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ATTENTION

The following documents appearing in FBI files have been reviewed under the provisions of The Freedom of
Information Act (FOIA) (Title 5, United States Code, Section 552); Privacy Act of 1974 (PA) (Title 5, United States Code,
Section 52a); and/or Litigation.

o Litigation o Executive Order Applied

Section _

Requester:· -'-- -'-- _
Subject:
Computer or Case Identification Number:
Title of Case:
* File ---,------------------,--------------------'------
Serials Reviewed:

Release Location: *File -'-- _ Section _

-,,, "N ',·""h?¥s#§¥

____-'-- '---_.,--- Section -'-- _File Number:
Serial(s) Reviewed:

This file section has been scanned into the FOIPA Document Processing System (FOPS) prior to National Security
Classification review. Please see the documents located in the FOPS for current classification action, ifwarranted. Dircct

inqu"", 'buutlh' FOPS tu RI~S Scrvk,R~un;:: I h2

File Number: &¥, C1!t!- - LLtftfJ59 Section~3-
Serial(s) Reviewed: . --t?{;1;1-1+---A-.:71]r------------------------------

FOIPA Requester:
FOIPA Subject:
FOIPA Computer Number:

FOIPA Requester: '.
FOIPA Subject:
FOIPA Computer Nurriber:

File Number:
Serial(s) Reviewed:

________________________ Section _

FOIPA Requester:
FOIPA Subject:
FOIPA Computer Number:

THIS FORNi IS TO BE MAINTAINED AS THE TOP SERIAL OF THE FILE, BUT NOT SERIALIZED.

SCANNED BY DocLab (RMD)

DATE: o~/!I/()0

LAST SERIAL: -31_'\",-,--_
ATTENTION

DO NOT REMOVE FROM FILE
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. li!rEei:tERAL BUREAU OF lelGATION !~).
preceden~e: EDIATE Date: 03/04/2002

.'1

To: AI~. Divisions
f
~

From: Director's Office
Office of the General Counsel
Contact: Dep Gen Counsel P. W. KelleY/Ext. 8067

Approved By: Mueller Robert S ~ISI()V
Collingwood John &.(~
Hooton Williamw&((PA'''
Parkinson Larry R[)t/Pv-l<.r

Drafted By: Kelley Patrick W~0

Case ID #: 66F-HQ-Cl190059 - \ B\
Title: PRESERVATION OF RECORDS PERTAINING

TO ATTACKS OF 9/l1/200~

Synopsis: This q.irects ail di'visions to. take immediate steps to
retain and preserve all records relating to the attacks of
September 11, 2001.

Details: By Office of the General Counsel E.C., 66F-HQ-Cl190059,
of 01/22/2002, all divisions were reminded of their record ,
keeping- responsibilities with regard to documents, materials, and
records related to knowledge, activities, and efforts relating to
terrorism and counterterrorism, and'their obligation to retain
and preserve such documents, materials, and records in accordance
with law and regulation.

The Senate Select Committee on Intelligence and the
House Permanent Select Committee on Intelligence (lithe
Committees") have informed the Attorney General that they are
conducting a joint inquiry into the 09/11/2001 terrorist attacks
lito ascertain why the Intelligence Community did not learn of
these attacks in advance, and to identify what, if anything,
might be done to better position the Community to warn of, or
prevent, terrorist attacks against the United States .and address
other emerging threats of the 21st Century. II

To facilitate that inquiry, the Committees have
requested the Attorney General lito take immediate steps to
preserve any and all hardware; software, electronic media, or
communications including e-mail, documents, agency records and/or
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,0:- ;.., ~'TO: Al~"DiVisio~From: Director's officetlt
Re: 66F-HQ-Cl190059, 03/04/2002

materials o~"~'~ type, including communic.s of any type to or
from other nment agencies, that may e to the attacks of
September 11" 001." Further, the Committees have requested the
Attorney General to determine whether any relevant materials
"have been altered, deleted, or destroyed."

This, consequently, directs all divisions immediately
to preserve all material and information within the scope of the
Committees' request whether or not it constitutes a record as
defined under Federal law. Any previous alteration~ deletion, or
destruction of such material or information shall be reported by
E.C. not later than 03/15/2002 to the FBI Records Officer, AD
William Hooton (ext. 7129).

Questions regarding records retention policy in general
may be addressed to AD Hooton. Questions regarding the
technological aspects of record keeping may be addressed to the b6
Information Resources Division'sl I(ext. I I Legal b7C
aspects may be addressed to the Office of the General Counsel's
Administrative Law Unit (ext. 4523).
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to:
Re:

-:"

All DiViSio~ From: Directorrs Offic~tt
66F-HQ-Cl190059 r 03/04/2002

•
ALL RECEIVING OFFICES

Retain and preserve all hardware r software r electronic
mediar or communications including e-mail r documents, agency
records and/or other materials of any type r including .
communications of any type to or from other Government agencies r
that may relate to the attacks of September ll r 2001.

Set Lead 2 : '(Adm)

ALL RECEIVING OFFICES

Report by E.C. not later than 03/15/2002 the previous
alteration r deletion r or destruction of such material or
information to the FBI Records Officer, AD William Hooton.

cc: 1 - Mr. Parkinson
1 - Mr. Kelley

++
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I

Date: 03/06/2002

lOS, IOU-I SSAI
Office of the G~e-n--e-r-a~l~C~o-u-n--s-e~I--~

DGC P. W. Kelley
FBI Records Officer,~

William Hooten ~ ~~c

1\ \

Attn:

AIlk¢a
YVContact:

r-- ---=======:::::;--------------l

Information Resources

Investigative Services
Director's Office

From:

Precedence: PRIORITY

To:

. Approved By:

Drafted

Case ID

Title:

By:

#: 66F-HQ-1190059/(~)
66 F - AA - 10 -3~

PRESERVATION OF RECORDS PERTAINING TO
ATTACKS OF 9/11/2001

Synopsis: Response to directive to immediately retain and
preserve all records relating to the attacks of 9/11/01.

Reference: 66F-HQ-1190059 Serial 182

Details: All relevant materials received at Legat Ankara are
being retained until requested and none have been altered,
deleted, or destroyed. This includes all hardware, software,
electronic media, or communications, including e-mail, documents,
agency records and/or materials of any type, including those to
or from other Government agencies, that may relate to the attacks
of September II, 2001.



To:
Re:

-.
InvestigativAl~rvices " From:
66F-HQ-1190059, 03/06/20&2-<; ~- ,.

.Ankara

LEAD (8) :

Set Lead 1: (Adm)

ALL RECEIVING OFFICES

Read and clear.

records.ec

••
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FEDERAL BUREAU OF INVESTIGATION

Precedence: DEADLINE 03/15/2002

To: Director's Office

Date: . 03/14/2002

Attn: FBI Records Officer
AD William Hooton

,Attn: Office of the General Counsel
Dep Gen Counsel P W Kelley

b6
b7C

From: Charlotte

Contact: AO I'---__...,....~----------­
Approved By: Swecker Chri~~

OKorn Victo;?RF
Sharpe susan~

Drafted By: I I-

Case ID #: 66F-HQ-C1190059 ~~5:
62F-CE-C86494 _ /6?P tJ
66F-CE-A85922 __J~

Title: PRESERVATION OF RECORDS PERTAINING
TO ATTACKS OF 09/11/2001

Synopsis: Response to lead requesting information on
alteration, deletion or destruction of material related to 09/11
attacks.

Reference: 66F-HQ-Cl190059 Serial 181

Details:, The Charlotte Division maintains all records related to
the 09/11/2001 attacks at Charlotte Headquarters City on Squad 5.
The division has taken the following steps to ensure the
integrity of the files are maintained:

1) All Resident Agencies forward paperwork to Sqd 5 for
processing and record keeping;
2) All Rapid Start Lead sheets are placed into files and are
labeled;
3) No records have been destroyed;
4) All documents that have been removed and transferred to
Control file 62F-CE-C86494 are reviewed and approved by the Sqd 5
Supervisory Special Agent. these documents have been determined
to be unrelated to the 09/11/2001 attacks. The trail of all
communications is documented in ACS.

.\~~
\~.
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To:
Re:

Director'S ole From: ~harlotte
66F-HQ-Cl190059, 03/14/2002

5) A separate X2 Rotor Filing Cabinet was purchased to maintain
all documents relating to the 09/11 attacks. This cabinet
provides a central and secure location for these documents.
6) The division set up a separate folder on the division's
computer network for 09/11 paperwork. This computer' database is
utilized for uploading documents into ACS. This. action allows the
Division to keep all 09/11 computer documents on-one database.

