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• Emergency procedures
• Emergency exits
• Restrooms
• Break facilities
• Lunch facilities
• Cancellation policy 
• Course attendance policy
• Please turn off mobile devices*

Administrative Items
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Getting to Know You:  Time Machine

If you could hop in a time machine and take off for any 
time period at all, when and where would you go?  Would 
you visit, or would you stay there, and why?

In your table groups, each person will have two minutes to 
share the following:
• Your name and organization
• Where you would go
• In which time period
• Whether you’d visit or want to stay
• Why
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Your Records Management Experience

How much records management experience do you have?
– Less than one year
– 1–4 years
– 5 or more years

How much time do you spend on records management 
tasks every month?

– 80%–100% of my time
– 50%–79% of my time
– 25%–49% of my time
– 10%–24% of my time
– Less than 10% of my time
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NARA provides for timely access 
to and preservation of government 
records, thus safeguarding the 
rights and liberties of American 
citizens. 
NARA also displays to the entire 
world documents crucial to our 
democracy – including the 
Charters of Freedom:

– The Declaration of Independence
– The Constitution of the 

United States
– The Bill of Rights

About NARA
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NARA holdings – documenting 
government activities and telling 
the story of the American 
experience – are vast:

– Millions of cubic feet of original 
textual materials (with billions of 
pieces of paper) 

– Several million maps, charts, and 
architectural drawings

– Hundreds of thousands of films 
and sound and video recordings

– Millions of still photos and posters
– Electronic records comprising 

billions of data records

About NARA (cont’d.)
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NARA’s Federal Records Centers (FRCs) provide 
records management services to Federal agencies. 

About NARA (cont’d.)
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Knowledge Area 4

Course Outline
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NARA’s Knowledge Areas (KAs) and 
Certificate of Federal Records 

Management Training

• KA 1: Records Management Overview
• KA 2: Creating and Maintaining Agency 

Business Information
• KA 3: Records Scheduling
• KA 4: Records Schedule Implementation
• KA 5: Asset and Risk Management
• KA 6: Records Management Program Development
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Course Objectives

At the completion of this course, you will be able to:
• Define a records schedule and its key elements
• Identify laws and regulations applicable to implementing 

a records schedule
• Develop a records disposition plan
• Describe the processes for storing, disposing of, and 

transferring Federal records in all media
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Course Objectives (cont’d.)

• Use a records schedule to identify a record’s cutoff date, 
transfer date, and disposal date 

• Identify proper storage facilities for Federal records
• Describe how to transfer permanent records to NARA
• Identify the changes that may affect a records schedule 
• Describe how to update a records schedule
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Course Agenda

Day 1
• Welcome
• Course Outline
• Module 1: Interpreting a Records Schedule 
• Module 2: Storing Federal Records 
• Day 1 Wrap-Up
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Course Agenda (cont’d.)

Day 2
• Day 2 Welcome Back
• Module 3: Disposing of Temporary Federal Records 
• Module 4: Transferring Permanent Records to the 

National Archives  
• Module 5: Maintaining an ERA Records Schedule 
• Course Wrap-Up  
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Course Materials

Knowledge Area 4: Records Schedule Implementation 
Participant Guide (PG)
• KA 4 Modules 1 through 5
• KA 4 Handouts 
• KA 4 References
• Bureau of Public Recreation (BPR) Manual
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Course Outline

Applying What You Learned
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• At the end of each module you will be given the 
opportunity to complete an Action Items Worksheet

• Use this worksheet to record what you have learned in 
the module and how you will apply it to your job

Action Items Worksheets 
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Course Outline

Why Are We Here?
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The Importance of Implementing 
a Records Schedule  

vs.
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Key Laws and Regulations

The main laws and regulations governing NARA are:
• Presidential and Federal Records Act of 2014
• 44 U.S.C.
• 36 CFR, Chapter 12 

Welcome-19
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Module 1: Interpreting a 
Records Schedule
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Module 1 Learning Objectives

At the conclusion of this module, you will be able to: 
• Explain the purpose of a records schedule
• Define key terms related to records schedules
• Explain the GRS and agency schedules 
• Discuss traditional schedules and flexible schedules
• Discuss the elements of a records disposition plan 
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Module 1 Learning Objectives (cont’d.)

• Identify the key elements of a records schedule
• Use a records schedule to determine the disposition 

of records
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Module 1: Interpreting a 
Records Schedule

Key Terms
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Key Term ‒ Definition of a 
Federal Record 

“…all recorded information, regardless of form or 
characteristics, made or received by a Federal agency 
under Federal law or in connection with the transaction of 
public business and preserved or appropriate for 
preservation by that agency or its legitimate successor as 
evidence of the organization, functions, policies, decisions, 
procedures, operations, or other activities of the United 
States Government or because of the informational value 
of data in them” (44 U.S.C. 3301)
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BPR Manual, Tabs 7–8

A complete and accurate survey of an agency’s business 
information that documents the records created, received, 
and used by an agency.

Key Term – Records Inventory 
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Key Term – Administrative Records 

• Records created to support an agency’s common 
facilitative activities

• Include budget, finance, human resources, equipment 
and supplies, facilities, public and congressional 
relations, and contracting, among other functions 

• Examples of administrative records:
– Purchase orders
– Travel vouchers
– Payroll databases
– Network backup tapes
– Transitory emails
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Key Term – Program Records

• Records that directly support the mission of the agency
• Examples of program records:

– EPA Superfund site assessments
– Military after-action reports
– NASA’s Space Shuttle testing records 
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Key Term – Record Series

A record series is a group of records arranged according to 
a filing system or kept together because they relate to a 
particular subject or function.
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BPR Manual, Tab 9

HR Description Disposition Location Vital Privacy Act

HR
409a

Official Personnel 
Files

Follow instructions 
FPM 401-01b 

Main File Station –
HR  

HR
409b

Separated 
Employees

Hold 30 days 
transfer to NPRC

Main File Station-
HR  

HR
410

Vacancy 
Announcements

TEMP Destroy 
2 yrs

Main File Station-
HR

Table 1-1:  Human Resource Staff

A listing in outline form of the main file headings and 
subdivision headings for each record series.

