
INSTRUCTIONS FOR COMPLETING THE

INTERAGENCY RECORDS LOAN AGREEMENT

Introduction

These instructions explain how to complete the attached Sample Interagency Records Loan Agreement.

A brief purpose is provided for each section of the agreement.  There are also steps for tailoring the agreement.

Note: The agreement may include other unique requirements depending on the stipulations of the loan.

Note: On the final version of the agreement, please delete the brackets indicating the various steps (Step B1, Step B2, Step B3, and so forth).

Section A: Terms and Conditions

This section identifies the borrower and outlines the borrower’s basic responsibilities.

Section B: Purpose and Use

This section provides a brief narrative to justify the loan of the original records.  It answers: Why the borrower needs the records? What the borrower will do with the records?  Why originals are needed instead of copies?

Step B1: If the loan is related to a court case, provide the full legal citation for the case.  Include our enforcement action number and provide the name of the assigned attorney.

Step B2: Provide notification for sensitive or privileged records.  If needed, address specific handling instructions and/or unauthorized release.

Step B3: If the purpose of the loan is for scanning, request courtesy copies of the digital files.

Step B4: Confirm the name and address of the borrower.  Provide the shipping address if different.   Include a statement if the records will be maintained at the borrower’s address at all times or at another address, such as a contractor.

Step B5: Confirm the name and contact information for the staff person who will be the borrower’s custodian and point of contact for our agency.

Step B6: If the borrower intends to use a contractor for reproductions or other services, confirm the name and contact information for the contractor.  Also explain how the contractor will be used.

Section C: Term of the Loan

This section provides the start and end dates for the loan.  It also explains how extensions, if any, will be granted.

Section D: Description of the Records to be Loaned

This section summarizes what the records relate to.

Concise information about the records, sufficient to adequately identify the records being loaned, is provided on Attachment A: the Records Loan Inventory.  The Records Loan Inventory includes but is not limited to: the name of our custodial office; the name and contact information of a staff person who can answer questions about the records; a complete list of the records; inclusive dates; volume; media; our records schedule number; the disposition (i.e. Temporary or Permanent); and the NARA disposition job (SF 115).  If the records are stored offsite at our FRC, the Loan Inventory will also provide the accession numbers and box numbers.

Step D1: Choose one of the following statements:

[1] Permanent records and/or unscheduled records are not part of this loan.

[2] Permanent records and/or unscheduled records are part of this loan and have been identified on Attachment B: Additional Description for Permanent and/or Unscheduled Records.

Step D2: When permanent and/or unscheduled records are involved, include the following statement:

Because this loan includes permanent records, the National Archives and Records Administration (hereinafter “NARA”) must receive documentation of the loan agreement at least 30-days in advance of the proposed start date for approval by the Archivist of the United States per 36 CFR 1228.  We will provide NARA a copy of the loan agreement, Appendix A, and Appendix B: Additional Description for Permanent and/or Unscheduled Records.  In the instance that NARA does not approve the loan, we will notify the borrower.

Section E: Preservation

This section provides instructions for the preservation and care of the records.

Step E1: If the records are needed for scanning, consult with the borrower to determine if the borrower intends to apply labels, annotate, or attach sheets to the documents in order to track progress and conduct quality controls.  Also provide any restrictions on the use of the auto-document feeders or other hardware devices.

Section F: Receipt and Inspection of the Records

This section outlines the requirements for the borrower to inspect the records upon receipt.  Because we will hold the borrower responsible for any damages to the records, it is very important to outline the expectation for the borrower to document any damage that occurred to the records while in transit. 

Section G: Relocation or Transfer of the Records to a Different Agency, Facility, or Entity

This section outlines the requirement that the borrower is not authorize to give the records to a different entity or move the records to a different location.  Therefore, it is important that all information related to where the records will be stored is outlined in Section B. 

Section H: Conclusion of the Loan and Return of the Records

This section provides instructions for the return of the records.

Section I: Concurrence

This section provides signature blocks for the concurrences.  At a minimum, provide a signature block for our agency and the borrower.

[Step I1] If the loan includes permanent or unscheduled records, provide a block for NARA.