In addition, the division reviewed the, paperwork to
ensure leads are covered and docJmented in ACS .

••
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Precedence: IMMEDIATE Date: 03/12/2002

Kelley/Ext. 8067

Attn: Assistant Director;
ADIC;
SAC;
Legat;
CDC

From: Director's Office
Office of the General
Contact: Dep Gen Cou

Approved By: Chiaradio Rober
Watson Dale
Collingwood onn~~

Hooton William IJJf'lHV~_

Parkinson Larry

Drafted By: Kelley Patrick W~~~

Case ID #: 66F-HQ-Cl190059 - Z.\~~_

Title: PRESERVATION OF RECORDS PERTAINING
TO ATTACKS OF 09/11/2001

To: All Divisions

Synopsis: This provides additional guidance regarding the
retention and presetvation of records pertaining to the ~ttacks

of September 11, 2001.

Details: By Director's OfficeE.C., of 03/04/2002, all divisions
were directed to take immediate steps to retain and preserve all
records relating to the attacks of September 11, 2001, in
response to the joint request of the Senate Select Committee on
Intelligence and the House Permanent Select Committee on
Intelligence. "Records," for this purpose, was defined by the
Committees to include "all hardware, software, electronic media,
or communications including e-mail, 'documents, agency records
and/or materials ofiany type, including communications of any
type to or from other Government agencies, that may relate to the
attacks of September 11, 2001." Several divisions have requested
additional guidance regarding specific issues. That guidance
follows:

*-Scope: The purpose of the Committees' inquiry is "to
ascertain why the Intelligence Community did not learn of these
attacks in advance',:'and to identify what, if anything, might be
done to better positron the Community to warn of, or 'prevent,
terrorist attacks against the United States and address other
emerging threa~~,¥; ',9+: the' 21st "'century. " The Committees will,



·' ",,," ;'i To:
Re:

All DiViSiO~ From: Director's Office~
66F-HQ-Cl190059, 03/12/2002 .•• •consequently, review records pertaining to events and activities'

occurring before as well as subsequent to the attacks of
09/11/2001.

* Hard drives: As the TRILOGY project advances,
divisions are receiving new computers and related equipment. If
the hard drives in the "old" equipment contain information within
the scope of the Committees' inquiry, then they must be retained
and preserved until the congressional inquiry on the 09/11/2001
attacks is completed. IRD will provide further instructions in
this regard.

* Notes: Individual employees may have taken notes
pertaining to related events. If not previously destroyed, all
such notes must be retained and preserved, even if they do
otherwise qualify as "records" under the Federal Records Act.

*E-mail. Relevant e-mail must be preserved. Such e­
mail may have already been "deleted" by individual employees in
the due course of business; even so, if it archived or otherwise
retained in any medium, it must be preserved. IRD will provide
additional instructions as warranted.

* Reporting prior deletion or destruction: The E.C. of
03/04/2002, required the previous alteration, deletion,
destruction of relevant materials to be reported to the FBI
Records officer, AD William Hooton by 03/15/2002. Responses may
be categorized by type of material, document, or record. For
example: "During the latter half of February 2002, all desk top
computers in the ~ivision were upgraded to new models as part of
the TRILOGY project. The hard drives of two of the computers so
replaced were damaged during the change~over process." Or, for
example: "Three SAs reported that, as part of their regular
file-review proGess, they discarded personal notes of possible
relevance to the inquiry that they took during meetings held from
10(1/2000 to 6/30/2001 because, in their view, the notes did not
qualify as records under the Federal Records Act. II Destroyed
records of substantial significance to the inquiry should be.
described with particularity sufficient to permit the Committees
to understand both the context and content of the missing
records. Divisions unable to meet the 03/15/2002 deadlin~ should
request an extension from AD Hooton.

Questions regarding records retention policy in general b6
may be addressed to AD Hooton (ext. 7129) • Questions regarding b7C
the technological aspects of record kee:ing ma~ be addressed to
the Information Resource Division'sr
Legal aspects may be addressed to th~e~O~~f~~~c~e~o~~~t~h~e~G~e~n~e~r~a~I~-----

Counsel's Administrative Law Unit (ext. 4523).

2
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.i To:
Re:

All Divisio~ From: Director's Office~
66F-HQ.,.Cl190~9, 03/12/2002

• • •LEAD (s):

Set Lead 1: (Adm)

ALL RECEIVING OFFICES·

Continue immediate steps to retain and preserve all
hardware, software, electronic media, or communications,
including e-mail, documents, agency records and/or other
materials of any type, including communications of any type to or
from other Government agencies, that may related to the attacks
of September 11, 2001.

Set Lead 2: (Adm)

ALL RECEIVING OFFICES

Report by E.C., not later than 03/15/ 2002, the
previous alteration, deletion, or destruction of such material or
information to the FBI Records Officer, AD William Hooton, unless
granted an extension.

Set Lead 3: (Adm)

INFORMATION RESOURCES

AT WASHINGTON, DC

Provide additional guidance by E.C. to all divisions
regarding the retention and preservation of computer hard drives
and other electronic media, particularly that replaced pursuant
to implementation of the TRILOGY project. Also provide
additional guidance on the retention and preservation of e-mail.

cc: 1 - Mr. Levin
1 - Mr. Chi radio
1 - Mr. Collingwood
1 - Mr. Parkinson
1 - Mr. Hooton
1 - Mr. Kelley
3 - ALU

••

3
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Date: 03/22/2002

b6
b7C---..I)

Attn: Patrick W. Kelley
Deputy General Counsel

OGC

Efrou II

(Pend~ng)

ra
tact:

"

Investigative Services

Case ID #: 66F-HQ-Cl190059

Appro By:

Drafted By:

From:

To: Director's Office

Title: PRESERVATION OF RECORDS

PERTAINING TO ATTACKS OF 09/11/2001

Synopsis: To advise that Legat Canberra is in compliance with

Bureau policy regarding retention and preservation of all records

which may relate to the attacks of 09/11/2001.

Reference: 66F-HQ-Cl190059 Serial 216

Administrative: Legat Canberra conside

serial 216 to be covered.

Details: All Legat Canberra personnel have been made aware of

policy, as·stated in the referenced EC, regarding preservation of

all records related to the 09/11/2001 attacks, to include hard

hardware, software, electronic media, e-mails,documents, agency

records and/or materials of any type. Legat Canberra is unaware

of any prior destruction, alteration, or deletion of relevant

records.
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~~~.~ ~
To:
Re: '

,pirector's jic_ Prom, Canberra
66F-HQ-Cl190059/~/22/2002 •e

LEAD (s) :

Set Lead 1:

ALL RECEIVING OFFICES

Read and clear .

••
BlhegOl.ec
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From:
To:
Subject:

03/22/2002

66F-HQ-C1190059

b6
b7C

Reference is made to 03/04/2002 EC from the Director

Just a reminder to continue to ensure that all records relating to the attacks of September 11, 2001 are
maintained and preserved. Records includes ", ..all hardware, software, electronic media or
communications including e-mail, documents, agency records and or materials of any type, including
communications of any type to or from other Government agencies, that may relate to the attacks of
September 11, 2001." ,

I appreciate your cooperation and complete compliance with this directive.



(Rev. 08-28-2000) • •FEDERAL BUREAU OF INVESTIGATION

Precedence: ROUTINE

To: Records Management

Date: 03/20/2002

Attn: John M. Kelso, Jr. b6
Section Chief b7C

I::::r ::::ry paralegll Specialist
Room 6280

From: Records Management
Records Maintenance and Disposition/Records
DiSPOS. itipn and ArCbj;/R~10475
Contact: L _ Extensio~ ~

Approved By: . Hooton William L . '?J ~.
Garrity Robert J Jr

Drafted By:

Case ID #: 66F-HQ-Cl190059 - '22.3

Title: DESTRUCTION OF RECORDS
NATIONAL ARCHIVES AND
RECORDS ADMINISTRATION (NARA)
APPRAISAL OF FBIHQ AND FIELD
OFFICE RECORDS

Synopsis: Approval received from the National Archives and
Records Administration (NARA) to maintain official records which
have a short-term life cycle in an electronic medium in lieu of
the maintenance of volumes of textual records.

Reference: 66F-HQ-Cl190059 Serial 155

Details: The Freedom of Information Document Processing System
(FDPS) is the automated system that allows personnel from the
Freedom of Information Privacy Acts (FOIPA) Section of the FBI to
electronically process FBI records for the public. When a
request for FBI records is received from a member of the public,
the request letter is scanned and cataloged into the FDPS. Upon
receipt of the original case files, which have been determined to
be responsive to the request, from the File Services Unit,
Records Maintenance and Disposition Section, Records Management
Division, these files are also scanned into the FDPS. Pursuant
to the provisions of the FOIPA, information is then redacted from
the images.



