Disposition
Authority Mumber:
# Type of Legal Transfer:

N1-038-96-003/3

Annual FRC Mave V

Tran=zaction Type

# Security Scan:

TRER

Type of Legal Transfer: Annual FRC
Move must be selected.

Add

Tranzaction Mumber Type Tranzaction Mumkber

Transaction Type: Records Center

# | Records Center Transfer Mumber v # WW053-93-0006

Transfer Number (also known as the FRC

accession number) is populated in the
Transaction Number Type and

<

Transaction Number fields

Disposition Authority
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General Information Tab (continued):
Transfer Group Description:  derived from ARCIS data (Series Description, and in some cases, Charge Code Description)
Legacy Disposition Authority Number:  SF 115 and SF 115 item number
Type of Legal Transfer:  “Annual FRC Move” is pre-populated and must not be changed
Security Scan:  “No” is pre-populated and must not be changed

Transaction Type Section:  
Records Center Transfer Number (also known as the FRC accession number) is populated in the Transaction Number Type and Transaction Number fields. 




Transfer Request
General Information Tab: still continued

Home rofile | Help hout | Log Ot

A

1 e
Search Home = Search Results = ReCOTdS SChedUIe Item T|t|e |S from the
Transfer Reauest TR-0038-2011-0065 Records Schedule.

| Sa\re || ﬂ‘u’iewPDF || Cancel

Disposition Authority

Review dates for accuracy.

Records Schedule tem Tte:  Incoming Correspondence Inclusive Dates

+ From: |1.l“| Moo =
* To |12::31r1991 =

Access Restriction

# Sccess Restriction Restricted - Fully |
Status: o

# Specific Access FOIL (h(1) Mational Security # Security Classification: Secret
Restriction:

Special Marking: Statutory Ciation:

Access Restriction: Review this section very carefully. The data in these fields is
derived from ARCIS, but may be incomplete or require updating.

- To edit a field, click on the ellipsis and arrow buttons to select the correct access
information. It is essential that this information is accurate.

- You may add an Access Restriction Note. If you select Other, you are required to
type a note.

Access Restriction Mote:
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Disposition Authority Section:
	Records Schedule Item Title is from the Records Schedule.
	Dates are the Inclusive Dates in ARCIS from the SF 135 information provided by the agency.  Review them for 	accuracy.

 Access Restriction Section: Review this section very carefully. The data in these fields is derived from ARCIS, but may be incomplete or require updating. It is essential that this information be correct. 

It is the responsibility of the agency to ensure that all access restriction information is complete and accurate, including Privacy Act,  and all FIOA exemptions.  The new “ERA Video FAQ : Transferring Records #2. How do I identify access restrictions such as FOIA exemptions on a Transfer Request in ERA?” will be helpful.

To edit a field, click on the ellipsis and arrow buttons to select the correct access information.   You may chose values and update these fields even though they are gray.  
You may add an Access Restriction Note. If you select Other, you are required to type a note. 

If the records are or were National Security Classified, then complete and attach NARA 14130, Classified Records Transfer Checklist.

If the National Security classification level is higher than what is indicted on the TR, contact the FRC storing the records immediately.

Again, one of the new “ERA Video FAQs on Transferring Records #3 covers the topic “How do I identify classified records on a Transfer Request in ERA?”  and the on-line training Lesson 1, Creating a Transfer Request, demonstration has a good section on this.






Transfer Request
General Information Tab
Updating Access Restriction Information

Home | “iew: Prof

Transfer Feauest TR-0483-2014-0200 To update Specific Access Restriction field, click
| Eoee || Bomror || canse on ellipses to open pick list. Use green arrow to
choose the correct information, then Save.

Access Restriction
e

Use the same process to update Security
g R | Classification and Special Marking fields.

# Specific Access FOIA (5] Persanal Infarmation j D

Restriction:
Shecizl Marking | Statutary Citation: ‘

Selection

i Selected
Accezs Restrictio | [Freecom of Information Act (FOIA) j D FiOI&, (k)(B) Personal Information
FOLA (h1) National Securty

FOL (kiC2) Internial Personnel Rules and Practices

2 T
FOL (h(5) Inter Intra-agency hemarandums or Led
Privacy Act Motic FOI (k7Y Law Enforcement j
O EALL A3 B dedinn o S mnows icicn af Einansiol Inok i

# Federal Register

Use Restriction
e

# |lze Restriction: I Undetermined 2 I

Specific Use Restriction:

[

# Li=e Restriction hote: Lincetermined is the default value for TR generated by MARA for agency review and approval for the annual move. Please select é/’ Edit
(5 more appropriste use restriction where approptiste.
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To update Specific Access Restriction field, click on ellipses to open pick list.  Use green arrow to choose the correct information, then click Confirm.  

Use the same process to update Security Classification and Special Marking fields.




