
 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION (NARA) 
2020 RECORDS MANAGEMENT SELF-ASSESSMENT 

Welcome to the 2020 Records Management Self-Assessment! 

Before you begin, please note the following information. 

NOTE: 

Please do not return this form to NARA. Your agency's official 
response must be entered into the online survey tool using the link sent to the Agency Records 
Officer or the agency-designated point-of-contact.



 

Please enter your contact information below. 

Section I: Management Support and Resourcing 

The following series of questions relates to RM Program leadership. 

 



 

The following series of questions relates to RM Program Controls, Monitoring and 
Oversight. 

Agency records management programs must provide for effective controls over the creation, 
maintenance, and use of records in the conduct of current business. (36 CFR 1220.30(c)(1)) 

Internal controls are integral components of an organization’s management that provides 
reasonable assurance of the effectiveness and efficiency of operations; reliability of financial 
reporting; and compliance with applicable laws and regulations. (“Standards for Internal 
Control in the Federal Government” (GAO-14-704G), U.S. Government Accountability Office, 
September 2014.) 

Internal controls are: 

Geared to the achievement of objectives in one or more categories—operations,
reporting, and compliance;
Processes consisting of ongoing tasks and activities—a means to an end, not an end in
itself;



 

Carried out by people—not merely about policy and procedure manuals, systems, and
forms, but about people and the actions they take at every level of an organization to
effect internal control;
Able to provide reasonable assurance, but not absolute assurance, to an entity’s senior
management;
Adaptable to the organization’s entire structure—flexible in application for the entire
entity or for a particular regional office, division, operating unit, or business process.

Control activities occur throughout the organization, at all levels and in all functions. They 
include a range of activities as diverse as approvals, authorizations, verifications, 
reconciliations, reviews/audits of operating performance, security of assets (limited access to 
inventories or equipment), and segregation of duties (separate personnel with authority to 
authorize a transaction, process the transaction, and review the transaction). Monitoring the 
effectiveness of internal controls should occur in the normal course of business. Periodic 
assessments should be integrated as part of management’s continuous monitoring of internal 
control, which should be ingrained in the agency’s operations. (“2013 Internal Control - 
Integrated Framework,” Committee of Sponsoring Organizations (COSO) Executive Summary, 
May 14, 2013; and OMB Circular A-123, “Management’s Responsibility for Enterprise Risk 
Management and Internal Control,” July 15, 2016.) 

**



 

**

An essential control for any records management program is the establishment of performance 
goals and associated performance targets and performance measures. 

Performance goals are the target levels of performance. Performance goals should be specific, 
measurable, attainable, results-oriented, and time-bound. 



 

Performance measures are the indicators or metrics against which a program’s performance 
can be gauged. Performance measures should provide a basis for comparing actual results with 
established performance goals. (“Performance Measurement Challenges and Strategies,” June 
18, 2003, white paper associated with the Office of Management and Budget’s Program 
Assessment Rating Tool (PART); and “Government Performance and Results Modernization Act 
of 2010,” Section 4, Performance Reporting Amendments. See also 
https://www.performance.gov/  



 

An evaluation is an inspection, audit, or review of one or more records management programs 
for effectiveness and for compliance with applicable laws and regulations. An evaluation 
contains recommendations for correcting or improving records management practices, policies, 
and procedures as well as follow-up activities, including reporting on and implementing 
recommendations. Evaluations may be comprehensive (agency-wide) or specific to a program 
area or organizational unit. (36 CFR 1220.18) 

**



 

(Choose all that apply)

The following series of questions relates to records management training. 

Formal records management training is the communication of standardized information that 
improves the records management knowledge, skills, and/or awareness of agency employees. 
Training can be either in a classroom setting or distance-based (e.g., web-based training), but it 
must: 

be regular (occurring more than just once);
be repeatable and formal (all instructors must provide the same message, not in an ad
hoc way); and
communicate the agency’s vision of records management.

 

customized
agency-customized



 
 

 
 

 

 

customized
agency-customized

The following series of questions relates to Senior Agency Officials. 
 