To: Records M~na.ent From: Records Mana.nt
Re: 66F-HQ-Cl1900!9', 03/20/2002 .

. Upon completion of the processing, review by
appropriate supervisor and release to the requester, the FDPS
stores the original view (unmarked) of the scanned image, a
redacted view (see-through redactions), and a sealed version
(erased redactions) of all documents. These scanned images are
easily accessible for viewing by records managers and can be
printed when necessary. The FDPS users also have the ability to
export the images to a directory from which CD-ROM can be
created. Records, as released to the public, can be printed .from
the CD-ROM. Is should be noted that there is no Top Secret or
above information maintained within the FDPS.

The FBI is currenrJy majnta~'ning the nan:r copies of
the released records at theL ~
Facility as part of the Cent-r-a-l~~R-e-c-o-r-~s--~S~y-s~t-e-m--.--~T~-l~s--w-a-s----------

necessary before the advent of FDPS. However, with FDPS there is
no need any longer for the FOIPA Section to maintain paper and it
currently presents a great burden to the" FOIPA Section employees,
as it would require the copying of all packages of records after
the records are printed for release to the public. The FDPS is a
self-contained electronic records storage system with easy access
by FOIPA records managers for viewing and printing ..

By letter dated July 19, 2001, tol
Modern Records Program,NARA, (66F-HQ-C11900~5~9~~S-e-r~i-a-I~1~5~5~)-,------

approval was requested to maintain these official records which
have a short-term life cycle in an electronic medium in lieu of
the maintenance of volumes of textual records.

receipt of this letter, Appraisal
Archivist~ ~~~~ac~ically advised FBI Archives
Specialist that all of the material currently
maintained Wlt In t e FDPS cou d be considered temporary records
'and disposable in accordance with the NARA-approved General
Records Schedule (GRS) , Item 14, Paragraphs 11, 21 and 22.
Inasmuc~ as Paragraph~ 11, 21 and 22 generally pertain to textual
records ,I Jadvised that GRS 14 is supported by GRS
Item 20, Paragraph 3 which permits the disposal of electronic
versions of textual records previously scheduled for disposal
under other items of the GRS.

In view of these disposal authorities,I~~~__~ ~1
advised that there would not be any objection, by NARA, to
maintain these records in an electronic medium in lieu of the
maintenance of volumes of textual records. The applicable items
of GRS 14 and 20 state as follows:

2
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To: Records Mana~ent From:' Records Mana~nt
Re: 66F-HQ-Cl190~, 03/20/2002

GENERAL RECORDS SCHEDULE 14

Infor.mation Services Records

This schedule covers certain records pertaining to
informational services performed by Government agencies in their
day-to-day affairs and in the;ir relations with the public,
including records created in administering FOIPAprograms.

11. FOIA Requests Files.

Files created in response to requests for information
.under the FOIA, consisting of the original request, a
copy of the reply thereto, and all related supporting
files which may include the official file copy of
requested record or copy thereof.

a. Correspondence and supporting documents (EXCLUDING
the official file copy of the records requested if
filed herein) .

(1) Granting access to all the requested records.

Destroy 2 years after date of reply.

(2) Responding to requests for nonexistent
records; to requesters who provide inadequate
descriptions; and to those who fail to pay
agency reproduction fees.

(a) Request not appealed.

Destroy 2 years after date of reply.

(b) Request appealed.

Destroy as authorized under Item 12.

(3) Denying access to all or part of the records
requested.

(a) Request not appealed.

Destroy 6 years after date of reply.

(b) Request appealed.

Destroy as authorized under Item 12.

3



To: Records Mana~ent . From: Records Mana~nt
Re: 66F-HQ-Cl190~'5;, 03/20/2002

b. Official file copy of requested records.

Dispose of in accordance with approved agency
disposition instructions for the related records or
with the related FOIA request, whichever is later.

21. Privacy Act Requests Files.

Files created in response to requests from individuals
to gain access to their records or to any information
in the records pertaining to them, as provided for
under 5 U.S.C.552a(d) (1). Files contain original
request, copy of reply thereto, and all related
supporting documents, which may include the official
file copy of records requested or copy thereof.

a. Correspondence and supporting documents (EXCLUDING
the official file copy of the records requested if
filed herein) .

(1) Granting access to all the requested records.

Destroy 2 years after date of reply.

(2) Responding to requests for nonexistent
records; to requesters who provide inadequate
descriptions; and to those who fail to pay
agency reproduction fees.

(a) Requests not appealed.

Destroy 2 years after date of reply.

(b) Requests appealed.

Destroy as authorized under Item 22.

(3) Denying access to all or part of the records
requested.

(a) Requests not· appealed.

Destroy 5 years after date of reply.

(b) Requests appealed.

Destroy as authorized under Item 22.

4



To:: Records ManaAent From: Records Mana.nt
Re: 66F-HQ-Cl190~, 03/20/2002 .

b. Official file copy of requested records.

Dispose of in accordance with approved agency
disposition instructions for the related records or
with the related Privacy Act request, whichever is
later.

22. Privacy Act Amendment Case Files.

Files relating to an individual's request to amend a
record pertaining to that individual as provided for
under 5 U.S.C. 552a(d) (2) i to the individual's request
for a review of an agency's refusal of the individual's
request to amend a record as provided for under 5
U.S.C. 552a(d) (3) i and to any civil action brought by
the individual against the refusing agency as provided
under'S U.S.C. 552a(g).

a. Requests to amend agreed to by agency. Includes
individual's requests to amend and/or review
refusal to amend, copies of agency's replies
thereto, and related materials.

Dispose of in accordance with the approved
dispositicb instructions for the related subj ect
individual's record or 4 years after agency's
agreement to amend, whichever is later.

b. Requests to amend refused by agency. Includes
individual's requests to amend and to review
refusal to amend, copies of agency's replies
thereto, statement of disagreement, agency
justification for refusal to amend a record, and
related materials.

Dispose of in accordance with the approved
disposition instructions for the related subject
individual's record, 4 years after final
determination by agency, or 3 years after final
adjudication by courts, whichever is later.

c. Appealed requests to amend. Includes all files
created in responding to appeals under the Privacy
Act for refusal by any agency to amend a record.

Dispose of in accordance with the approved
disposition instructions for related subject
individual's record or 3 years after final
adjudication by courts, whichever is later.

5



To: Records Mana~ent From: Records Mana~nt
Re: 66F-HQ-Cl190~, 03/20/2002

GENERAL RECORDS SCHEDULE 20

Electronic Records

3. Electronic Versions of Records Scheduled for Disposal.

a. Electronic versions of records that are scheduled
for disposal under one or more items in GRS 1-16,
18, 22, or 23; EXCLUDING those that replace or
duplicate the following GRS items: GRS 1, items 21,
22, 25f; GRS 12, item 3; and GRS 18, item 5.

Delete after the expiration of the retention period
authorized by the GRS or when no longer needed,
whichever is later.

b. Electronic records that support administrative
housekeeping functions when the records are derived
from or replace hard copy records authorized by
NARA for destruction in an agency-specific records
schedule.

(1) When hard copy records are retained to meet
recordkeeping requirements.

Delete electronic version when the agency
determines that it is no longer needed for
administrative, legal, audit, or other
operational purposes.

(2) When the electronic record replaces hard copy
records that support administrative
housekeeping functions.

Delete after the expiration of the retention
p~riod authorized for the hard copy file, or
when no longer needed, whichever is later.

(3) Hard copy printouts created for short-term
administrative purposes.

Destroy when the agency determines that they
are no longer needed for administrative, '
legal, audit, or other operational purposes.

Additionally, Mrs. Donovan cautioned that should a
determination be reached that any of the aforementioned records
are identified as "PERMANENT" under the criteria set forth in the
FBI Records Retention Plan and Disposition Schedules, steps must

6



To: Records Mana~ent From: Records.Mana~nt
Re: 66F-HQ-Cl190~, 03/20/2002 ·0'

be taken to ensure that the material is maintained and
transferred to NARA at the appropriate time and in a format
compatible with NARA standards. Established criteria which would
result in a Classification 190 (FOIPA Matters) case file being
identified as IIPERMANENT II include, but are not limited to the
following:

(1) All control files other than "0" files;

(2) IITen Most Wanted" criminals;

(3) All case files that have one or more separate
sections of newspaper clippings (Sub A) ;

(4) Code name or code word Captioned case files;

(5) Multi-section case files with 20 sections or more;

(6) Case files litigated before U. S. Supreme Court;

(7) Case files 190-1 and 190-3;

(8) "00 11
- Policy File;

(9) 110 11 - Administrative File;

(10) Systematic evidential sample [SOD];

Note: Method of choosing specific case files under
this criteria will be established by NARA.