NA 14130
Classified Records Checklist

Complete one NA Form 14130 for each TR/FRC
transfer

Checklist may be found at:
http://www.archives.gov/declassification/ndc/form
s/na-14130.pdf
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Complete one NA Form 14130 for each TR/FRC transfer of classified or previously classified records.  Do not list multiple FRCs transfers (or breakouts or splits) on a single NA Form 14130.

Checklist may be found at: http://www.archives.gov/declassification/ndc/forms/na-14130.pdf



Classified Records Transfer Checklist

_ _
/ [ na-14130.paf
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NATIONAL
DECLASSIFICATION
CENTER

Classified Records Transfer Checklist

The National Declassification Center (NDC) requests agencies provide documentation certifying a review for declassification
and referrals has been completed as required by Executive Order 13526 and the Special Historical Records Review Plan (Public
Laws 105-261 and 106-65).

These criteria are outlined on NA Form 14130, Classified Records Transfer Checklist. This form, or a comparable form created
by your agency containing the same information, must be completed in its entirety for each classified accession proposed for
transfer to the National Archives. The completed form must accompany each ERA Transfer Request (TR) as an attachment

(or Agreement to Transfer Records to the National Archives (SF 258) if special circumstances merit use).

Questions concerning the attached form should be directed to Don McIlwain, FOIA and Mandatory Review Chief, NDC at (301)
837-0587 or David Mengel, NDC Deputy Director, at (301) 837-1975.

Agency:

Agency ID #: Agency Declassification Manager:

FRC Transfer Number: Phone Number:

Series/Collection Title:

Box Numbers:

Disposition Authority:

1. Have these records been reviewed for declassification in accordance with section 3.3 of E.O. 13526 and 32 CFR section

2001.30§?
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The Classified Records Transfer Checklist includes contact information for National Declassification Center staff who can answer questions about the form.


Transfer Request
General Information Tab
Access Restrictions: Privacy Act Notice (Yes)

Transfer Reguest TR-0115-2014-0008 status Draft

| n Save | | E\Iiew FDF | | Cancel | I—- Select Mext Action -- LI

Jreverae o -

# Too |1 23 Meas o

I Restricted - Fully - I

FolA, (B)(6) Personal Information

Statutory Citation:

# Agency System Mumber: I

# Federal Register wolume: I # Federal Register Page I
Mumber:

Use Restriction

*# Use Restriction: Uncetermined ¥ For the Privacy Act Notice Number field, if Yes is

Spectie e Resticten selected, the Agency System Number, Federal
Register Volume and Federal Register Page
Number fields are required.

=
Uncletermined is the default value for TRs generated by MA,
& more appropriate use restriction where appropriste.
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Privacy Act Notice Number field will show “Yes” if ARCIS data indicates the records are covered under the Privacy Act.  
If Yes is selected, the Agency System Number, Federal Register Volume and Federal Register Page Number fields are required.   For Annual Move TRs, the agency must fill in these fields.
Also, when records are part of a Privacy Act System of Records, Access Restriction is “Restricted-Fully” and Specific Access Restriction is “FIOA (b)(6) Personal Information”.

If no Privacy Act information is included in the records, no additional information is needed in this set of fields.




Y Transfer Request
General Information Tab
e Restriction

Home | Wigww Frotile | Help | FAL | Aot | Log Out

Search Home = Search Results =

Transfer Regquest TR-0038-2011-0065 status Draft

| Save | | E\Jiew FOF | | Cancel | -- Select Mext Action -- V
Access Restriction klote: m

Use Restriction: Review this section very carefully. There is no data in ARCIS regarding

use restrictions. The default for the field will be Undetermined and there will be a
fivaey Astriies - default Use Restriction Note message. If you select anything other than Unrestricted,
Federal Renister vor— the Use Restriction Note field is required.

Use Restriction

# ze Restriction: Undetermined

Specific Use Restriction:

# ze Restriction Mate: ;
Undetermined is the default value for TRs generated by NARA for agency review and
approval for the annual move. Please select a more appropriate use restriction where rag, Spell

applicable. chedk
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Use Restriction: Review this section very carefully. There is no data in ARCIS regarding use restrictions. The default for the field will be “Undetermined “ and there will be a default Use Restriction Note message. 
If you select anything other than Unrestricted, the Use Restriction Note field is required. 
 Use restriction refers to copyright, donor, trademark, and other restrictions on how the records may be reproduced by researchers—not  access to the records.  If you select anything other than Unrestricted, the Use Restriction Note field is required.
For instance, copyrighted photos or images of Smokey Bear (trademarked) may not be freely reproduced by researchers.  If the restriction is whether the records may be accessed or by whom, use the Access Restriction Section fields to indicate this. 






