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ACTION PLAN FOR UNSCHEDULED RECORDS
IN AGENCIES, AGENCY STORAGE, AND COMMERCIAL STORAGE CENTERS

The following guidance outlines the general process and basic steps for scheduling records created in agency program offices for which no approved records schedules exist or have been submitted to NARA.

1. Identify where all active records are maintained in your agency, including all inactive records located at agency storage and commercial storage facilities. This includes recordkeeping copies in all formats and on any storage medium (such as shared drives, removable media, etc.), as well as records kept in individual offices and work stations. To complete this task, agencies should:
a. Review agency organizational charts for information on who to contact for an inventory and where they are located in the organization. In addition, organizational charts show how offices are connected to other groups and where records may be shared.
b. Conduct a functional analysis assessing the functions and lines of business in the program offices. A key part of this task involves reviewing agency internal and external web sites that describe functions, activities, and records created.

c. Contact the program offices within your agency to identify liaisons or points of contact to coordinate with to identify and schedule records.

2. Conduct an inventory of agency records at a series level using an appropriate data collection method, such as (a) site survey or physical inventory, (b) questionnaire completed by program staff, or (c) individual interviews with custodians of the records.
a. Based on the data, determine which series are covered by existing schedules and which need to be scheduled. If your agency is using a flexible schedule, determine whether or not the series can be included in a previously approved schedule item.
b. Identify information about the records that is needed for a new schedule:
i. Creating office. This is the program office that uses and maintains the records. 
ii. Record series description.  Provide a title and description of the records including any relevant background information.
iii. Format of the records. The records may be electronic, hardcopy, mixed electronic/hardcopy, still pictures (digital and/or analog), motion pictures (digital and/or analog), maps and charts, or some other format.
iv. Date span. Inclusive dates of the records from earliest to latest creation date.  
v. Volume.  The total amount of records in cubic or linear feet, or if electronic, measured in bytes (e.g., giga-, peta-, tera-, etc.).
3. The agency records officer, in consultation with program staff, drafts a records schedule based on the information gathered in the inventory process. 
a. The agency records officer certifies the records schedule in the Electronic Records Archives (ERA) system and submits the request for records disposition authority (DAA) to NARA for review by the assigned NARA appraisal archivist.

b. If requested by NARA, the agency records officer schedules appraisal visits with agency staff knowledgeable about the records.

c. Monitor the progress of your proposed records schedule to approval. The agency records officer will receive monthly status updates from the assigned NARA appraisal archivist.

d. Upon approval by the Archivist of the United States, agencies must update all   internal versions of the records schedule, or records manual.

e. If the records schedule includes permanent records approved for immediate transfer to NARA, agencies are authorized to submit transfer requests for all eligible records through the ERA system.
4. For further assistance…..
a. Contact your Departmental or Agency Records Officer, or NARA appraisal archivist, for assistance (http://www.archives.gov/recordsmgmt/appraisal/).
b. If you require assistance inventorying records and developing records schedules, you may consider contracting with the FRC Records Management Consulting Service (RMCS) or other records management vendors. For a list of RMCS services, visit http://www.archives.gov/frc/rmconsulting.html.
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