~__~~~~~~Ialso advised that those records currently
being maintained in both an electronic medium and a textual
format could be reviewed and the "hard-copy" version of the
records could be destroyed provided that the records are
maintained in the electronic format are an exact version of the
textual records.

Any questions concer~'a the in~ormation setlfFoBrrth
herein, should be directed to ._
Archives Specialist, at extension~ __

7
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To: Records Mana~ent . From: Records Mana~~t
Re: 66F-HQ-Cl190~, 03/20/2002

LEAD(s) :

Set Lead 1:

RECORDS MANAGEMENT

AT WASHINGTON, DC

Based on NARA approval, FOIPA Section should commence
to' maintain official Classification 190 records, created within
the FDPS, in an electronic medium in lieu of the maintenance of
volumes of textual records.

Set Lead 2:

RECORDS MANAGEM8NT

AT WASHINGTON, DC

. As resources allow, FOIPA Section may commence the
destruction of the textual copy of those Classification 190
records, created within the FDPS, and currently maintained fully
in both an electronic medium and a textual format.

Set Lead 3:

RECORDS MANAGEMENT

AT WASHINGTON, DC

Coordinate any destruction efforts with the Records
Disposition and Archival Unit, Records Maintenance and
Disposition Section, Records Management Division to ensure that
any case file(s) identified as "PERMANENT" under the criteria set
forth in the Records Retention Plan and Disposition Schedules, is
maintained for transfer, to NARA, at the appropriate time and in
a format compatible with NARA standards.

cc:

••

1 - Mr. Hooton, Room 10143
1 - Mr. Garritv Room 10143
1 - Room 10475
1 - , Room 1302
1 - ~oom 1302
1 r------,.I-::R:-o~o-m---l6 9 94

1 IRoom 6359

8
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(Rev. 08-28-2000)

,
FEDERAL BUREAU OF INVESTIGATION

Precedence: IMMEDIATE

TO~ ~ormation Res~~rces

From: Pittsburgh
Squad 1
Contact:

Approved By:

Drafted By:

Attn:

. Date: 04/08/2002

~. Re~ords Officer
William Hooton
Room 10143

b6
b7C

Case ID #: 66F-HQ-Cl190059- (ending)

Title: PRESERVATION OF RECORDS
PERTAINING TO THE ATTACKS
OF 09/11/2001 - SUPPLEMENTAL RESPONSE

Synopsis: This communication reports additional instances in
which records relating to 9/11 were lost or destroyed.

Administrative: Reference is made to:

1) the 03/04/2002 electronic communication
(ECl from the Director's Office;

2) the 03/15/2002 EC of the Pittsburgh
Division; and

3) the 03/12/2002 EC from the Director's
Office which was received in the Pittsburgh
Division on 03/20/2002.

Details: The referenced 03/12/2002 EC provided additional
guidance regarding the preservation of records pertaining to the
attacks of 09/11/2001. Upon receipt of that communication on
03/20/2002, the Pittsburgh Division conducted a second canvass to
determine if any records pertaining to the attacks of 9/11/2001
were altered, deleted, or destroyed. The findings of this
canvass are as follows:

1) ASAC John Joyce worked at the Pittsburgh
Division command post established after
09/11/2001. He took copious notes of command
post activity and events that were
communicated from headquarters in daily



To:
Re:

Information ~rces From, PittsbUrgh~
66F-HQ-Cl190059, 04/08/2002

telephonic briefings with the Deputy
Director. His notes did not reflect
investigative activity that he conducted
himself. Not believing that these notes were
"records" as defined under the Federal
Records Act, he destroyed his command post
notes after he no longer needed them.

~
eiture Paralegal SPecialistl------------~
took complaints from the general

PU lC after 09/11/2002. She reported that
when she spoke with callers, she took
contemporaneous notes concerning the subject
matter of each call. She transcribed
pertinent information to FD-822 rapid start
forms. Not believing that these notes were
"records" as defined under the Federal
Records Act, she destroyed these notes just
after the office moved to its present
location in November, 2001.

3) FO:feit~re Paralegal specialistl~~ __I _ _~ Itook complaints from the
genera pub lC after 09/11/2002. She
reported that when she spoke with callers,
she took contemporaneous notes concerning the
subject matter of each call. She transcribed
pertinent information to records in
investigative insert or EC form. Not
believing that these notes were "records" as
defined under the Federal Records Act, she
disposed of these notes when she felt it was
no longer necessary to retain them.

4) After 09/11/2001, SSAI I-
the CDC, took notes concernlng headquarters
conference calls, media calls, meetings,
administrative matters, and legal issues. He
retained some notes, but disposed of the
remainder believing that they were not
"records" as defined under the Federal
Records Act.

2

b6
b7C



To:
Re:

I~formation ~rces From: PittsbUrgh~
66F-HQ-Cl190059, 04/08/2002

LEAD (s) :

Set Lead 1:

INFORMATION RESOURCES

AT WASHINGTON, DC

For information. Read and clear .

••

3



(Rev. 08-28-2000)

FEDERAW.UREAU OF INVESTIGAY_ON
~;. . ~

Precedence: ROUTINE Date: 04/10/2002

Attn: AD
DAD

From: Office of the General Counsel
Deputy General Counsel
Contact: Patrick W. Kelley/Ext. 8067

Approved By: Kelley Patrick W~wL

Drafted By: Kelley Patrick W ~N lL
Case ID #: 66F-HQ-C1190059 - J-Lj ~

Title: PRESERVATION OF RECORDS
PERTAINING TO ATTACKS OF 09/11/2001

To: Records Management

Synopsis: This affirms that the Office of the General Counsel
(OGC) has taken appropriate steps to preserve records and other
materials relating to the attacks of September 11, 2001, and
reports previous destruction or loss of some such material.

Details: Per OGC Electronic Communications of 03/04/2002 and
03/12/2002, division personnel have been informed of their
obligation to take immediate and appropriate steps to preserve
any and all hardware, software, electronic media, or
communications, including e-mail, documents, records, or
materials of any type, relating to the attacks of September 11,
2001. All such materials are maintained in OGC spaces. Some
relevant materials, however, may have been previously lost or
destroyed as described below:

* During late February, March, and early April, new
computers were installed throughout much of OGC. Not only were
individual desk top machines replaced with new computers, but the
Information Resources Division (IRD) also changed the server
servicing our e-mail and file accounts. As a result of the
"upgrade," e-mailsstoredonindividualmachineswerelost, at
least so far as OGC's ability to retrieve them is concerned.
Further, some files were "lost." To our knowle~ge, these files
were not transferred from our "old" server to the "new" one even
though they may still be extant on the "old" one. We have
requested IRD representatives to maintain the "old" server and
preserve one "legacy" desktop so that these files may be accessed
through it. Additionally, some units have experienced difficulty
in accessing files which, in theory, were transferred to the
"new" server. We are unsure whether these files were actually

Date: -..Lf,.-¥;J'-f-~~­
By:_......~;;;;..._=



To:
Re:

Records Mana~nt From: Office of th~eneral Counsel
66F-HQ-Cl190059, 04/10/2002'.:'" '.lost or- whether our inability to retrieve the files is solely a

technical, temporary matter.

* Prior to receipt of the guidance to preserve "any and
all" information relating to the September 11, 2001, attacks, OGC
followed general FBI guidance on preserving e-mail. General e­
mail, however, was not specially preserved; rather it was
archived by the GroupWise system administrator in IRD. As we
understand it, older portions of that archive were eventually
lost as it overwritten by new e-mail or similarly automatically
purged in accordance with system administration policy. OGC has
no control over such actions.

* OGC personnel participated in various aspects of the
FBI's response to the attacks, ranging from SIOC watch standing
to internal OGC meetings reviewing division responsibilities and
actions. Many OGC personnel who assumed such roles took personal
notes, produced or reviewed working drafts, or compiled personal
binders which were subsequently destroyed by the individuals
concerned when they no longer appeared to have any value. These
notes or collections consisted of or pertained to telephone
calls, "to do" lists, meeting notes, copies of general background
documents or ticklers (see below) or similar material, and the
like. Working drafts pertained to particular actions and ranged
from administrative matters (such as preparation of SIOC watch
lists) to declarations to be filed in support of detentions of
particular suspects. None were considered to be of any
particular $ignificance to anyone other than the author who, as
stated earlier, made the decision to destroy them on an
individual basis after they were no longer needed. Matters of
substance were adequately memorialized in final versions of
documents. (Some employees have maintained such materials and
will continue to do so until advised to the contrary.)