Transfer Request
General Information Tab

Home | Wigww Frotile | Help | FAL | Aot | Log Ot

Search Home = Search Results =

Transfer Regquest TR-0038-2011-0065 status Draft

| nSa\re || EViewPDF || Cancel -- Select Mewxt Action -- | W |

# Use Restriction: Undetermined

- T

Records Type: Review for accuracy and make the necessary edits. To edit a field, click
on the ellipsis and arrow buttons to select the correct General Records Type. Only one
selection will be derived from ARCIS data, but if additional records types are known, they ]

should be added.
¥ chack

Specific Uss

# Uze Restr

Records Type

# General Records Type: Tesxtual Records

| ESa\re || EViewPDF || Cancel -- Zelect Mext Action -- V
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Records Type Section: 
Review for accuracy and make the necessary edits. To edit a field, click on the ellipsis and arrow buttons to select the correct General Records Type. 

Only one selection will be derived from ARCIS data, but if additional records types are known, they should be added. 

The Records Type Section concludes the General Information Tab.  Save, then click on the Transfer Details Tab.

Pause for CHAT questions.



Transfer Request
Transfer Detalls Tab

Haime | riofile | Help | F ot | Log Ot

Search Home » Search Results = Transfer Details Tab:
Trenster Reuest TR-0038-2011-0C  Transfer Details Section: Includes the Transfer Group Description from the General

: : Information Tab. The Disposition Date will usually be January 15t of the year for which the
| Save | | EVIEW FLF | | Cance

records are eligible for transfer, e.g. 1/1/2015.
Current Physical Location of Records: The agency location should always be No.

General Information | AR Destination Physical Location of Records: Do not change this information.

Transfer Details

Transfer Group
Description:

Cutaff:

Agency Location:

Location:

Current Custodial Lnit:

Location:

Current Physical Location of Records

Destination Physical Location of Records

Destination Custodial Unit: | paCT2P - Archives | Processing Section

IRCORING CORRES s Wik

I = # Tranzter Group Disposition Date: 112013 [

Mo [v]
Wiashington Mational Records Center (Suitland, MDY
MY - Wiashington Mational Recards Certer (Suitland, OO v

Mational Archives st College Park - Archives Il (College Park, MDY
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Transfer Details Tab: 
o Transfer Details Section:  
Includes the Transfer Group Description from the General Information Tab.
The Cutoff date is not needed.
The Disposition Date will usually be January 1st of the year for which the records are eligible for transfer,  e.g. 1/1/2015. 

Current Physical Location of Records: The agency location should always be “No.”
Current Custodial Unit:  The FRC in which the records are stored.  Do not change this information without consulting with the appropriate FRC.
 
Destination Physical Location of Records:  Do not change this information. NARA will edit this data if needed.



Transfer Request
Transfer Detalls Tab
Transfer Method

Home | Hrofile | Help | FA oLt | Log ot

Transfer Regquest TR-0038-2011-0065 status Draft

| n Sawve | L@View FDF | | Cancel -- Select Mext Action -- [V]

4 Transfer Method

Electronic Means

|:| Electronic Records Transterred by Electronic Means

Physical Means

|:| Electronic Recards on Physical Medis Pheyezical Transfer of Mon-Electronic Records

# Physical Media Types - Hon-Electronic Records

Add

Tranzfer Media Type Contziner Description

Transfer Method will always
be Physical Means.

|:| Microfiche Guantity iz number of containers

Container Description is
entered by NARA.

List of Containers
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Transfer Method Section:
Transfer Method will always be Physical Means.
Electronic Records Transferred by Electronic Means should never be checked. 

Physical Media Types:  
For both electronic and non-electronic records, Quantity will be the number of containers.
This will be indicated in the Container Description field.


Transfer Request
Transfer Detalls Tab
List of (Eongainers

Home ot | Log Out

0 e
Search Home = Search Results =

Transfer Reguest TR-0038-2011-0065 status Draft
| n Sawve | | E‘u’iew FOF | | Cancel |

‘ List of Containers Section:

ERA will calculate the volume
from the number and type of
containers.

-- Select Next Action - [+ |

List of Containers

Add

Depth Height YWidth

Mumber of ] . -
Container Type Container Descrigption e TEEE nehzs]

Container s

F % |1 FRC-S FRC Carton, Standard [15.0 fto12s [1225

23

Details of the List of Containers

Total Mumber of 1 Total Container Yolume Container Mumbers:
Containers: (cubic feet):

-- Select Next Action -- [+

| uSa\re || EViewPDF || Canecel



Presenter
Presentation Notes
List of Containers Section: 
Number of Containers,
Container Type, and 
Container Numbers are derived from ARCIS.

 Any changes in Number of Containers or Container Type will change the calculation for Total Container Volume. 

List of Containers Section concludes the Transfer Details Tab.  Save, then click on the Contact Information Tab.

Pause for Chat questions.