Key Term – File Plan
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Module 1: Interpreting a 
Records Schedule

Lesson 1: Records Schedules
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BPR Manual, Tab 4

A records schedule is a document which briefly describes 
records of an office, department, or agency and provides 
mandatory instructions for the final disposition of 
recurring or nonrecurring records. 

Definition of a Records Schedule
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What Records Schedules Tell Us

• What records an agency creates and maintains
• Whether records are temporary or permanent
• If and when records are to be transferred to 

agency or off-site storage
• When records must be destroyed or transferred 

to the legal custody of the National Archives and 
Records Administration (NARA)

• What information to pre-accession to NARA
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Key Term – Disposition

The actions taken when a record is no longer needed for 
current government business: 
• Transfer to off-site storage
• Transfer to NARA
• Transfer to another Federal agency
• Disposal
• Donation
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Key Term – Disposition Authority 

• Disposition authority is the legal approval allowing an 
agency to dispose of temporary records or transfer 
permanent records to the National Archives

• Legal approval occurs at the point where a legacy SF 
115 or ERA Records Schedule is signed by the Archivist 
of the United States
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BPR Manual, Tab 4, item #104

General Records Schedules (GRS): 
• Issued by NARA 
• Provide disposition authority for records common to 

several or all Federal agencies
• Cover records documenting administrative functions 

Disposition Authority: The GRS
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BRP Manual, Tab 6, page 15 
and Tab 4, item #101b

Agency Records Schedules: 
• Created by agencies
• Provide disposition authority for records not covered 

by the GRS
• Approved by the Archivist of the United States
• Also cover nonrecord materials and other 

records-related information not on the legacy SF 115 
or ERA Records Schedule

Disposition Authority: Agency Schedules
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BPR Manual, Tab 4, page 17 

• Item Title
• Item Description
• Disposition Instructions
• Disposition Authority 

Common Elements of Records Schedules 
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Comprehensive Schedules 

• A comprehensive schedule shows agency record series 
and systems as separate items, which are individually 
scheduled for appropriate disposition

• The basic unit for organizing and controlling 
files = a record series  

• Series are usually arranged by organization or function 
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BPR Manual, Tab 4, pages 17-18 

# Description Functional Arrangement

104 Time and Attendance
All time and attendance records upon which leave input data is 
based, such as: time or sign-in sheets; time card (such as Optional 
Form (OF) 1130); flextime records; leave applications for jury and 
military duty; and authorized premium pay. Records may be in 
either machine-readable or paper form.

TEMPORARY
Destroy or delete after GAO audit or 
when 6 years old, whichever is sooner. 
GRS 2/7

105 Travel Files
Files documenting travel by agency staff, including travel orders, 
information about per diem, briefing books and follow-up reports.

TEMPORARY
Cut off at end of FY. Destroy or delete 
6 years after cutoff. GRS 9/1

Table 1-2: Functional Arrangement

• Record series or systems arranged and listed by purpose 
• Each record series or system is scheduled individually

Functional Arrangement 
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BPR Manual, Tab 4, pages 24-45

# Description Functional Arrangement

404 System Planning Files
Files documenting the planning and development of 
Bureau information systems and annual IT plans.

PERMANENT
Cut off at end of FY. Transfer to NARA 3 to 5 years 
after cutoff.

405 System Administration Files
Copies of documentation for all systems used in the 
Bureau, including both off-the-shelf products and 
unique applications developed by agency staff.

TEMPORARY
Destroy when no longer needed to operate system

406 System Backup Tapes
Backup tapes maintained for potential system 
restoration in the event of a system failure or other
unintentional loss of data

1. Delete or destroy incremental backup tapes when 
superseded by a full backup, or when no longer 
needed for system restoration, whichever is later

2. Delete or destroy full backup tapes when second 
subsequent backup is verified as successful, or 
when no longer needed for system restoration, 
whichever is later

Table 1-3: Information Resources Management Staff

Record series and systems are arranged by 
organizational unit.

Organizational Arrangement 
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Flexible Schedules 

• Provide concrete disposition instructions that may 
be applied to groupings of information and categories 
of records

• Larger aggregations of records, not discrete series
• Retention banding 
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BPR Manual, Tab 4, 
page 19, item #202

Disposition instructions apply to multiple record series 
or systems.

Big Bucket Schedule
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BPR Manual, Tab 4, 
page 17, item #101b

# Description Retention Bands

101 Correspondence Files
Incoming and outgoing correspondence

a. Program correspondence files maintained at the division level or above
in BPR headquarters office and accumulated by the Administrator and 
Assistant Administrator and their immediate staffs, documenting policy-
making decision or significant program management functions.

a. PERMANENT
Cut off at end of FY. Transfer to 
FRC 5 years after cut off. 
Transfer to NARA 20 years after 
cutoff.

b. Administrative correspondence files relating to administrative matters 
such as finance, supplies, equipment and travel.

b. TEMPORARY
Cut off at end of FY. Retain a 
minimum of 3 years and a  
maximum of 6 years based on 
the business need of the office. 
(N1-700-04-01)

Table 1-4: Records Common to Most Offices

Disposition instructions include minimum and maximum 
retention periods.