* "Tickler" copies of documents received by OGC
personnel in the normal course of business were often discarded
after the information contained therein was assimilated or noted
by the individual to whom they were addressed. These were
duplicates of documents that should otherwise be located in FBI
files.

* A few OGC personnel were assigned to take notes
during the 4:00 PM daily conference call between FBlHQ and field
ADlCs and SACs. These notes were taken in shorthand and then
transcribed onto to a floppy disk provided by SIOC for that
purpose. The disk was.maintained by SIOC. After completion of
the assignment, the original shorthand notes were disposed of in
the confidential trash since it was believed that they were no
longer needed.

2
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To:
Re:

Records Mana~ent From: Office of th~eneral Counsel
66F-HQ-Cl1900S.90,4/10/2002 ;.

* Some OGC personnel participated in the "watch list"
project. This entailed reviewing files to determine or assist in
determining which individuals should be placed on or removed from
the list of persons of investigative interest to the FBI, or to
pass the name onto another agency. Handwritten notes taken by
individual personnel participating in this aspect of the project
were placed in several spiral notebooks. These notes were
destroyed by the participating personnel at the conclusion of the
project. The notes were taken from existing files or materials;
no additional or new information was set forth in the notes.

* One OGC employee worked in .SIOC on a team called the
"Red Cell," whose task it was to produce a number of reports on a
variety of terrorism-related issues. Reports were a
collaborative. effort and were not issued until a consensus among
the group members was reached. Consequently, there were many
drafts that were produced and then discarded at the working
level. Other documents that the group produced should be in the
record system.

3



To:
Re:

Records Mana~nt From: Office of th~eneral Counsel
66F-HQ-Cl190059, 04/10/2002

• •LEAD (s):

Set Lead 1: (Adm)

DIRECTOR'S OFFICE

RECORDS MANAGEMENT DIVISION

AT WASHINGTON, DC

Read and clear.

cc: 1 - Mr. Parkinson
1 - Each OGC DC
1 - Each OGC Deputy Gen Counsel

••

4
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Date: 04/12/2002

Attn: IRD, ~
I_------li 111_

Drafted By:

Case ID #~HQ-C1190059 ~

Title: PRESERVATION OF RECORDS PERTAINING TO
ATTACKS OF 9/11/2001

From: Islamabad
Contact: LEGAi

Approved By:

~recedence: PRIORITY

~ffice of General Counsel

Synopsis: Preservation of records at Legat Islamabad.

Reference: 66F-HQ-Cl190059 Serial 181

Details: In referenced EC~' record keeping responsibilities
relating to the attacks of Sept~mber II, 2001 to all Divisions
and Legats.

As all receiving offices are aware, Legat Islamabad is
located in a high threat area. The U.S. Embaspy is now operating
under a II zero burn" policy. Hard copies of so'me documents' are
maintained in the office space, however, if an emergency
evacuation is necessary, all f~les will be destroyed in
compliance with U.S. State Department policy. Therefore in all
investigations, including PENTTBOMB, this office will not retain
interview notes, evidence, or other documentation related to any
case. All of these items have been or will routinely be
forwarded to the appropriate office .

..'

I . . ,
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;.,.~'- --To:

Re:

.---_ ..~

Of£ice of General Counsel From:
66F-HQ-Cl190059, 04/12/2002

'.'.;'
, -'.. _---

Islamabad

LEAD (s) :

Set Lead 1: (Adm)

-<:,..-

ALL RECEIVING OFFICES

For information .

••

2
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FEDERAL BUREAU OF INVESTIGATION

From: Records Management
Records Maintenance and Disposition/Records
Disposit~Qn and ArChiYes/~oom 4933
Contact: I _

Approved By: Hooton William L (,cJ"H-'~
Garrity Robert J Jr. ~,

Drafted By: Shackelford Willia~/~;~~
Case ID #: 66F-HQ-Cl190059 - 2,-{5"".

Title: NATIONAL ARCHIVES AND RECORDS
ADMINISTRATION (NARA); ASSESSMENT OF
FBI RECORDS MANAGEMENT PROGRAM;
VISIT TO RICHMOND (RH) FIELD OFFICE

Precedence: IMMEDIATE

To: Richmond

Date: 04/16/2002

Attn: SAC Donald W. Thompson, Jr.
ASAC Roy L. Tubergen

AO 1 ---'
b6
b7C

Synopsis: Information pertaining to NARA visit to RH in
conjunction with joint FBI/NARA assessment of the FBI records
management program.

Details: NARA and the FBI have agreed to work together to assess
the FBI's current records management program and to recommend
priorities for FBI action. This assessment will describe the
current state of the records management program and environment.
The resulting recommendations will be designed to assist the FBI
in identifying deficiencies in the system and specify goals for

'. . improvement. A Memorandum o~ Understanding (MOU) has been
executed between NARA and the FBI endorsing this project. The
MOU was coordinated with the Office of General Counsel. This MOD
requires all offices to cooperate with the NARA Targeted
Assistance Team by setting aside time for interviews with office
personnel and to allow the team to examine FBI records in all
formats.

The NARA assessment commenced on January 23, 2002 and
is expected to continued through July, 2002. The NARA
representatives are presently working, on a regular basis, with
employees of the Records Management Division (RMD). In addition
to RH, the NARA representatives will be visiting at least three
other field offices as well as the Criminal Justice Information
Services Division, Clarksburg, West Virginia.



..~
. To:

Re:
Richmond Fr~ Records Management
66F-HQ-Cl1900S9, 04/16/2002

__________~Q~~ 4/22-23/2002, Archives specialisd
I jand the NARA Targeted Assistance T~e-a-m--~~'n-v--o~l-v-e-d~~in the
assessment will visit RH. The NARA representatives are:

Name: b6
SSN: b7C

POB:
DOB:

Name:
SSN:
POB:
DOB:

All of the representatives from NARA have been issued
TOP SECRET security clearances. All information, includinq
security clearances, may be verified throughl
Supervisory Personnel Security Specialist, In~~~lt~i~a~l~C~l~e--a-r~a-n-c-e---a-n-d~

Access Unit, Security Division, Extension I I
During the visit on 4/22/2002,f rnd the

NARA representatives will provide a briet~ng to the management of
RH. Following the briefing, the NARA representatives will
conduct interviews with various personnel, both agent and
support, relative to records management issues within the field
office. It is anticipated that the duration of each interview
will be approximately 45-60 minutes. Coordination and scheduling
of this briefing and the interviews should be handled by RH
personnel. It has been requested by NARA representatives that
four interviews be scheduled for 4/22 and the remaining three
interviews be scheduled for 4/23. The individuals to be
interviewed will include the following:

Administrative Officer
Supervisory Administrative Specialist - Records
Information Management Analyst (2)
Special Agent (less than 3 years of service)
Special Agent (more than 10 years of service)
Computer Specialist (with E-Mail management
responsibility)

Any questions regarding
assessment and visit to RH should
Specialist I .

2

the NARA records management
be directed to FBI jrChiVes
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To: Richmond Fr~ Records Management
Re: 66F-HQ-Cl190~, 04/16/2002

LEAD(s) :

Set Lead 1:

RICHMOND

AT RICHMOND, VIRGINIA

Coordinate and schedule time and location for
interviews by NARA Targeted Assistance Team.

Set Lead 2:

RICHMOND

AT RICHMOND, VIRGINIA

Provide necessary assistance to RMD and NARA
representatives with lodging arrangements in vicinity of RH Field
Office.

cc:

••

1 - Mr. Hooton, Room 10143
1 - Mr. Garrity, Room 10143
1 -I IRoom 4933

3

b6
b7C



... I
./;1 ./

(Rev. 08-28-2000) - -FEDERAL BUREAU OF INVESTIGATION

Precedence: IMMEDIATE Date: 04/18/2002

b6
b7C

Attn: SAC Kevin L. Stafford
ASAC Monte C. Strait
ASAC Michael TabmanAol _

From: Records Management
Records Maintenance and Disposition/Records
Disposition and Archives Room 4933
Contact:

Approved By: Hooton William L We"

I
Garrity Robert J Jr fk"

Drafted By: ..........-

Case ID #: 66F-HQ-Cl190059 - <y~

Title: NATIONAL ARCHIVES AND RECORDS
ADMINISTRATION (NARA); ASSESSMENT OF
FBI RECORDS MANAGEMENT PROGRAM;
VISIT TO KANSAS CITY (KC) FIELD OFFICE

To: Kansas City

Synopsis: Information pertaining to NARA visit to KC in
conjunction with joint FBI/NARA assessment of the FBI records
management program.