Contact Information Tab

Transter Reguest TR-0038-201 1-0065 Sabus EH'EII'-T

= P 1) i POF Cancal — Select Nt Action — |

Gentral nfcemation | Transfer Defads WP ESSRUVLESNE | Sionalory information | Relsted Aspels | Aachments

Transferring Agency Cificial

Firsd Mame B Lazi harte Smith
Tither Records Linsion 123-458-Ta80

Ernad jare. smithiEnavy.mil Dopartrmont of tha Nawvy

Agency Approving Official

Firsi Marre |

Transferring Agency Official: These fields populate from the User Profile except for the Agency
field, which is derived from ARCIS. Please update your User Profile if needed.

Agency Approving Official: These will fields populate from the User Profile after the Agency
Approving Official submits the TR to NARA.

NARA Contact: Leave these fields blank. These will be completed by NARA staff if needed.
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Contact Information Tab: 

Transferring Agency Official: These fields populate from the User Profile  except for the Agency field. This data populates from the agency associated with the records.  Please verify the data is correct.  If needed update your User Profile in ERA.   This section will fill in with the User Profile information of the first user to open the TR. If you are not your agency’s designated Transferring Agency Official and accidently open the TR first, be sure the exit or “cancel” the TR without saving it.  Then the TR will auto populate the User Profile information of the next user to open it.  


Agency Approving Official: These fields populate from the User Profile after the Agency Approving Official submits the TR to NARA. 
NARA Contact: Leave these fields blank. These will be completed by NARA staff if needed. 







Contact Information Tab
Other Contacts (Agency/NARA)

o Rl

iy’

Search Home » Search Results =

Transfer Reguest TR-0507-2014-0003 status Draft

‘ Save ‘ EUiewPDF H Cancel |--SeledNe>dAction-- vI

HARA Contact

Firat Mame: Lt Mame: |

Title: Phane; I

Email: Apency: I

Other Contacts (AgencyHARA)

Add

Firzt Mame Lazt Mame Title Phane Emil

r |2U14 Annual Mave EF.4 - System Geners  |1-877-372-9594 IERAHelp@nara.gov

Other Contacts: The first Other Contacts set of fields will pre-populate with information about the
specific Annual Move and the ERA Help Desk. Please do not alter this information. You may add any
additional contacts.
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Other Contacts Section: 
These fields will pre-populate with information about the specific Annual Move and the ERA Help Desk. Please do not alter this information. 
You may add any additional contacts. 

Other Contacts Section concludes the Contact Information Tab.  Save, then click on the  Signatory Information Tab.





Transfer Request
Signatory Information Tab

Search Home = Search Results =

Tranzfer Request TR-0507-2014-0003

Signatory Information tab: These fields will
automatically populate from system
| Esae || Bviewror || cancer | [-s=cti  information and User Profiles.

" =Required field

General Information | Transfer Detailz || Contact Information v Infar Related Azsets || Attachments

Signatory Information

Diate Action By Title Organization

1002102013 2014 Annual Move ERA - System Genetated Mational Archives and Records
Acminiztration

Terms of Agreement

The records described ahove are deposited in the Mational Archives of the United States in accordance with 44 S .C. 2107 The transferring entity certifies that any restrictions on the use
of these records are in conformance with the requirements of 5 1.5 .C. 552,

In accordance with 44 U.S.C. 2108, custody of these records becomes the responzibility of the Archivist of the United States st the time of transter of the records. iz agreed that these
recards will be administered in accordance with the provisions of 44 US.C. Chapter 21, 36 CFR Xl 36 CFR Part 1256 and such ather rules and regulstions as may be prescribed by the
Archivizt of the United States (the Archivist). Unless specified and justified above, no restrictions of the uze of theze recards will be imposed other than the general and specific restrictions
onthe use of the records in the Mational Archives of the United States that have been published in 36 CFR Part 1236 or inthe Guide to the Nabional Archives of the United States.

The Archivist may destroy, donate, or atherwise dispose of any containers, duplicate copies, unused forms, blank stationary, non-archival printed or processed material, or other non-record
materialin any manner autharized by lavw or regulstion. Without further consent, the Archivist may destroy deteriorsting or damaged documents after they have been copied in a form that
retains all of the information in the origingl document. The Archivist will use the General Records Schedule and any applicable records disposttion schedule (SF 115) of the transterring
agency to dizpose of non-archival materials contained in this depost.

‘ [ save | 'EviewPDF H Cancel ‘ --SelectNextAdion--j
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Signatory Information Tab: 
These fields will automatically populate from system information and user profiles. 
The first entry will indicate that the TR was generated by the ERA system for a specific FRC move.

Additional entries will appear as the TR moves through the submission and approval process.

This tab also contains the Terms of Agreement to legally transfer records to the National Archives.  

The Terms of Agreement Section concludes the Signatory Information Tab.  Next, you may view the Related Assets Tab.