Retention Bands
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Review Activity

Guidance for Implementing a 
Flexible Records Schedule
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• Records schedules help 
us to ensure that records 
are maintained and 
preserved as long as 
they are needed

• NARA’s regulations 
require each agency to:
– Develop a comprehensive 

records schedule
– Apply the schedule

Why We Have Records Schedules and 
Why We Implement Them 
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Locating Your Agency’s Current 
Records Schedule(s)

• Contact your Agency Records Officer or 
Records Liaison

• A PDF version of the legacy SF 115 is available at 
http://www.archives.gov/records-mgmt/rcs/

• Locate agency directives and policy issuances that 
reference or offer guidance pertaining to the agency 
records management program

• Contact your agency’s Appraisal Archivist at NARA

Slide 1-27
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Module 1: Interpreting a 
Records Schedule

Lesson 2: Setting Up a Records 
Disposition Program
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Elements of a Records Disposition Plan

• Identifying the stakeholders
• Developing policy and procedure
• Training staff
• Creating buy-in 
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Stakeholders – Disposition  

• Records management staff, Records Liaisons, and 
file custodians 

• Line staff, including contractors 
• Program managers 
• Information Technology (IT) staff and managers 
• Agency counsel staff 
• Senior management 
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BPR Manual, Tab 4, page 6

• Policies, procedures and guidance to assist stakeholders 
in using their schedule 

• Definitions
• Responsibilities
• Procedures 

Developing Policy and Procedures 
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Staff Training

• Fosters good records management and consistent 
recordkeeping practices 

• Reduces records-related risks (e.g., unauthorized 
destruction) and liability

• Promotes staff efficiency 
• Reduces costs
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What Needs to Be Taught?  

• How to identify Federal records
• How to find the schedule(s) applicable to your records
• What to do with unscheduled records
• When and how to transfer records in agency or 

off-site storage
• When and how to retrieve records from agency 

or off-site storage
• When and how to dispose of temporary records 
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• Use new-hire packets
• Consider less formal 

training opportunities 
• Do not reinvent the 

wheel! Consult 
NARA or other 
professional 
organizations 
for assistance

Best Practices – Training Staff  
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Creating Buy-in 

• Buy-in means the stakeholders’ willingness to properly 
implement the records schedules

• You need to demonstrate benefits and risks
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The Records Disposition Plan –
A Living Document  

• Roles and responsibilities, laws and regulations, 
records, etc., all change over time, and your schedule 
implementation plan must change with them

• Make it a point to review and update your plan at 
least annually
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Module 1: Interpreting a 
Records Schedule

Lesson 3: Applying a Records Schedule
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Applying the Schedule 

Follow the disposition instructions for the records as 
outlined on the approved records schedule.
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Key Term – Unscheduled Records 

• Records whose final disposition has not been approved 
by NARA in a records schedule

• Must be treated as if permanent and cannot be destroyed 
• Big problem for an agency:

– They tend to accumulate 
– They are much more likely to be mishandled, lost, or 

destroyed inadvertently

• Agencies should work to get all their records 
properly scheduled
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Closed and Cutoff Files

Difference between closed and cutoff files
• Closed – final action to a file or project
• Cutoff – the group of closed files for a specific time 

period (end of fiscal or calendar year)

Slide 1-40



Best Practices – Applying a Schedule  
• Identify records
• Match to appropriate schedule item
• Cut off, or break, files regularly
• Hold records in agency office for specified timeframe
• Transfer eligible Federal records to an agency storage 

facility or off-site storage
• Store and manage records accordingly
• Promptly destroy temporary records when their retention 

periods expire
• Recognize unscheduled records
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BPR Manual, Tab 4, 
page 30, item #505

• One ERA Records Schedule may contain multiple 
Records Schedule Items 

• After reorganization, legacy disposition authorities 
continue to apply only if the purpose and nature of the 
records remain the same

• An agency cannot typically apply disposition authorities 
approved for another agency without NARA’s approval

• Usually, disposition authorities apply retroactively to 
existing records

Schedule Coverage  
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Media Neutral Schedule Items

• Media neutral schedules can better support the business 
needs of Federal agencies while ensuring adequate and 
proper documentation for Federal activities

• NARA regulations makes all records schedules 
submitted on or after December 14, 2007, media neutral

• NARA Bulletin 2010-04
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Module 1: Interpreting a 
Records Schedule

Review and Wrap-Up 
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Review Activity

Interpreting a Records Schedule 
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Module Review
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Applying What You Learned

Module 1 – Action Items Worksheet 
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Module 2: Storing Federal Records 
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Module 2 Learning Objectives

At the conclusion of this module, you will be able to: 
• Define key terms related to storing and transferring 

Federal records
• Identify records cutoff, transfer, and disposal dates using 

a records schedule
• Explain how to use off-site storage and other records 

management services
• Explain how to use Federal Records Centers (FRCs)
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Module 2: Storing Federal Records

Lesson 1: Transferring 
Records to Off-Site Storage
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What is Records Transfer? 

The process of moving records from one location 
to another:
• From an agency office to an off-site storage facility
• From one agency to another
• From an agency office to the National Archives

Slide 2-4



Transferring Records Off-Site: 
A Business Decision 

• Cost savings – It is usually more economical to store 
records in a records center than at the agency itself

• Records protection – Records centers are equipped (via 
environmental controls and fire and water protection) to 
properly care for records
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Which Records Can Be Transferred 
to Off-Site Storage? 

• Active Temporary Records 
• Inactive Temporary Records 
• Permanent Records 
• Unscheduled Records 
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BPR Manual, Tab 4, 
page 27, item #412

Step Example

Identify the record’s cutoff date

 Fiscal Year (FY) cutoff = 
September 30

 Calendar Year (CY) cutoff = 
December 31 

 Action or event = ???