Details: NARA and the FBI have agreed to work together to assess
the FBI's current records management program and to recommend
priorities for FBI action. This assessment will describe the
current state of the records management program and environment.
The resulting recommendations will be designed to assist the FBI
in identifying deficiencies in the system and specify goals for
improvement. A Memorandum of Understanding (MOU) has been
executed between NARA and the FBI endorsing this project. The
MOU was coordinated with the Office of General Counsel. This MOU
requires all offices to cooperate with the NARA Targeted
Assistance Team by setting aside time for interviews with office
personnel and to allow the team to examine FBI records in all
formats.

The NARA assessment commenced on January 23, 2002 and
is expected to continued through July, 2002. The NARA
representatives are presently working, on a regular basis, with
employees of the Records Management Division. In addition to KC,
the NARA representatives will be visiting at least three other



To: Kansas City a om : Records Management e
Re: 66F-HQ-Cl1900~, 04/18/2002

field offices as well as the Criminal Justice Information
Services Division, Clarksburg, West Virginia.

__________~O~n 4/29-30/2002, Archives specialis~ I
______---..Iand the NARA Targeted Assistance T...e-a-m-l...· -n-v-o""'ll~v-e-d""'l""""......in the'
assessment will visit KC. The NARA representatives are:

Name:
SSN:
POB:
DOB:

Name:
SSN:
POB:
DOB:

All of the representatives from NARA have been issued
TOP SECRET security clearances. All information, including
security clearances, may be verified through I
Supervisory Personnel Security Specialist, Initial Clearance and
Access ,Unit, Security Division, Extensio~ I

Du~ing the visit on 4/29/20021 land the
NARA representatives will provide a briefing to the management of
KC. Following the briefing, the NARA representatives will
conduct interviews with various personnel, both agent and
support, relative to records management issues within the field
office. It is anticipated that the duration of each interview
will be approximately 45-60 minutes. Coordination and scheduling
of this briefing and ~he interviews should be handled by KC
personnel. It is requested by NARA that four interviews be
scheduled for 4/29 and the remaining three interviews be
scheduled for 4/30. The individuals to be interviewed will
include the following:

Administrative Officer
Supervisory Administrative Specialist - Records
Information Management Analyst (2)
Special Agent (less than 3 years of service)
Special Agent (more than 10 years of service)
Computer Specialist (with E-Mail management
responsibility)

Any questions regarding the NARA records management
assessment and visit to KC should be directed to FBI Archives
Specialistl"-- I

2
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To: Kansas City ~m: Records Management ...
Re: 66F-HQ-Cl190~, 04/18/2002 ~

LEAD(s) :

Set Lead 1:

KANSAS CITY

AT KANSAS CITY, MISSOURI

Coordinate and schedule time and location for
interviews by NARA Targeted Assistance Team.

Set Lead 2:

KANSAS CITY

AT KANSAS CITY, MISSOURI

Provide necessary assistance to RMD and NARA
representatives with lodging arrangements in vicinity of RH Field
Office.

cc:

••

1 - Mr: Hooton, Room 10143
1 - Mr. Garrity, Room 10143
1 -1~ IRoom 4933

3
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•tlERAL BUREAU OF INVESTIGAW

From:

Precedence: PRIORITY

To: Director's Office

Athens
Contact: I

Approved By:

Date: 04/26/2002

Attn: Dep Gen Counsel P.W. Kelley
Office of the General Counsel

I

Drafted By:

Case ID #: 66F-HQ-Cl1900594f~

Title: PRESENTATION OF RECORDS PERTAINING
TO ATTACKS OF 9/11/2001

b6
b7C

Synopsis: This communication confirms all pertinent records in
the possession of Legat Athens have been preserved.

Reference: 66F-HQ-Cl190059 Serial 217

Details: All materials pertinent to the Joint Intelligence
Committee Inquiry as detailed in referenced EC and in the
possession of Legat Athens have been preserved, inventoried, and
prepared for shipment. There has been no alteration, deletion,
or destruction of pertinent materials.
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Director's o~ce From: Athens
66F-HQ-Cl190059, 04/26/2002

•
-
•

LEAD (8) :

Set Lead 1:

DIRECTOR'S OFFICE

AT WASHINGTON, DC

Read and Clear .