Transfer Reguest
Related Assets Tab

Home ot | Log Out

0 e
Search Home = Search Results =

Transfer Reguest TR-0038-2011-0065
| n Sawve | | E‘u’iew FOF | | Cancel

statuz Draft

-- Select Next Action - [+ |

* = Required figld
General Information | Transter Details Contact Information Sigratory Information

Attachments
Related Assets

Mo related objects found.

| ESa\re || EViewPDF || Cancel

-- Select Next Action - |+ |

Related Assets Tab: No Related Assets will
be listed until the TR has been approved by
NARA. Related Assets include Disposition

Authority and Transfer Processing Results
business objects.
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Related Assets Tab:
Related  assets include Disposition Authority and Transfer Processing Results business objects.
No related assets will be listed until the TR has been submitted by the agency to NARA. 
 After the TR has been submitted to NARA, related assets may be viewed.



Transfer Request
Attachments Tab

Home ot | Log Out

— tE ' Attachments Tab: You may add attachments,
Search Home = Search Results = such as a box list.
Transfer Reguest TR-0038-2011-0065

_ After you upload an attachment, click the
[ Bome |[ Buimeor J[ cme | Refresh button to see it displayed. e |

" = Required field
General Information | Transter Details Contact Information Sigratory Information Related Aszets

Add an Attachment

File Mame: Browsze..

File Deszcription:

List of Attachments

|_efesn_ |

| HSa\re || EViewPDF || Cancel --SelectNex‘tAdinn--[v]
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Attachments Tab: 
You may add attachments such as additional documentation.
 After you upload an attachment click the Refresh button to see it displayed. 
This is where NARA 14130 for classified or formerly classified records should be attached.
No agency action needed for box lists:  if you are a non-U.S. Courts Federal Agency, you do not need to attach a box list or a copy of the SF 135 Transmittal Form.  NARA FRC and archival staff will see that this documentation is passed from the FRCs to the archival units.  If the receiving archival unit needs more information, they will contact you.

Pause for Chat questions.



Transfer Request
Submit for Agency Approval

@ View Transfer Request: TR-0441-2011-0046 - NARA

File Edit wiew History Bookmarks Tools Help

@ c fot |_] hkkp: /v, cat . era.nara, gov)sbafpages/tritr-edit, ispraction=viewfobjectID=1.2-1,3-201 108, 10513580bj: |7

2] Most Visited |_] Getting Started |5 | Latest Headlines

I_-] ¥Yiew Transfer Request: TR-0441-201...

Home | Wieww Profile | Help | FA,

Search Home = Zearch Results =

Transfer Reguest TR-0441-2011-004&
| T view POF | | Caneel |

Transferring Agency Official

First Marme:

ILynn Stewvart A Last Matne: ILynn Stewart A

|Test Liser. Fhone: |1 23-45-E7ED

ILynn.Stewar‘t A@@Imco . com AgEency: IDepar‘tmerﬂ of Education

Title:

Email:

Agency Approving Official

First Marme: IFor Last Marme: ILYnn

Title: IJob Title Fhone: |1 11-222-55556

Once your review is complete and you are ready to submit
the TR for approval by your Agency Approving Official:
First Mame: ° Save TR
e « Select Submit from the dropdown menu

* Click Go

The TR is Submitted for Approval to the Agency Approving
Official.

HARA Contact

Email:

F G Movell. | ) Micros,..  [ERTERRSN () Pa01z... || [ Micros... | Qy Group... i P D BN 554 am
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Once your review is complete and you are ready to submit the TR for approval by your Agency Approving Official: 

Ensure that all required fields are filled in correctly.
Save TR 
System will prompt for blank required fields.  These must be completed before the TR can be submitted.
Select Submit from the dropdown menu 
Click Go 

The TR is Submitted for Approval to the Agency Approving Official. 




Transfer Request
Propose TRs to NARA

Agency Approving Official may Propose a
TR for Approval by NARA. ERA will provide a
task notification indicating that action needs to
be taken on a particular TR. An Agency
Approving Official may also reject a TR
which will then return to Draft status.

Agency Approving Official may also have
the Transferring Agency Official role.
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Only an Agency Approving Official may Propose a TR for Approval by NARA.   Please note that an Agency Approving Official may also have the Transferring Agency Official role. An Agency Approving Official may also reject a TR which will then return to Draft status. 

Task notifications and e-mail notifications will only occur if the User Profile is set up for them.  They may be turned on or off.  