Cutoff date: CY 2009 =

12/2009 

Disposition clock begins:

01/2010

Table 2-1: Identifying Record Cutoff Date

Identifying Cutoff, Transfer, 
and Disposal Dates  
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Calculating Disposal Dates 
Table 2-2: Steps to Calculate Disposal Dates

Steps Example

1. Identify the record’s cutoff date Cutoff date: FY 2009 =  
09/30/2009      

2. Identify the record’s retention period Retention period: 6yrs

3. Determine transfer date 1 y after cutoff = 10/1/2010

4. Add the record’s retention period to 
the cutoff date 6yrs  + 09/30/2009 = 09/30/2015

5. Adjust the record’s disposal date to 
the first day of the next month  

Record disposal date: 09/30/2015  
becomes 10/01/2015
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Cutoff 
Date 0

Retention 
Period 1

Retention 
Period 2

Retention 
Period 3

Retention 
Period 4

Retention 
Period 5

Retention 
Period 6

Retention 
Period 7

Retention 
Period 8

Retention 
Period 10

Retention 
Period 15

Retention 
Period 20

Retention 
Period 25

CY 2008 1/10 1/11 1/12 1/13 1/14 1/15 1/16 1/17 1/19 1/24 1/29 1/34
FY 2008 10/09 10/10 10/11 10/12 10/13 10/14 10/15 10/16 10/18 10/23 10/28 10/33
CY 2009 1/11 1/12 1/13 1/14 1/15 1/16 1/17 1/18 1/20 1/25 1/30 1/35
FY 2009 10/10 10/11 10/12 10/13 10/14 10/15 10/16 10/17 10/19 10/24 10/29 10/34
CY 2010 1/12 1/13 1/14 1/15 1/16 1/17 1/18 1/19 1/21 1/26 1/31 1/36
FY 2010 10/11 10/12 10/13 10/14 10/15 10/16 10/17 10/18 10/20 10/25 10/30 10/35
CY 2011 1/13 1/14 1/15 1/16 1/17 1/18 1/19 1/20 1/22 1/27 1/32 1/37
FY 2011 10/12 10/13 10/14 10/15 10/16 10/17 10/18 10/19 10/21 10/26 10/31 10/36
CY 2012 1/14 1/15 1/16 1/17 1/18 1/19 1/20 1/21 1/23 1/28 1/33 1/38
FY 2012 10/13 10/14 10/15 10/16 10/17 10/18 10/19 10/20 10/22 10/27 10/32 10/37
CY 2013 1/15 1/16 1/17 1/18 1/19 1/20 1/21 1/22 1/24 1/29 1/34 1/39
FY 2013 10/14 10/15 10/16 10/17 10/18 10/19 10/20 10/21 10/23 10/28 10/33 10/38
CY 2014 1/16 1/17 1/18 1/19 1/20 1/21 1/22 1/23 1/25 1/30 1/35 1/40
FY 2014 10/15 10/16 10/17 10/18 10/19 10/20 10/21 10/22 10/24 10/29 10/34 10/39
CY 2015 1/17 1/18 1/19 1/20 1/21 1/22 1/23 1/24 1/26 1/31 1/36 1/41
FY 2015 10/16 10/17 10/18 10/19 10/20 10/21 10/22 10/23 10/25 10/30 10/35 10/40
CY 2016 1/18 1/19 1/20 1/21 1/22 1/23 1/24 1/25 1/27 1/32 1/37 1/42
FY 2016 10/17 10/18 10/19 10/20 10/21 10/22 10/23 10/24 10/26 10/31 10/36 10/41
CY 2017 1/19 1/20 1/21 1/22 1/23 1/24 1/25 1/26 1/28 1/33 1/38 1/43
FY 2017 10/18 10/19 10/20 10/21 10/22 10/23 10/24 10/25 10/27 10/32 10/37 10/42
CY 2018 1/20 1/21 1/22 1/23 1/24 1/25 1/26 1/27 1/29 1/34 1/39 1/44
FY 2018 10/19 10/20 10/21 10/22 10/23 10/24 10/25 10/26 10/28 10/33 10/38 10/43
CY 2019 1/21 1/22 1/23 1/24 1/25 1/26 1/27 1/28 1/30 1/35 1/40 1/45
FY 2019 10/20 10/21 10/22 10/23 10/24 10/25 10/26 10/27 10/29 10/34 10/39 10/44
CY 2020 1/22 1/23 1/24 1/25 1/26 1/27 1/28 1/29 1/31 1/36 1/41 1/46
FY 2020 10/21 10/22 10/23 10/24 10/25 10/26 10/27 10/28 10/30 10/35 10/40 10/45

Table 2-3: Retention Period in Years
Disposition Date Chart
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DestructDate Calculator

Slide 2-10

Click here for DestructDate Calculator
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The Process for Transferring Records 
to Off-Site Storage 

1. Ensure that records are arranged by series, so that you 
are not mixing multiple types of records

2. Identify the records eligible for transfer, using your 
records schedule

3. Remove any personal papers or duplicates from the 
recordkeeping file

4. Clearly label the files and folders according to 
standard procedures for easier future reference 
or retrieval
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The Process for Transferring Records 
to Off-Site Storage (cont’d.)

5. Acquire the appropriate boxes for the type of material 
being retired or transferred

6. Pack the boxes with the records
7. Create a box list
8. Acquire a transfer or tracking number from the records 

center or records management officer
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The Process for Transferring Records 
to Off-Site Storage (cont’d.)

