Transferring Permanent Records to NARA Using ERA:
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SF-258 fields mapped to ERA Transfer Request (TR) fields
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ERA Transfer Request | SF-258 Crosswalk

General Information Tab

Attach an approved
Records Schedule
ltem. Once R3lis
attached, several TR
fields will be Pre-
Populated (PP) using
information from the
Records Schedule.

MNote: DAA #s are born ERA Record Schedules/Record Schedule ltems. DAL is
a legacy Disposition Authority (N1, NCI #). Agencies must submit a request to

11-0014 | thejr appraisal archivist for legacy schedules to be put into ERA. A Transfer Re-

Tranater Request TR-041

[= . Vievab OF Cancel quest CANMNOT be created without the appropriate DAA or DAL attached. W Delete
* = Required fisld
Transter Details | Contact Information | Redsted Assets || Attachments

——

SF 258 (Block 6) (PP)

[~ = Dicposftion Authority ‘-—IDN_-UH 2201 1 -000H 0002 = Electronic Legscy Data:

[

SF 258 (Block 5A) (PP)

SF 258 (Block 5B/D)

hurmber;
- ¥ Agency or Estabizhment: I Enwironmental Protection Agency
* Record Group: | 0412 - Records of the Environmertal Protection Agency
P Major Subsdivision |Otfice of Muttimedia Opsrations an|

Minor Subdivizion: [ |

%

anual Citation banual Title

SF 258 (Block 4A)

P % Transfer Group Digital Photographs of Agency Activities

& Edit

Select “Direct Offer”
from the drop down
menu if the records are
being transferred di-
rectly from the agency
and not a Federal Re-
cords Center.

Description:
Spell
v check
LTt = Sacurity Scan: Mo
Legacy Dispostion 412-85-0035 /2
Avghority Mumber:
8 = Type of Legal Tranzfer; | Direet Otter W |

b

| aa_|

| Transaction Number Type Transsction MNumiber

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk Page 4

Transfer Request TR-0412-2011-0014 status Draft
| Hlsave || Tviewror || cancer | - Select Next Action -- » W Delete |

[ >

Trangaction Mumber Type Transaction Mumber

MOT on SF 258 {PP:I —— Records Schedule bem Title: Mission-Relsled Pholographs Inclusive Dates
SF 258 (Block 4B) ™ * Fraom: 1A 2005 o
* T 12/ 2010 |

£ Access Restrictio ; 5
SF 258 (Block 12) | Stwtus " |Lnvestricted |
Specific Access Security Classification:
Restriction:
SF 258 (Block 7)
SF 258 (Block 7) |+ SpecisiMaring Statutory Citstion:

Access Restriction Mote: y Wiew .

Privacy Act Motice I Agency Systern MNumber: I
Murmiber;
SF 258 (Block 13) | recora Regiter Vohme: | Federsi Resister Page |
Humiber:

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk

Transier Request TR-0412-2011-0014 statuz Draft

[ Een | [ Benror | [comt ] St s ]
Specific Access Securily Classifecalion b
Restriction
Special Marking: Statutory Cation:

See previous slide |7 access Restriction hote: ——
a5
Privacy Act hotice Mo w Agenty System MNumber: |
Mumber: D
Federal Register Volurme: I Federal Register Page I
Fuamibeer;

b

Mot on SF 258. Field # Use Restriction: [Restricied - Partly
used if some or all of * Speci icti

pecific Use Restriction: Copyrichi
the records may be

subject to copyright or |+
other intellectual prop-

erty restrictions. # Use Restriction Mote: A ferwy of the photographs in this transfer were acoquired from private sources and are idendified az being copyrighted. & Edit |

Spall
? cha ok

b
SF 258 (Block 9) |1 * General Recards Type: w and other Graphic

l_ESm ” Emmpns || Canoel == Select Next Action .- % ) P Delete =

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk

Page 6

Tranzler Request TR-0412-2011-0014
(= |I FviewpPer || Cancel |

status Diraft

== Balect Mext Action -- |

| et |

¥ Fegpuined field

General Information m Cortact information || Related Assets || Attachments

PP from General

Information Tab

b

—»
Transter Group Digtal Photographs of Agency Activiies | L wiew
Drazeriphicn:
Cutoft: L'l #* Transfer Group Disposiion Date: '_'|

Current Physical Location of Records

SF 258 (Block 8)

it Agency Location: Yes -

SF 258 (Block 11)

SF 258 (Block 8A)

Agency MName and

Ervvironmental Prolection Agency, Washinglon, D.C.
Address:

[| & Edit

& Spell

chack

Destination Physical Location of Records

NOT on SF 258

Location: [ Mationad Archives st College Paek - Archives Il (College Park, MD) w |

— b ;
Destination Custockal Unit: | MAICS - Special Media Archives Services Division bl

b

Electronic Means

| Electronic Records Transterred by Clectronic Means

Physical Means

Elecironic Records on Physical Media Phyysical Transter of Non-Electronic Records

O

See Mext Slide

Gruantity Transfer Media Type Estimated Volume Container Description
O  +h # [Hard Drive v + [100 =) v 200,000 JPEGS |

Mational Archives and Records Administration
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ERA Transfer Request | 5F-258 Crosswalk Page 7

status Diraft

Transter Request TR-0412-2011-0014
l_n Save | Lm1|.r.m POF | | Cancal [--sam Mext Action — v | o | En.l.t.

LISSTINANON LWUSTOmAI Una. | NWICS - Special Media Archives Services Division

b

Electronic Means
O Blectronic Records Transferred by Blectronic Means

CD, DVD, USB, Physical Mosns
Hard Drive, > Electranic Records on Physical Media []  Physical Transter of Non-Electronic Records
Tape, etc.
Add Dalat
SF 258 (Block 9) - Cuantity Tranzfer Media Type Estimated Volume Corntainer Description
~ ® (100 | % | GB w 200,000 JFEGS

O =) | % [HardDrive

Mumber of Hard Drives, CDs, DVDs, etc.

% Media Dispostion: | Return to Agency v

b

Nurmber of . - Depth Heichd Wilclth
Confainers Contsiner Type Container Description " ) ¢ ) ( 5
SF 258 (Block 10) O =] | OTH Other Container ~|  # |hard drive case x[12 || sf2 | #[12 ]
Details of the List of Cortainers
Total Mumber of 1 Totsl Cortainer WVolume 1
Containet s: [cubic feet)
| Esave || Fviewror || cance | -- Setect Next Sction — | | K oaiete |

Mational Archives and Records Administration
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PP from user
profile

Transter Request TR-0412-2011-0014

|_ﬂ'amu || FAviewror || cancer |

General Information Transfer Detais

stetus Draft

.- Select Next Action - v | .

Relsted Assets |I Aftachiments

= Reguired fiekd

First Mame: |mya Last Name: Eatton
Tithe: \Recoras Information Manager v Phane: 555-555-5555
Ermail: | Agency: EPA

First Mame: Last MName: |
Thie: Prone
Email:

Agency |

First Mame; |m¥ Last Mame: Wade
Title: | Archivist Phane 301.837.3090
Emai. [weiliam wade@nara.gov Agency. '

Last Name

Tithe:

J

SF 258 (Block 5E)

+ O

_\I’an-::a:

| (Crief Photogrspher | |555-555.5555

l_HSmrn |LEU‘|¢WFD-F || Cancel

- Select Next Action - ™ |

Mational Archives and Records Administration
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ERA Transfer Request (TR) fields mapped to SF-258
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Agency
Approving
Official

ERA Transfer Request | SF-258 Crosswalk Page 10

SF 258 EXAMPLE—NOT VALID DOCUMENT

AGREEMENT TO TRANSFER RECORDS TO
THE NATIONAL ARCHIVES OF THE UNITED STATES

1. INTERIM CONTROL NO. (NARA Use Oniy)

TERMS QOF

The recards described below and on the aftached are deposited in the Mational
Archives of the United States in accordance with 44 U.5.C. 2107, The transfemring agency certifies
| that any restrictions on the use of these recerds are in conformance with the requirements of &
U.5.C. 652,

In accordance with 44 U.S.C. 2108, cusiody of these records becomes the responsibility of the
Archivist of the United States at the fime of transfer of the records. it is agreed that these records
will be administered in accordance with the provigons of 44 ULS.C. Chapler 21, 36 CFR X, 36
CFR Part 1256, and such other rules and regulations as may be prescribed by the Archivist of the
United States [The Archivist). Unless specified and justified below, no restrictions of the use of
these records will be imposed cthar than the general and spacific

AGREEMENT

restrictions on the use of these records will be imposed other than the general and specific
restrictions on the use of records in the Mational Archives of the Uinited States that have been
published in 36 CFR Part 1256 or in the Guide to the Nabional Archives of the Linlfed States. The
Archivist may destroy, donale, or otherwise dispose of any comaimers, duplhicale copies, unused
ferms, blank stationery, nonarchival printed or processed material, or eiher non-record material in
any manner authorized by law or regulation. Without further consent, the Archivist may cestroy
deferiorating or damaged documents after they have copied in a form that retains all of the
nformaltion in the onginal document. The Archivist will use the General Records Schedule and any
applicable records disposifion schedule (SF 115) of the transferning agency to dispose of
nanarchival matesials conlained in this deposit.