Transfer Request
Search for Submitted for Agency Approval

c

9 Search - NARA
File Edit View History Bookmarks Tools Help
(. 1Search 52

nara.goy | Htos: /e era nara gov/sba/nages/general feearch-2-view 5o

Search
Search Home = Sgarch Results =

Search

Hide Input

Search for. | Transfer Request (TR) ~ Keyword(s] |*2012 Annual Move” Results per page

Transfer Reguest IDx | Status:

Disposition Suthority | Legacy Transfer Re
THumker: Inclicator:
Agency or Establizhmert: | -- Select one -

Record Group Mumber: |

Tranzaction Mumber Type: | - Select one — - | Transaction MNumbet: ‘

Destination Physical | | Destination Custadial Unit: ‘
Lacatian

Crested By: |

oste Tyos: Geation Date I ne| Agency Approving Official may search for TRs ir
the

Status Submitted for Agency Approval, or set the User
Profile

to receive a Task Notification/e-mail indicating that
action

To perform Mext Action on multiple &sset(s), y needs to be taken On a particular TR .

Search Resufts For - Transier Request (TR

Back to Top Transfer Request (TR):

£y - e [ ” rovell Graup M Saarch - [ARA [4 & Arnual Move
7 start = I - MARA Annua
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To find a TR an Agency Approving Official may consult their Notifications/e-mail or may search for TRs in Submitted for Agency Approval status. 



Transfer Reguest
Submit to NARA

®) View Transfer Request: TR-0255-2013-0410 - NARA

File Edit View Hi

Welcome Lynn StewartNASA

ory Bookmarks Tools Help

Search Create

H

Transfer Request TR

General Information

‘General Information

Manual Citation

Manual Citation

# Transfer Group
Description

of Legal Transfer:

sults >

-0255-2013-0410

Transfer Details | Contact Information

Annual FRC Move _v

Home | View Profile | Help | FAQ | About | Log Out

ired fiekd
Signatory Inforfration || Related Assets.

Wanual Title

The Agency Approving Official submits the
TR to

NARA for approval.
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The Agency Approving Official can then submit (Propose) the TR to NARA, or reject the TR, which will return to draft status. 

Lesson 2 of the on-line training:  Submitting a Transfer Request to NARA has a good section on this.







Transfer Reguest
Terms of Agreement

';’} View Transfer Request: TR-0255-2013-0410 - NARA

File Edit View History Bookmarks Tools Help
View Transfer Request: TR-..
€ ©10.19.51.68

Search Home » Search Results >

ut | Log Out

Transfer Request TR-0255-2013-0410

View FDF

status Submitted For
Submit - E

e | Information

Transfer Detais | Contact information || Signatory nformation | Related Assets || Attachments |

General Information
—_—

# Disposition Authority
Number.
# Agency or Establishment

# Record Group: |?

I—IF

Minor Subdivision: |_

Major Subdivision:

Manual Citation

Manual Citation

# Transfer Group
Description

LT

Legacy Disposition
Authority Number.
# Type of Legal Transfer:

Transaction Txﬁ

N1-255-10-004 / 101/A

Annual FRC Move _~¥

D% Terms of Agreement for Submit Action

IT Please select the check box to indicate your acceptance and click Continue to proceed.

The records described above are deposited in the Natianal Archives of the United States in accordanc
U.5.C. 2107. The transferring entity certifies that any resirictions on the use of these records are in ot
with the requirements of 5 U S.C. 552. In accordance with 44 U 5.C. 2108, custody of these records t
responsibilty of the Archivist of the United States at the time of transfer of the records.  is agreed the
records wil be administered in accordance with the provisions of 44 U.5.C. Chapter 21, 36 CFR XI, 3¢
1256 and such other rules and regulations as may be prescrived by the Archivist of the United States
Archivist). Unless specified and justified above, no restrictions of the use of these records will be imp
than the general and specific restrictions on the use of the records in the National Archives of the Uni
have been published in 38 CFR Part 1256 or in the Guide to the National Archives of the United States.
may destroy, donate, or oiherwise dispose of any containers, dupiicate copies, unused forms, blank s
non-archival printed or processed material, or other non-record material in any manner authorized by |
regulation. Without further consent, the Archivist may destroy deteriorating or damaged documents af
besn copied in a form that retains all of the information in the original document. The Archivist will use

Records Schedule and any applicable records disposition schedule (SF 115) of the transferring agenc
of non-archival materials contained in this deposit

Continue

# Security Scan

W=

» To propose a TR for NARA approval,
the Agency Approving
Official must accept the Terms of
Agreement for transfer to NARA and
must have the legal authority to do so.
» Accept the Terms of Agreement:
Select Submit
Check the Terms of Agreement
check box
Click Continue
Click Go
» The status of the TR will change
to Proposed.

Transaction Number Type

Transaction Number

[T # | Records Center Transfer Number _x

# |F255-01-0042

[ 1]
e 5@ 1=K

o B8 el=
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To propose a TR for NARA approval, the Agency Approving Official must accept the Terms of Agreement for transfer to NARA and must have the legal authority to do so.  This is the legal offer of the records to NARA by the agency.