9. Correctly label the exterior of the boxes
10. Complete the appropriate transmittal form for your 

records center
11. Arrange for the shipment or pickup of the boxes
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General Notes About the Process for 
Transferring Records to Off-Site Storage 

• Not all records centers accept contingent records
• Some records centers may not accept records if the 

volume is less than 1 cubic foot
• Some records centers may not routinely accept mixed 

record series boxed together
• Separate all media
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Transfer Information You Need 
for Managing Off-Site Records  

• Provider point of contact
• Agency point of contact
• Copy of completed transfer forms and 

documentation with transfer numbers, disposal 
dates, and volume transferred

• Box and folder lists
• List of security restrictions 
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Tracking Records Information
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Best Practice – Transfer Information 
You Need for Managing Off-Site Records 
Check to see if your agency has its own guidelines for 
off-site records transfer:
• Points of contact
• Procedures
• Off-site facility locations
• Supplies 
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Review Activity

Disposition Recommendation
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Module 2: Storing Federal Records

Lesson 2: Storage Options
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Types of Storage Facilities 

• Federal Records Centers (FRCs)
• Agency Records Centers
• Commercial Records Centers 
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Standards for the Storage 
of Federal Records 

• Federal agencies may store records in records storage 
facilities as long as the facilities meet the specific 
facility standards defined in 36 CFR 1234

• The standards require protection from threats such as 
fire, pests, theft, natural disasters, and water damage
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Facility Approval and 
Agency Responsibility 

• Agencies must get permission from the National 
Archives and Records Administration (NARA) before 
using an agency or commercial records facility

• 45 days before an agency first transfers records to a 
records storage facility, the agency must submit 
documentation to NARA that the facility complies with 
the standards in 36 CFR 1234.30
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Facility Inspection Requirements  

• NARA may conduct periodic inspections of commercial 
records storage facilities used to store agency records

• Agencies must ensure the right to inspect facilities
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Basic Services Needed from 
a Storage Facility 

• Receiving records transmittals
• Processing records and their transmittals
• Properly storing records
• Proper treatment of restricted records 
• Tracking records and requests
• Facilitating records disposition
• Packing assistance
• Electronic records
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Things to Consider When 
Selecting a Storage Facility 

• Compare costs
– Costs of the services provided
– Unit of measure
– Minimum storage fees and requirements
– Penalties for early withdrawal

• Compare services provided – ask questions about:
– General issues
– Records retrieval
– Records management
– Destruction of records
– Transfer of permanent records to the National Archives
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Storage Contracts  

The contract between an agency and a records storage 
facility specifies, among other things:
• The services provided
• The costs of the services
• The records center’s policy and procedures
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Review Activity

Storage Contracts
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Module 2: Storing Federal Records

Lesson 3: Federal Records Centers
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FRCs provide records management services to 
Federal agencies. 

Introduction to Federal Records Centers 
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NARA’s Federal Records Centers

• NARA is authorized by law to establish, maintain, and 
operate records centers for Federal agencies

• Records in FRCs are distinct from the permanent 
collections maintained in the Archives

• Information about NARA’s FRCs is available through 
NARA’s FRC website: http://www.archives.gov/frc
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Contracting with Federal 
Records Centers 

• Contacts to arrange contracting with NARA are based 
on the agency

• You can identify your regional and agency account 
representatives at http://www.archives.gov/frc/acct-
reps.html

• FRCs provide all the basic required records 
center services
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Transferring Records to 
Federal Records Centers 

Two FRC-specific requirements must be followed:
1. Use of the SF 135, Records Transmittal and Receipt 

as the transmittal form
2. Use of specific types of materials for preparing 

records transfers
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FRC-Specific Transfer Guidelines  

• There is no FRC-imposed limit on the number of boxes
• One year or one series = one transfer = one SF 135
• Agency offices typically send only completed or 

closed case files
• Agencies can send unscheduled records under 

certain conditions
• Agencies can send frozen, mixed, and non-paper-based 

records under certain conditions
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FRC-Specific Transfer 
Guidelines (cont’d.)

• FRCs may accept records that have less than a one-year 
retention period before disposition

• Non-paper-based records should not be mixed with 
paper records

• Contact the director of archival operations at the nearest 
Archives branch for advice on where to send permanent 
microfilm records

Slide 2-34



FRC-Specific Transfer 
Guidelines (cont’d.)

• For permanent records, an SF 135 must be accompanied 
by a detailed folder title list

• Agency offices may choose to electronically transmit the 
SF 135 (and box listings) using email

• ARCIS can also be used to transfer records to an FRC
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SF 135, Records Transmittal 
and Receipt 

The SF 135 serves a dual purpose:
• Document and track the request for transmittal or 

transfer of records
• Acknowledge receipt of the records by the FRC
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Best Practices – SF 135, Records 
Transmittal and Receipt 

• Agencies should create agency-specific guidelines 
for completing the SF 135

• Check to see whether there is any specific 
agency guidance that states who should authorize 
records transfers

• One SF 135 is suggested for each transfer of temporary 
records. A separate SF 135 is required for each series of 
permanent or unscheduled records.
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Completing the SF 135
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NARA – Records Transfers
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NARA – Reference Requests
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What is SmartScan?