••

2
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Precedence: IMMEDIATE

To: Los Angeles

Date: 05/13/2002

Attn: ADIC Ronald L. Iden
SAC Gerald L. Mack
ASAC Herbert M. Brown

A9 -----l

From: Records Management
Records Maintenance and Disposition/Records

~~~~~~~1jQn and.ArCh::::~:;::4933

Approved By: Hooton Wllllam L fj/
Garrity Robert J Jr ~

Drafted By: Shackelford Willia~?J~I~~

Case ID #: 66F-HQ-Cl190059 - ZS3

Title: NATIONAL ARCHIVES AND RECORDS
ADMINISTRATION (NARA); ASSESSMENT OF
FBI RECORDS MANAGEMENT PROGRAM;
VISIT TO LOS ANGELES (LA) FIELD OFFICE

Synopsis: Information pertaining to NARA visit to LA in
conjunction with joint FBI/NARA assessment of the FBI records
management program.

Details: NARA and the FBI have agreed to work together to assess
the FBI's current records management program and to recommend
priorities for FBI action. This assessment will describe the
current state of the records management program and environment.
The resulting recommendations will be designed to assist the FBI
in identifying deficiencies in the system and specify goals for
improvement. A Memorandum of Understanding (MOU) has been
executed between NARA and the 'FBI endorsing this project. The
MOU was coordinated with the Office of General Counsel. This MOU
requires all offices to cooperate with the NARA Targeted
Assistance Team by setting aside time for interviews with office
personnel and to allow the team to examine FBI records in all
formats.

The NARA assessment commenced on January 23, 2002 and
is expected to continued through July, 2002. The NARA
representatives are presently working, on a regular basis, with
employees of the Records Management Division. In addition to LA,
the NARA representatives will be visiting at least three other

b6
b7C



To: Los Angeles ~m: Records Management •
Re: 66F-HQ-Cl1900~~ 05/13/2002

field offices as well as the Criminal Justice Information
Services Division, Clarksburg, West Virginia.

~ ~O~q 5/20-22/2002, Archives Specialist� ~--~--~~~1
Jand the NARA Targeted Ass~stance Team ~nvolved in the

~a-s-s-e--s-s-m-e-n-t~will visit LA. The NARA representatives are:

Name:
SSN:
POB:
DOB:

Name:
SSN:
POB:
DOB:

All of the representatives from NARA have been issued
TOP SECRET security clearances. All inform~tion( i~:]llding
security clearances, may be verified throughlv _ I
Supervisory Personnel Security specialist( In~t~al earance and
Access Unit, Security Division, Extension. I

During the visit on 5/20/2002,1 land the
NARA representatives will provide a briefing to the management of
LA. Following the briefing, the NARA representatives will
conduct interviews with various personnel, both agent and
support, relative to records management issues within the field
office. It is anticipated that the duration of each interview
will be approximately 45-60 minutes. Coordination-and scheduling
of this briefing and the interviews should be handled by LA
personnel. It is requested by NARA that four interviews be
scheduled for each of the three days of the assessment. The
individuals to be interviewed will include the following:

Administrative Officer
2 - Supervisory Administrative Specialists (with
records background)
4 - Squad Operation Assistants (with Information
Management Analyst background)
2 - Special Agents (with less than 3 years of service)
2 - Special Agents (with more than 10 years of service)
Computer Specialist (with E-Mail management
responsibility)

The Office of General Counsel has advised that it is
legally defensible for an FBI/NARA team to conduct a random audit
of FBI employee E-Mail and that such an audit may be conducted
without the consent of the employee whose E-Mail is being

2 -
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To: Los Angeles .om: Records Management •
Re: 66F-HQ-Cl1900~, 05/13/2002

audited. The purpose of the audit is to assist NARA in
ascertaining 1) if the E-Mail may be a federal record, and 2) if
they are federal records, to determine if and how they have been b6
preserved. Questions regarding this audit should'be directed to b7C
either Attorney-Advisorl I~o~r _
Supervisory AttorneY-Advisorl~ ~ _

Any questions regarding the'overall NARA records
management assessmept and visit to LA shoJlJd be djrected to FBI
Archives SpecialistL I

3
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To: Los Angeles 10m: Records Management 4It
Re: 66F-HQ-Cl1900~, 05/13/2002

LEAD (s) :

Set Lead 1:

LOS ANGELES

AT LOS ANGELES, CALIFORNIA

Coordinate and schedule time and location for
interviews by NARA Targeted Assistance Team.

cc:

••

1 - Mr. Hooton, Room 10143
1 - Mr. Garrity, Room 10143

1 -1'---- _

4
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FEDERAL BUREAU OF INVESTIGATION

Precedence: ROUTINE

To: Administrative Services

Date: OS/28/2002

Attn: Leah M. Meisel
Section Chief
Human Resource Management

From: Records Management
Records Maintenance and Disposition/Records
Di sposi t.J,",L-l-lJL......<:I..L.LL..I....~~u...l>u:::.;:::l..L..Jl:l..L.J.L.l.LLL......:;tO";Z"'J..,;L. ---.

Contact:

Approved By: Hooton William L
Garrity Robert J

b6
b7C

Drafted By:

Case ID #: 66F-HQ-Cl1900S9--Zst;

Title: DESTRUCTION OF RECORDS
NATIONAL ARCHIVES. AND
RECORDS ADMINISTRATION (NARA)
APPRAISAL OF FBIHQ AND FIELD
OFFICE RECORDS

Synopsis: To advise of receipt of an approved "Request For
Disposition Authority" from the Archivist of the United States.

Enclosure(s): Standard Form (SF) 11S dated 4/S/2002, bearing
signature of Michael L~ Miller, Director, Modern Records Program,
on behalf of the Archivist of the United States.

Details: On S/10/2002, an approved SF-llS, bearing NARA Job
Number Nl-6S-02-01, was received from the National Archives and
Records Administration (NARA) granting final disposition
authority to the Staffing Unit (SU), Human Resource Management
Section (HRMS), Administrative Services Division (ASD) which
permits the destruction of the documentation and recordings
created as a result of FBIHQ and Field Office Career Board
deliberations generated in conjunction with the advertising and
filling of vacant FBI support employee (non-agent) positions.

The support selection documentation for each individual
posting consists of the vacancy announcement, position
applications from candidates, results of any tests or exercises,
crediting plan(s), evaluations of applications, and
communications containing lists of qualified candidates and final
selection(s). If an interview was afforded to any of the
candidates, the selection documentation will also include the



To:
Re:

Administrati~Services From:
66F-HQ-Cl190~, OS/28/2002

Records ~agement

interview questions, audio tapes, and score sheets. Support
selection documentation is stored by vacancy announcement number.
There is-no indexing of a candidate's name or social security
number.

Selection files are maintained solely to enable the SU,
HRMS, ASD to reconstruct the selection process for a particular
vacancy announcement in response to a grievance. Documentation
and recordings are created and maintained at FBIHQ and in various
FBI Field Offices. The documentary material and recordings may
be destroyed five years after final determination of the Career
Board or after final adjudication of litigation, whichever is
later. Any electronic copies of these records that are created
on electronic mail and word processing systems and used solely to
generate a record-keeping copy of the aforementioned "hard-copy"
textual records may be destroyed within 60 days after the record­
keeping copy has been produced ..

Any questions concerning the final disposition
authority for the support personnel (non-agent) selection
documentat i~o""n..............alwt.nA:ld_r*-lll;eolllc:.llo'-'lro.ld.l..· ...n.::=gUlos'--l.m.wao:loy.L.......b~e...·..lId....l..· r_e..cu.t:.lle..:od_t~o~F....B..I.......A....r.lloc........h'ves
specialistl J

b6
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To:
Re:

Administrati~Services From:
66F-HQ-Cl190~, OS/28/2002

Records ~agement

LEAD (8) :

Set Lead 1:

ADMINISTRATIVE SERVICES

AT WASHINGTON,. DC

As authorized by NARA, SU, HRMS, ASD may immediately
dispose of support personnel (non-agent) selection documentation
and recordings five years after final determination of the Career
Board or after final adjudication of litigation, whichever is
later .

••
cc: 1 - Mr. Hooton, Room 10143

1 - Mr. Garrity. Room 10143

1 -1 ------'

3
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REQUEST FOR RECORDS DISPOSITION AUTHORITY
LEAVE BLANK (NARA useonlv)

JOB NUMBER
(See instructions on reverse) N I -Db S - 0 ~ -I

TO: NATIONAL ARCHIVES and RECORDS ADMINISTRAnON (NIR) DATE RECEIVED
WASHINGTON, DC 20408 1.P-t)S-aJ

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY
Department of Justice

In accordance with the provisions of 442. MAJOR SUBDIVISION U.S.C. 3303a the disposition request,
Federal Bureau of Investigation including amendments, is approved except

3. MINOR SUBDIVISION h
for items that may be marked "disposition
not approved" or withdrawn" in column 10.

Information Resources Division I .A .

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE () I'I'/1CHMSfOF~. STAltS

~~~.~ ~.~J I L 'Ilf/~~

6. AGENCY CERTIFICATION
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records
and that the records proposed for disposal on the attached-.2..- page(s) are not now needed for the business'
Of this agency or wil not be needed after the retention periods specified; and that written concurrence from
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal
Agencies,

b6rn is not required; Cl i s a tt a che d; 0 r Cl has been requested. b7C

DATE ~1r,NATlJRF OJ=: Ar,FNr.V Ri= Ri=~i=NTATIVF TITLE

09/26/2001 Archives Specialist

7. 9. GRS OR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONL V)

. =.~~ ., .0.- -'_ -"' _____._....__..;:::._:..O;,;-"-·--:-,.:·' .... r"".'- •.. ..:.-9'_---.__."..,,..,---· ;;:;.-,..,.-; ;,7. __-=..~~..,.-..-.",_",--':"•..,~._- '._ .-.:;:. ....... - ...... ~ ;:~~".---.,..;::-:--=- • ......:. -- ~--~---""~----~--':"l'="'"... _.-=, ~~-=-
FBI SUPPORT PERSONNEL (NON-AGENT) SELECTION

, DOCUMENTATION AND RECORDINGS

A. Textual Records NI- (,5'- 0/- )-

Documentation and recordings created as a result of FBIHQ and
Field Office Career Board deliberations generated in conjunction with the
advertising and filling of vacant FBI support employee (non-agent) positions.

The support selection documentation for each individual posting
consists of the vacancy announcement, position applications from
candidates, results of any tests or exercises, crediting plan(s), evaluations
of applications, and communications containing lists of qualified candidates
and final selection(s). If an interview was afforded to any of the candidates. .
the selection documentation will also include the interview questions, audio
tapes, and score sheets. Support selection documentation is stored by
vacancy announcement number. There is no indexing of a candidate's
name or social security number.

Selection files are maintained solely to enable the Pay Administration
and Support Staffing Unit (PASSU), Administrative Services Division (ASD)
to reconstruct the selection process for a particular vacancy announcement
in response to a grievance. Documentation and recordings are created and
maintained at FBIHQ and in various FBI Field Offices.

DISPOSITION: Temporary. De~troy five (5) years after final determination
of the Career Board or after final adjudication of litigation, whichever is later.

115-109 NSN 7540-00-634-4064A PREVIOUS EDITION NOT USABLE

e(7- 1J1~ J "7J,IfI /J tU /7} LO

STANDARD FORM 115 (REV. 3-91)
Prescribed by NARA

36CFR1228
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REQUEST FOR RECORDS DISPOSITION AUTHORITY· CONTINUATION
PAGE

2 2
OF

7.
ITEM
NO.

8. DESCRIPTION OF ITEM
(With InclusIve Dales or Relentlon Periods)

8. ELECTRONIC RECORDS

Electronic copies of records that are created on electronic mail and word
processing systems and used solely to generate a record-keeping copy of the
records covered by Item A of this schedule.

DISPOSITION: Temporary. Destroy within 60 days after the record-keeping copy
has been produced.

9. GRS OR
SUPERSEDED

.JOB
CITATION

10. ACTION
TAKEN

(NARS USE
ONLY)

115·204 Four copies. Including original \0 be sub milled
\0 the National Archives and Records Service.

STANDARD FORM 115·A (REV. 12·83)
Prescribed by GSA
FPMR(41 CFR) 101·11.4
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(Rev. 08-28-2000)

FEDERAL BUREAU OF INVESTIGATION

Precedence: ROUTINE

TO~istrative Services

Date: 07/23/2002

Attn: Micrographics Sub Unit IB301
File Retention

Approved By:

From: Moscow
Contact: I

b6
b7C

Drafted By:
d-J "-'

Case ID #: 66-F-HQ-Cl190059- (Pending)
66F-MC-21- (Pending)

. dO
Title: FBI RECORDS RETENTION PLAN

\

Synopsis: Legat Moscow sending files and documents to be archived.

Package Copy: Being forwarded under separate cover two boxes of
Moscow files and documents. .