2A, AGENCY APPROVAL

Signature _EPA RECORDS OFFICER Date

3A. NARA APPROVAL

Signature _NARA OFFICIAL Date

2B. NAME, TITLE, MAILING ADDRESS
EPA Records Officer
Environmental Protection Agency
1200 Pennsylvania Ave NW (MC 2622T)
Washington, DC 20460

3B NAME, TITLE, MAILING ADDRESS
NARA OFFICIAL
Special Media Archives Services Division (NWCS)
NARA, 8601 Adelphi Road
College Park, MD 20740-5001

Mational Archives and Records Administration




ERA Transfer Request | SF-258 Crosswalk Page 11

SF 258 EXAMPLE—NOT VALID DOCUMENT

4A. RECORDS SERIES TITLE : Digital Photographs of Agency Activities

Transfer Group Description

4B, DATE SPAN OF SERIES: - 2005-2010. Attach any additional description) | Inclusive Dates

Envirenmenital Protection Agency 8 PHYSICAL FORMS

General Records Type
Creating Agency/Establishment —Paper Dnﬂ'_'meﬂm —  Posters i
_— ___ Paper Publications __ Maps and Charis
5B, AGENCY MAJOR SUBDINVISION Maior Subdivii ___ MicrofilmMicrofiche © ___ Arch/Eng Drawings
Office of Multimedia Operations and Services| L 12/97 2ubdivision _X_ Electronic Records ___ Motisn/Sound/Video
5C. AGENCY MINOR SUBDIVISION . —_ £ Photographs = R
Minor Subdivision

List of Containers/Detail of the List of Containers

SD. UNIT THAT CREATED RECORDS 10. VOLUME: CONTAINERS:
Office of Multimedia Operations and Services Cu. Mir.. CuFt: Number: 1 Type: hard drive case
SE. AGENCY PERSON WITH WHOM TO CONFER ABOUT THE RECORDS 1. DATE RECORDS ELIGIBLE FOR TRANSFER T i i
Name: Eric Vance Transfer Disposisti
Telephone Number: 565-555-6565 - _~=" == 12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?
6. DISPOSITION AUTHORITY: P ST —— _X_YES ___NO  (if no, attach limits on use and justification)
N1-412-95-005, item 2 £ £ Access Restriction Information
7. 15 SECURITY CLASSIFIED INFORMATION PRESENT? __¥_NO ___ YES 13. ARE RECORDS SUBJECT TO THE PRIVACY ACT?
Access LEVEL; __ Confidential ____ Secret ____ Top Secret
Restriction . SPECIAL MARKINGS: __ROVFRD sl NATO (If yes, cite Agency System Number and Federal
Inf i - Other ___YES I [s] Register volume and page number of mosf recent
marmation INFORMATION STATUS: Segregated Declassified notice and attach a copy of this notice.)

8 CURRENT LOCATION OF RECORDS (see 8A)
* __ Agency (Complele A only)

Federal Records Center (Complete 8B only) 14, ATTACHMENTS o
Current __ Agency Manual Except  ___ Listing of Records Transferred
Physical ‘', 8A. ADDRESS! ) __ Additional Description __ NAForm 14097 or Equivalent
Location of Environmental Protection Agency, Washington, DC —_ Privacy Act Notice " Microform Inspection Report
Records —__ Other (specify): —_ SF(s) 135
U"t Aﬁm‘hrlmi? Fl:ﬂt'ﬂ'l' L=
8B. FRC ACCESSION NUMBER CONTAINER NUMBERS FRC LOCATICON

Mational Archives and Records Administration
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SF 258 EXAMPLE—NOT VALID DOCUMENT

NARA PROVIDES
15. SHIPPING INSTRUCTIONS TO AGENCIES/IREMARKS REGARDING DISPOSITION RG 41 2
16. RECORDS ACCEPTED INTO TE NATIONAL ARCHIVES OF THE UNITED STATES 17. NATIONAL ARCHIVES ACCESSION NO.
Signature Date

LTl Legal Custody Accepted captured on the Legal Transfer Instrument
(LTI} Signatory Tab, not on the Transfer Request.

Mational Archives and Records Administration