• Reference request is researched, scanned by staff and 
emailed directly to you as a portable document format 
(PDF) attachment

• Delivery is the same business day in most cases
• Documents are sent as high-quality PDF attachments
• Fees include a per-page cost plus standard pull and 

refile charges
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Module 2: Storing Federal Records

Review and Wrap-Up 
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Module Review
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Applying What You Learned

Module 2 – Action Items Worksheet 
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Day 1 Wrap-Up
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Day 1
• Welcome
• Course Outline
• Module 1: Interpreting a Records Schedule 
• Module 2: Storing Federal Records 
• Day 1 Wrap-Up 

Course Agenda

Day 1 WU-2



Day 2
• Day 2 Welcome Back
• Module 3: Disposing of Temporary Federal Records 
• Module 4: Transferring Permanent Records to the 

National Archives
• Module 5: Maintaining an ERA Records Schedule 
• Course Wrap-Up 

Course Agenda (cont’d.)
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Day 2 Welcome Back
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Day 1
• Welcome
• Course Outline
• Module 1: Interpreting a Records Schedule 
• Module 2: Storing Federal Records 
• Day 1 Wrap-Up 

Course Agenda

Day 2 WB-2



Day 2
• Day 2 Welcome Back
• Module 3: Disposing of Temporary Federal Records 
• Module 4: Transferring Permanent Records to the 

National Archives
• Module 5: Maintaining an ERA Records Schedule 
• Course Wrap-Up 

Course Agenda (cont’d.)

Day 2 WB-3
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Module 3: Disposing of 
Temporary Federal Records  
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Module 3 Learning Objectives

At the conclusion of this module, you will be able to: 
• Define key terms related to disposition of 

temporary records
• Explain disposal notification and approval 
• Issue disposal instructions to agency staff
• Discuss the methods of records disposal
• Discuss records freezes 

Slide 3-2



Module 3: Disposing of 
Temporary Federal Records

Lesson 1: Records Disposal
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Records disposal is the final action taken regarding 
temporary records after their retention periods expire.

Records Disposal
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Disposition 
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Reasons for Records Disposal 

• It is the law
• It reduces the amount of materials the Federal 

Government and individual agencies need to deal with
• It may be a part of responding to emergency situations
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Records Disposal Risk Issues 

• Belated disposal
• Improper disposal method
• Incomplete disposal
• Unauthorized disposal
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Key Term – Unauthorized Disposal

• Unauthorized disposal is the improper removal of 
records without National Archives and Records 
Administration (NARA) approval, or the willful or 
accidental destruction of records without regard to a 
NARA-approved records schedule 

• Unauthorized disposal must be reported to NARA
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Module 3: Disposing of 
Temporary Federal Records

Lesson 2: Disposal Instructions 
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Overview of Disposal Instructions 

• Each agency should have its own instructions for 
records disposal

• Disposal instructions provide guidelines about the 
following scenarios:
– Temporary records at the agency
– Temporary records at an agency-operated or commercial 

records center  
– Temporary records being stored at a Federal Records 

Center (FRC)
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Disposal Notification 

• Records should not be destroyed without the agency’s 
knowledge or written approval

• Most records centers will notify an agency prior to the 
destruction of temporary records
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Disposal Notification at 
Federal Records Centers 

FRCs use the following process to notify an agency that its 
records are eligible for destruction:
1. The FRC notifies the agency
2. The agency indicates concurrence or non-concurrence
3. If the agency approves, destruction takes place
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Disposal Notification Report –
Temporary Records
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Notification for Contingent Disposal  

• Contingent records are those records that are destroyed 
only after completion of an event whose date cannot 
be predetermined

• Most short-term records with contingent disposition 
instructions – such as records related to contracts –
are not tracked by the FRCs as contingent
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Disposal Notification Report –
Temporary-Contingent Records
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Continued Retention

Circumstances requiring the retention of record series or 
systems beyond their scheduled destruction date include:
• Records freezes
• Changes to the record’s retention period that are in 

process or have yet to be forwarded to the records center 
• A Freedom of Information Act (FOIA) request 

submitted for the records 
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Key Term – Records Freeze

• Temporary records held (not destroyed) for litigation, 
investigation, or audit purposes are covered under a 
records freeze

• Frozen records can be destroyed only after completion of 
litigation, audit, or investigation
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Extension of Retention Period

• To keep records more than one year past the destruction 
date, the agency must request NARA’s approval

• To keep records less than one year past the 
destruction date, the agency does not have to submit 
a formal extension
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Notification of Continued Retention

• There is an impact on destruction when a temporary 
record is determined to have ongoing value beyond its 
retention period

• In order to prevent premature disposition, all players 
involved with records disposition must be informed 
when record retention is continued beyond the 
disposition date
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Court Orders 

• NARA’s approval is unnecessary
• Agencies need to notify NARA of the extension within 

30 days after the court order was issued
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Module 3: Disposing of 
Temporary Federal Records

Lesson 3: Disposal Methods
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How Are Records Destroyed? 

• The method of destruction is based on the content of 
the record

• Methods of destruction include:
– Sale, salvage of the record medium
– Pulping, shredding, maceration, discarding
– Degaussing
– Deletion or reformatting of electronic records 
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Degaussing Machine

Punching Hard Drives

Shredding

Hard Drive Crusher

Destruction Methods 

Slide 3-23



Logistics of Records Destruction 

• If records are stored at a FRC, the Center will 
arrange destruction upon agency approval

• Agencies may choose to contract out for records 
disposal services

• Security-classified or otherwise restricted 
records require special procedures, including 
witnessing destruction

• Verification of the disposal or deletion of records 
should be documented
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Donation of Records 

• Temporary records may be donated to an eligible person 
or organization, but only after the agency has obtained 
NARA’s approval

• Requirements for donation:
– In the best interest of the government
– Recipient will not sell records
– Transfer will cost nothing
– Not prohibited by other law
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Module 3: Disposing of 
Temporary Federal Records

Review and Wrap-Up
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Review Activity

To Dispose or Not to Dispose?
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Module Review
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Applying What You Learned

