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ACTION PLAN FOR UNSCHEDULED RECORDS 

IN NARA FEDERAL RECORDS CENTERS
The following guidance outlines the general process and basic steps for addressing unscheduled records located in NARA Federal Records Centers (FRCs).
1. Acquire a list of unscheduled records for your agency from your designated FRC Program Account Representative, or from your local FRC Transfer and Disposition (T&D) unit.

2. Obtain SF135s (Records Transmittal and Receipt form) for the transfers with unscheduled records from agency offices or from the FRC where your records are stored if office copies not available. 
 Agencies submit SF135s to the FRC prior to sending the records for storage. A list of the contents of each box of records is not required in all cases, but would have been required for transfers originally retired as unscheduled.
3. Review SF135s for each transfer of unscheduled records.  When possible, identify and assign an approved schedule item to the records described on the SF135. Provide the correct disposition date for disposal or, if the records are permanent, annotate the SF135 with the approved transfer instructions.  If no approved schedule can be identified from the SF135, contact the FRC to request samples of the records, or arrange a visit to the FRC to conduct an onsite review.
4. If an approved disposition authority is identified for the records, the agency records officer should contact the FRC with the new or revised disposition instructions.
a. If the records are temporary and overdue for disposal, the records may be destroyed. If the records were recalled from the FRC, the agency should determine if they will destroy them or return them to the FRC for destruction. 
b. If the records are permanent and overdue for transfer to NARA, the records will be included in the next scheduled move of permanent records to the National Archives. If the records were recalled from the FRC, the agency should return the records to the FRC.

5. If the agency cannot identify an existing disposition authority for the records, the agency records officer, working with agency program staff familiar with the records, should gather the required information needed to develop a new records schedule. In general, agencies:

a. Draft descriptions of record groupings, or series, not covered by an approved schedule. Descriptions document the creator of the records, or office of primary responsibility, format, types of information contained, volume, and date span.
b. Conduct research on any applicable laws, regulations, or other authorities to determine whether the records should be permanent or temporary, and if temporary, how long the records should be retained prior to destruction. 
c. Submit the proposed records schedule to NARA through the Electronic Records Archives (ERA) system, certified by the agency records officer.
d. Notify the FRC that appraisal is pending on the records, and provide the record schedule and item number assigned by ERA.
e. Disposition CANNOT be applied to the records until the submitted record schedule has been approved by the Archivist of the United States.
6.  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.
� See �HYPERLINK "http://www.archives.gov/recordsmgmt/appraisal/work‐group‐all.html"�http://www.archives.gov/records-mgmt/appraisal/work‐group‐all.html� for an alphabetical listing of agencies and contact information for your Account Representative. For a list of NARA FRC locations, see �HYPERLINK "http://www.archives.gov/locations/"�http://www.archives.gov/locations/�.





� Upon request, FRCs provide copies of individual SF135s at the Smart Scan rate of 65 cents ($0.65) per page. 
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