Accept the Terms of Agreement by taking the following steps: 
Select Submit 
Check the Terms of Agreement check box 
Click Continue 
Click Go 

The status of the TR will change to Proposed.

The TR will appear in the Task Notifications for NARA staff as Ready For Approval.

Records cannot be shipped or moved to archival storage until after NARA has approved the Transfer Request.



Transfer Reguest
Use SAMO to Propose TRsS

An Agency Approving Official may also use the Single Action,
Multiple Objects (SAMO) function to submit multiple Transfer
Requests to NARA for approval or to reject them.

To approve multiple TRs using SAMO:
- SAMO works best using the FireFox browser

-Filter the search results by status: Submitted for Agency
Approval

-Select the TRs you wish to approve by either clicking on the
check boxes next to each TR or by using the Select All
feature next to the filter

-Click Submit
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An Agency Approving Official may also use the Single Action, Multiple Objects (SAMO) function to submit multiple Transfer Requests to NARA for approval or to reject them. 

To approve multiple TRs using SAMO: 
Filter the search results by status: Submitted for Agency Approval 
Select the TRs you wish to approve by either clicking on the check boxes next to each TR or by using the Select All feature next to the filter 
Click Submit 



Transfer Reques
Select TRs for SAMO

Search Results For : Transfer Reguest (TR)

Filter for TRs by Submitted for Agency
Backto Top  Transfer Reguest (TR) Approval status.
-Select the TRs you wish to approve by either
To perform Mext Action on multiple Asset(s), vou must fiter your search by a =single status. clicking on the ChECk bOXES next to each TR

Status: | Submitted For Agency Approval _~ | or

elect: Al on page Mone —_ e ong— ¥ .
Seiect Al Ao pace I [=Seecione — =] -Use the Select All features next to the filter .
S| Chee Select Submit, then Go.
—— Check Terms of Agreement check box
Dizposition Authority Status Agenc_'y or CI|Ck Cont“’]ue
Number Establishment .
Click Go

Transfer Reguest ID=-

TR-0255-2013-04132 DAL-0255-2008-0002-0001 Submitted Mational
For Aeronautice MANAGEMENT Lenter
Agency and Space OFFICIALS Johnson Transfer
Approval Administration Space Center Mumber

TR-0255-2013-0405 DAL-0255-2010-0003-0014 Submitted MNational 5 15 AGRMT MEMO Records F255-06-0008
For Aeronautics OF UNSTD Johnson Center
Agency and Space Space Center Transfer
Approwval Adminigtration Number

TR-0255-2013-0378 DAL-0255-201 3-0001-0001 Submitted Mational x5 TECH ENGR DOC Records F255-95-0047
For Aeronautics FILES Johnson Center
Agency and Space Space Center Transfer
Approval Administration Number

TR-0255-2013-0313 DAL-0255-2013-0001-0001 Submitted MNational x5 OFFICE OF PRIM Records F255-55-0081
For Aeronautice RESPONSIBILITY Center
Agency and Space (OPR) Jehn=on Transfer
Approval Administration Space Center Mumber

TR-0255-2012-Z003 DAL-0255-201 0-0001-0001 Submitted Mational W3 ~IP Records L255-08-0022
For Aseronautics PROGRAM/PROJECT Center
Agency and Space - HISTORIC Jet Transfer
Approwval Administration Propulsion Number
| ahnoratory

DAL-0255-2010-0003-0009 Submitted Mational 25 INTL ACT Records WW255-80-0622
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An Agency Approving Official may also use the Single Action, Multiple Objects (SAMO) function to Propose TRs to NARA. SAMO permits the user to submit multiple Transfer Requests to NARA for approval or to reject them. 
To approve multiple TRs using SAMO: 
Filter the search results by status: Submitted for Agency Approval 
Select the TRs you wish to approve by either clicking on the check boxes next to each TR or by using the Select All features next to the filter 
Click Submit 
Check the Terms of Agreement check box 
Click Continue 
Click Go 

The Transfer Requests are Proposed to NARA for Approval.





NARA Bulletin 2014-05: Guidance
on NARA-Created Transfer
Requests

Established an expiration date for NARA-created

ERA Transfer Requests (TRS)
TRs expire 15 months after date of creation, if not yet

submitted to NARA
 Includes any TRs in “Draft” or “Submitted for Agency Approval”
states

2016 TRs loaded on October 1, 2015 will expire at the
beginning of CY2017
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NARA Bulletin 2014-05: Guidance on NARA-Created Transfer Requests

Establishes an expiration date for NARA-created ERA Transfer Requests (TRs)
-TRs expire 15 months after date of creation, if not yet submitted to NARA
-Includes any TRs in “Draft” or “Submitted for Agency Approval” states
-2016 TRs loaded on October 1, 2015 will expire at the beginning of CY2017

Bulletin also establishes an expiration period for any NARA-created SFs 258 of 15 months.