Module 3 – Action Items Worksheet 

Slide 3-29

Mod 4



Module 4: Transferring 
Permanent Records to the 

National Archives
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Module 4 Learning Objectives

At the conclusion of this module, you will be able to: 
• Define key terms relating to the transfer of permanent 

records to the National Archives
• Describe the process of transferring permanent records 

to the National Archives 
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Module 4: Transferring 
Permanent Records to the 

National Archives

Lesson 1: Permanent Records
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Key Term – Permanent Records 

Permanent records are those determined by the National 
Archives and Records Administration (NARA) to have 
sufficient historical or other value to warrant continued 
preservation by the Federal Government, generally as 
part of the National Archives, unless otherwise agreed to 
by NARA (e.g., for affiliated archives).
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Custody of Permanent Records 

• When agencies transfer temporary records to off-site 
storage, they transfer physical custody but remain the 
legal owners of the records

• When agencies transfer permanent records to the 
National Archives, they transfer both physical and legal 
custody to the National Archives

• Accessioning is the process whereby NARA assumes 
legal and physical custody of permanent records
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Why Permanent Records Are 
Transferred to the National Archives 

• They are transferred because they have value, 
and therefore require historical preservation

• National Archives assumes the burden of 
preserving records

• National Archives assumes the task of providing 
public access to the records

• Transfer only when business use has ceased and 
sensitivity  of the records has lessened

Slide 4-6



Module 4: Transferring 
Permanent Records to the 

National Archives

Lesson 2: Transfer and Pre-Accession  
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The Process of Transferring Permanent 
Records to the National Archives 

• Transfer records follows a systematic process, based on 
the location of the records

• Transfers are initiated by submission of an ERA 
Transfer Request (TR) 

• The TR form is used to document the change in legal 
custody of the records and to state terms of the transfer
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Transferring Permanent 
Records from an FRC  

1. National Archives initiates the TR and sends it to the 
agency August 1 of each year based on the scheduled 
date of legal transfer

2. The agency reviews and make any necessary changes to 
the request. All agency-approved TRs must be 
submitted to the National Archives by December 1 prior 
to the transfer year.
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Transferring Permanent Records from 
Agency Storage or a Commercial Facility  
1. The agency creates and submits an ERA TR to the 

National Archives 
2. National Archives approves or rejects the TR, based 

on whether specified restrictions are acceptable and 
whether adequate space and equipment are available

3. If National Archives approves the ERA TR, the 
agency is notified that the records can be shipped 
or transferred

4. ERA will automatically create a Legal Transfer 
Instrument for all ingested items
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BPR Manual, Tab 4, page 23, item #311

• Agencies must transfer permanent records to the National 
Archives in accordance with their schedules’ instructions 
and the National Archives regulations and guidance

• Agency must submit a request for legacy schedules to be 
entered into ERA

• The agency directive should contain instructions for 
transferring permanent records to the Archives

• All transfers of non-electronic permanent records must be 
accompanied by a folder title list of the box contents

• Permanent electronic records should be scheduled for 
transfer soon after the agency no longer needs them

Best Practices – The Process of Transferring 
Permanent Records to the National Archives
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Best Practices – The Process of 
Transferring Permanent Records to the  

National Archives (cont’d.)
• Permanent records should be:

– Stored on archival-quality media in appropriate containers 
and facilities

– Kept properly and in good order and condition

• Permanent records should not be intermixed with other 
permanent record series or with temporary records

• Agencies should keep an inventory of permanent records
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Proper Use of the ERA Transfer Request

• The TR is the form used to transfer permanent records to 
the National Archives

• A TR must be prepared for each series or schedule item 
being transferred

• All TRs must be accompanied by a folder title list of the 
box content or equivalent detailed records description
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Information Required to Complete 
an ERA Transfer Request

• Disposition Authority
• Agency or Establishment Information
• Information about the Records 

– Title  
– Date 
– Description 
– Restriction 
– Volume

• Transfer Method
• Approving Officials
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Review Activity

ERA Records Transfer Request Q&A
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Pre-Accession

Pre-accessioning occurs when NARA fully processes 
permanently valuable electronic records in order to assume 
physical custody before the records are scheduled to 
become part of the National Archives of the United States.
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Pre-Accessioning vs. Accessioning

Table 4-1: Pre-Accessioning vs. Accessioning
Type Record formats Custody

Pre-Accessioning Electronic records only Transfers physical custody to the 
National Archives

Accessioning All record formats Transfers physical and legal 
custody to the National Archives
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Why Pre-Accession? 

• Electronic records present unique maintenance issues 
for agencies

• Through pre-accessioning, NARA relieves the 
maintenance burden on the agency

• Pre-accessioning uses the transfer procedures currently 
in place for transferring other permanent records to 
National Archives
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ERA Transfer Request Process

1. The National Archives and Agency agree records 
should be pre-accessioned

2. Agency submits a completed and approved TR
3. The National Archives processes the records and 

accepts or rejects the TR
4. When the National Archives accepts the records 

into the legal custody, the agency is notified
5. The National Archives approves the Legal 

Transfer Instrument
6. The National Archives assumes responsibility 

for reference
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Transfer Guidance for All Permanent 
Electronic and Special Media Records 

Permanent electronic and special media records have 
special requirements for transfer to the National 
Archives, including: 
• Temporary retention of copy
• Transfer media requirements
• Format requirements
• Documentation requirements
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Transfer Guidance for Specific Types 
of Permanent Electronic Records

NARA Bulletin 2014-04, Revised Format Guidance for 
the Transfer of Permanent Electronic Records, specifies 
which file formats are acceptable when transferring 
permanent electronic records to NARA.
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Transfer Guidance for Specific Types
of Permanent Electronic Records (cont’d.)