Senior officials are the heads of departments and independent agencies; their deputies and 
assistants; the heads of program offices and staff offices including assistant secretaries, 
administrators, and commissioners; directors of offices, bureaus, or equivalent; principal 
regional officials; staff assistants to those aforementioned officials, such as special assistants, 
confidential assistants, and administrative assistants; and career Federal employees, political 
appointees, and officers of the Armed Forces serving in equivalent or comparable positions. 
(General Records Schedule (GRS) 6.1, item 010) 

 



 



 

 

.

Section II: Policies 

documented and approved 

 



 

documented and approved 

 

documented and approved

documented and approved

documented and approved



 

documented and approved

Regardless of how many Federal email accounts individuals use to conduct official business, 
agencies must ensure that all accounts are managed, accessible and identifiable according to 
Federal recordkeeping requirements. (36 CFR 1236.22) 

documented and approved
whether or not allowed

documented and approved
 whether or not allowed



 

Section III: Systems 



 



 

Choose all
that apply)

Choose all that apply



 

Section IV: Access 

The following series of questions relates to the impact of the COVID-19 pandemic on access 
to records. 

The following series of questions relates to Vital or Essential records. 

Vital records* (also known as Essential Records) are records needed to meet operational 
responsibilities under national security emergencies or other emergency conditions (emergency 
operating records) or to protect the legal and financial rights of the Government and those 
affected by Government activities (legal and financial rights records). (36 CFR 1223.2) 

*pending updates to regulations, the Records Management Self-Assessment still uses this
terminology

A program area is responsible for mission-related activities. An administrative area is 
responsible for activities not specific to the mission of the agency. (36 CFR 1220.34(d)) 



 

The following questions relate to retrieval and access. 



 

The following question relates to migration. 

Migration is a set of organized tasks designed to achieve periodic transfer of digital materials 
from one hardware/software configuration to another, or from one generation of computer 
technology to a subsequent generation. 

Metadata consists of preserved contextual information describing the history, tracking, and/or 
management of an electronic document. (36 CFR 1236.2) 

documented and approved

The following questions are related to access to records under the Freedom of Information 
Act. 

Agencies are required to have a Freedom of Information Act (FOIA) program (5 U.S.C. 552). 

The ability to find records is essential for a successful FOIA program. The following questions 
related to your agency’s FOIA program may require consultation with your agency’s FOIA 
Officer. 



 

Choose all that apply

Choose all that apply)

Choose all that
apply



 

(Choose all that apply)

(Choose all that apply)



 

Section V: Disposition 

 

Records disposition refers to actions taken with regard to Federal records that are no longer 
needed for current government business as determined by their appraisal pursuant to legislation, 
regulation, or administrative procedure. Disposition is a comprehensive term that includes both 
destruction and transfer of Federal records to the National Archives of the United States. (36 
CFR Parts 1222, 1224, 1225 and 1226) 

The next series of questions relates to your agency’s efforts to schedule its records. 

Note: An agency-specific records schedule means it covers items that are not covered by the 
General Records Schedules (GRS).  



 
 

 
 

 

 

 

every

 
Choose all that apply)



 
 

 
 

 

 

 

 
(Choose all that apply) 

 
 

 
(Be specific) 

  



 

The next series of questions relates to transferring permanent records. 

 

 If you answered “Yes,”
please be specific on methods used. If you answered “No,” please explain why not.

The next series of questions relates to the management of web sites and related records.



 
 

 
 

 

If you answered “Yes,” 
please be specific on steps taken to capture, preserve, and prepare web records in preparation 
for an administration change. If you answered “No,” please explain why not, including any 
challenges.)

 
 
The next series of questions relates to where your agency stores its inactive temporary 
and/or permanent records, regardless of format. 

Commercial records storage facilities are private sector commercial facilities that offer records 
storage, retrieval, and disposition services. 
  
An agency-operated records center is a records storage facility, operated by a Federal agency 
and capable of storing more than 25,000 cubic feet of records. (36 CFR 1234) 
 

 

 

 



 
 

 
 

 

 

 

 

 
 

 
 

 
 
Section VI: Agency Demographics  
 
This section covers some basic demographic-type information needed for analysis of the 
data gathered by the Records Management Self-Assessment. 



 
 

 
 

 

Choose all that apply

(Choose all that apply)



 
 

 
 

 

 

(Please include in your comments how you use the Records 
Management Self-Assessment.) 