Annual Move Questions

Questions about a particular TR or FRC
transfer or about reviewing Transfer
Requests in ERA

E-mall;
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Annual Move Questions: 

Questions about a particular TR or FRC transfer or about reviewing Transfer Requests in ERA 

E-mail:   annual.move@nara.gov

If you have updates about the correct disposition authority, which cannot be changed in the TR itself,  please email them to annual.move@nara.gov or the FRC where the records are stored.  Please include the exact ARCIS transfer number and the correct disposition authority. 

AS a reminder, the webinar NARA presented in August on 2016 Agency Review List Tips included some agency best practices on legal transfer of permanent records.








mailto:annual.move@nara.gov

Transfer Request
Resources

Transferring Records: Lesson 1 and Lesson 2

Transferring Records in ERA Video
FAQs

ERA Boot Camp, Part 2: Transferring in
ERA

ERA Agency Users Guide
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Brand New:

On the ERA Training webpage: 

ERA Video FAQs:  Five on Transferring Records in ERA
And
ERA Boot Camp Video:  Part 2 – Transferring in ERA (1 hr, 7 min).

  


http://www.archives.gov/era/training/transferring-records.html
http://www.archives.gov/records-mgmt/era/video-faqs.html
https://www.youtube.com/watch?v=Iv6keZXM2l4
http://www.archives.gov/records-mgmt/era/agency-user-manual.pdf
http://www.archives.gov/records-mgmt/era/agency-user-manual.pdf
http://www.archives.gov/records-mgmt/era/agency-user-manual.pdf
http://www.archives.gov/records-mgmt/era/agency-user-manual.pdf
http://www.archives.gov/records-mgmt/era/agency-user-manual.pdf
http://www.archives.gov/records-mgmt/era/agency-user-manual.pdf
http://www.archives.gov/records-mgmt/era/agency-user-manual.pdf

More Information on
Legal Transfer of Permanent Records

Guidance and Policy for Accessioning
Records to the National Archives in the
Washington, DC Area at

*NARA’s YouTube Channel at
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There are a number of additional resources available on-line relating to the transfer of permanent records.

Guidance and Policy for Accessioning Records to the National Archives in the Washington, DC Area at 
http://www.archives.gov/records-mgmt/accessioning/ includes information on transferring textual, electronic and special media records.

On NARA’s YouTube Channel:
-An Explanation of Frozen and Legal Holds as They Pertain to Permanent Records
-Classified Records Transfer Checklist
-Folder Title List: Transferring Your Permanent Records
-Access Restrictions:  The Importance and Impact on the Transfer of Permanent Records to NARA



http://www.archives.gov/records-mgmt/accessioning/
https://www.youtube.com/playlist?list=PLugwVCjzrJsWbTAkNkRdOj_LsgsVpMHeZ
https://www.youtube.com/playlist?list=PLugwVCjzrJsWbTAkNkRdOj_LsgsVpMHeZ

ERA Support

ERA Home Page at

Includes ERA:
ERA Manual & Work Aids
*On-line Training
sUser TIps
ERA Basics
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ERA Support

As ERA User Adoption staff always point out, for information about ERA and ERA contacts, plus links to training, go to archives.gov/records management/era.

Make use of the Agency Users Manual, the Crosswalks for the SF 258 to the Transfer Request, and of course, take the pertinent on-line training.  

-On-line training is on the archives.gov website and does not require an ERA account or any special access.

-The many useful links on the ERA Home page include the ERA Manual, SF 258 to TR crosswalks, and information on setting up user accounts.

Experienced users will also want to check the ERA training page for updates and new information.    If it has been a few months since you last used ERA, a review of the on-line training makes a great refresher.



http://www.archives.gov/records-mgmt/era/
http://www.archives.gov/records-mgmt/era/
http://www.archives.gov/records-mgmt/era/

Ccontacts:
Getting Started in ERA

Getting Started with ERA

Or the ERA Help Desk at 877-372-9594 or

Or Cathy Westfeldt
(ERA User Adoption)

Or your appraisal or accessioning archivist
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Contact

Please do not hesitate to contact annual.move@nara.gov about ERA annual move information, the ERA Help Desk for account access questions, Cathy Westfeldt for overall user adoption questions, or your appraisal or accessioning archivist if you have any additional questions.  

We appreciate your work to help us have the best possible information on the records, and we especially appreciate your support in preserving the historically valuable records of the United States, that tell the story of YOUR agency, in the National Archives.

Thank you so much!

http://www.archives.gov/records-mgmt/era/account-request.html
http://www.archives.gov/records-mgmt/era/account-request.html
mailto:ERAHelp@nara.gov
mailto:cathy.westfeldt@nara.gov

ArRcHIVEs  UsIng ERA
for

FRC Annual
\Yi[e)V/=

Q/A
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