NARA also has transfer requirements specific to the 
following types of permanent electronic records:

• Computer aided design (CAD)

• Digital audio

• Digital moving images

• Digital still images

• Geospatial

• Presentation

• Textual data 

• Structured data

• Email

• Web records
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Best Practices – Transferring 
Permanent Electronic Records  

• Agencies need to ensure the proper storage of permanent 
electronic and special media records prior to transfer

• Agencies need to address permanent audiovisual 
records requirements
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Module 4: Transferring 
Permanent Records to the 

National Archives

Review and Wrap-Up
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Module Review
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Applying What You Learned

Module 4 – Action Items Worksheet 

Mod 5
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Module 5: Maintaining an 
ERA Records Schedule 
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Module 5 Learning Objectives

At the conclusion of this module, you will be able to: 
• Recognize the circumstances to add, revise, 

or delete records schedule items
• Describe the steps involved in updating a 

records schedule
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Module 5: Maintaining an 
ERA Records Schedule

Lesson 1: Changes That May 
Affect a Records Schedule 
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Why Update Records Schedules? 

• Agencies, policies and procedures, laws and regulations, 
records, etc., are constantly changing

• Records schedules remain in effect as long as they 
are valid

• Maintaining schedules by keeping them up to date is 
a regulatory requirement
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Changes That May Affect a 
Records Schedule 

• Changes in statutory or regulatory requirements
• Changes in program priorities, policies, procedures, and 

information flow
• New or discontinued programs and responsibilities
• Change from paper to electronic
• Changes to records format
• Transfer of functions from one agency to another
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Changes Requiring NARA Approval  

• Lengthening a retention period
• Shortening a retention period
• Requesting a change from temporary to permanent status 

or vice versa
• Aggregating schedule items to create a “Big 

Bucket” schedule 
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Updating Disposition Instructions 

• Nonrecord materials instructions
• Cutoff instructions
• Transfer instructions
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Keeping Track of Changes That May 
Affect a Records Schedule 

• Create a network of people or resources 
• Do not wait for information to come to you
• Perform annual reviews or spot-checks of the schedule 

to help reveal situations affecting the schedule
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(Revised 08/01/13)

Record Schedule/
Item

NARA Job/
Document/
Reference

Description Status or 
Pending Info

Last Date 
Updated 

(M/Y)
Field and 
Laboratory 
Notebooks

1/304 N1-700-10-# Environmental 
Research 

Pending 03/10

Personnel Law 1/605c N1-700-09# Case Files Approved 11/11

Site Containment 
and Clean-Up Files, 
Maps, and 
Photographs

1/multiple DAA-700-
2012-0001

Terrestrial 
Recreation 

Submitted 08/12

Accident Files 1/multiple Terrestrial 
Recreation

Under review

Table 5-1: Using a Records Status Document to Track Changes

Bureau of Public Recreation 
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Inform Stakeholders of Records 
Schedule Changes

• Inside your agency
• External partners
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Module 5: Maintaining an 
ERA Records Schedule

Lesson 2: How to Update a Records Schedule 
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The Process for Updating a 
Records Schedule for Changes 

Requiring NARA Approval 
When updating the records schedules or manual, follow the same steps 
as creating a schedule:

1. Create a new ERA Records Schedule with the applicable changes
2. Adequately describe and justify the changes
3. Submit draft ERA to ERA Certifying Official for approval and 

formal ERA registration
4. NARA appraises and approves the suggested changes
5. Agency is notified or approved records schedule changes 
6. Agency implements changes and notifies all vested interested parties
7. Agency updates and publishes changes where appropriate
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Module 5: Maintaining an 
ERA Records Schedule

Review and Wrap-Up 
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Review Activity

BPR Schedule Maintenance
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Activity: BPR Schedule Maintenance

Scenarios:
1. An administrative reorganization means that the 

Resources Evaluation and Policy Development offices 
are being combined. All staff from these offices will 
join the new Office of Resources Policy, which will be 
responsible for all BPR policy analysis and 
development. A new electronic policy case filing 
system is created. 
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Activity: BPR Schedule Maintenance (cont’d.)

2. The Fiscal Management office wants to make it 
national policy to transfer all of its Approved Grant 
records to the closest FRC two years after the grant is 
closed.  The office plans to destroy the records 30 
years after closure.
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Activity: BPR Schedule Maintenance (cont’d.)

3. After re-engineering its research process, the 
Terrestrial and Aquatic Recreation office will move 
from paper to electronic laboratory notebooks.
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Activity: BPR Schedule Maintenance (cont’d.)

4. NARA has issued a General Records Schedule 
describing records created and maintained by Federal 
Chief Financial Officers.
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Activity: BPR Schedule Maintenance (cont’d.)

5. The Office of Public Affairs wants to send its Exhibit 
Files to a commercial records center two years after 
they are cut off.  It also wants to transfer legal custody 
to the National Archives 15 years after cutoff. 
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Module Review
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Applying What You Learned

Module 5 – Action Items Worksheet 
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Resolving Final Questions

Course Wrap-Up

January 2017Wrap-Up-1



• Your Agency Records Officer
• NARA assistance 

Getting Help –
You Are Not Alone!

Wrap-Up-2



Getting Help ‒ 
You Are Not Alone! (cont’d.)

• NARA’s website http://www.archives.gov/
• NARA’s Federal Electronic Records Management 

(ERM) Toolkit website
http://www.archives.gov/records-mgmt/toolkit/

• Records Management Resources on the Internet
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Getting Help ‒
You Are Not Alone! (cont’d.)
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Please complete your KA 4
Course Evaluation 
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