Details: Files and documents to be archived atFBIHQ. See files
listed below:

Box 1 of 2

lC-MC-19
66F-MC-3 SUB A
66F-MC-8 VOL. 6
66F-MC-8 VOL. 7
242-MC-9 VOL. 3
66F-MC-18 VOL. 1
66F-MC-20 VOL 13
80-MC-28 VOL. 4
80-MC-28 SERIAL 3
80-MC-28 lA from Marjorie D. Robins
80-MC-28 SUB A SERIALS 13 & 14
281H-MC-36 SERIAL 49

Box 2 of2

80-MC-26 SUB A 1/99-1/19/01
VOLUMES 8, 9, 10, 11,)-2, 13

80-MC-28 VOL. 5 4/5/99 - 12/99
281-MC-36 VOL. 7 1/99 -12/99

HtV,··.I ;~ ,."~' ',/
i



To: Administrative Services From: Moscow
Re: 66-F-HQ-Cl190059, 07/23/2002
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To: Administrative Services From: Moscow
Re: 66-F-HQ-Cl190059, 07/23/2002.....~_I
LEAD (8) :

Set Lead 1: (Adm)

ADMINISTRATIVE SERVICES

AT WASHINGTON, D.C.

Read and Clear .

••

3



~Natianal· ...~.~ .'.. •
. ~~~"~~~COR"" :A.rchzves at College Park

~.." ~i 8601 Adelphi Road College Park, Maryland 20740-6C
~

~""

August 4, 1999

Mr. Dennis R. Weaver
Section Chief
Information Management Section - Room 9998
Federal Bureau of Investigation
935 Pennsylvania Ave., NW
Washington, DC 20535-0001

Dear Mr. Weaver:

Thank you for taking the time to show my staff and NARA Civil Enginee~ ~he
FBI records center. We appreciate the importance of working closely together on this issue as
well as the other issues discussed at our July 14 meeting. I understand that you have tentatively
scheduled a September 10 meeting wit~ pf my staff. This will
be a good opportunity to begin to resolve some of the issues we discussed. We look forward to
continuing to work closely with you and your staff.

Enclosed -is the National Archives and Records Administration's (NARA) inspection report
b2 regarding the FBI records center a~ ~lease review the report

and notify us of any corrections and/or suggestions you would like to make to the report. If you
would like to discuss the findings or other issues wit~ ~lease contac~,-- ---,
and she will make the necessary arrangements.

I If you have any(ther questions·or concerns please contacj ---J

b6
b7C

~~
~MARlEB. ALLEN
() Director

Life Cycle Management Division

Enclosures

(o~F- \-\~ -c. \\90059 - 258

NationalArchives and Records Administration



at College Park
8601 Adelphi Road

College Park, Maryland 20740-6001

b2
b6
b7C

_____---..IAppraisal Archivist, NWML

Date July 26, 1999

Reply to

: I' Allnof

SUbject

To :I

On Friday, July 23, 1999, an inspection was conducted at the Government Records Center at
I tJbe purpose of the inspection was to review the
records storage conditions for compliance with the current standards as listed in 36CFR,
Subpart K, Section 1228.222 (all references to "Section 1228.222" or to "1228.222" in this
report are taken from 36 CFR, Section 1228.222). The inspection had been requested by

I IAppraisal Archivist (NWML). She and her supervisorJ ----,,...-_
participated in a concurrent tour ofthe facility conducted by tenant agency representatives.
The inspection began at approximately 9:00 a.m. and concluded approximately 11 :00 a.m.

Prior to entering the facility, a general overview ofthe site was made. The facility appeared
to be a single story masonry warehouse built on grade. It was noted that the facility is
surrounded by similar structures and that the spacing of fire hydrants was more than adequate
for compliance with Section 1228.222(b)(20). On the day of the inspection, the outside
ambient temperature was approximately 85 degrees Fahrenheit.

b2 After signing in, the records storage space a~ ~as inspected. The first
space consisted of three bays of approximately 26,177 gross square feet (bays 5, 6, and 7 on
the attached sketch). The space is a single story facility with 14 foot high metal shelving
units. Files are placed directly oli the shelving units and are not stored in boxes. Although
some of the individual shelves appeared to have been overloaded at some point in time
during their use, the shelving units all appeared to be braced against lateral movement.

As stated above, the facility appears to be on grade and there appeared to be no signs of
structural problems at the facility except some minor "stair step" settlement cracking in the
masonry walls which appears to have been recently repaired. The facility is constructed of
non-combustible materials (masonry walls at the perimeter, steel columns with partial
masonry enclosures, steel, open web truss beams and metal roof deck). The office space at
the from of the facility was constructed of drywall partitions and suspended acoustical tile
ceiling with 2'x4' lay in light fixtures. Although there was some staining of the interior

National Archives and Records Administration
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surface of the exterior walls at various locations, there did not appear to be any active leaks
. (although it should be pointed out that, at the time of the inspection, there had not been much
rain for quite s·ometime). It was stated during the inspection that the roof on the facility was
relatively new. the locations of the stains would indicate possible previous problems with
roof perimeter flashings.

While the office space was air conditioned, the storage space had no air conditioning. When
the inspection began, the rooftop ventilators were not running (the hand-off-automatic
switch was in the "off' position. These switches were placed in the "on" position (although it
appeared that the system was designed to be left in the "auto" position with thermostats to
bring on the fans when the temperature reached a set point temperature). The temperature of
the space was measured by thermometer at 84 degrees Fahrenheit. The relative humidity
measured with a Bacharach sling psychrometer was approximately 70%. These conditions
are acceptable for the storage of non permanent records but they are less than ideal for the
storage of permanent records.

In looking at the structure, there appeared to be a few deficiencies. First, Section
1228.222(a)(2) requires that the floor load limit be established by a structural engineer and
that the limit be posted in a conspicuotls location. As previously stated, there appeared to be
no structural problems. If the floor slab is on grade, the capacity of the slab should be more
than adequate, but the floor load capacity should be determined and should be posted as
required.

Second, section 1228.222(b)(5) requires building columns to have 2-hour fire resistive
protection" ...from the floor to the point where they meet the ceiling or the roof framing
system." The masonry around the steel columns appears to provide the required fire
protection but, the masonry ends approximately 6 feet down from the roof deck. The fire
resistive rating should extend to the underside of the roof deck.

Third, section 1228.222(b)(7) states that, "(w)here lightweight steel roof or floor supporting
members (e.g., bar joists having top chords with angles 2 by 1-1/2 inches or smaller, 1/4 inch
thick ..." the top chord will be protected with a 10 minute fire resistive coating or that the
structural system be protected by large drop sprinkler heads. Although it was not possible
during this inspection to measure the dimensions of the bar joist, it was noted that the open
web bar joists did not have any protective coating on the top chord. The current fire sprinkler
system did not appear to provide the required large drop sprinkler protection.

The storage space is provided with gas unit heaters. Section 1228.222(b)(8) prohibits the use
of open flame (oil or gas) equipment or unit heaters in records storage areas. In fact, the new
draft standards prohibit running gas lines through records storage areas.

The area is protected by an intrusion alarm system that, according to the facility manager,
sends a signal to the tenant's headquarters building in downtown Washington, DC (which is
monitored 24 hours per day), who in turn contacts the Alexandria, Virginia police
department. The response time from the police was indicated to be approximately 2 minutes.

National Archives and Records Administration
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Regarding firesafety, the entire space inspected atl ~as b2

approximately 60,000 square feet. According to 1228.222(b)(I), storage spaces shall not
exceed 40,000 square feet without fire separation. An 8 inch masonry wall was provided to
separate the open shelving storage space from space containing file cabinets however, the
opening did not qualify as a fire separation since it has two large framed openings without
fire rated doors. There was another masonry partition separating the file cabinet storage area
from' adjacent mixed use storage and that wall did reduce the size of the total space to under
the required maximum 40,0000 square feet (1228.222(b)(1)). The wall did have a double
door held open by door closures with fusible links. The rating of both leaves of the door
appeared to be 1-1/2 hours based on the label on the door (this is a Class B labeled door). No
fire rating was seem on the door frame. According to 1228.222(b)(2), openings in fire walls
shall be avoided. If openings are required (such as in the case of this door) the door shall be a
Class A fire door or equivalent (on each side of the wall opening). This openmg may meet
local fire codes but it does not meet 1228.222(b)(2). Further, it did not appear that the
walls1ceilings separating the storage space from other auxiliary spaces were 2 hour rates per
1228.222(b)(l).

The steel beam at the top of the masonry fire wall had a fire resistive coating (type of
material and thickness could not be detemiined during this inspection). This steel beam did
provide support to the roof structure. The storage space itself has a fire sprinkler system
(upright pendant heads spaced approximately 10 feet on center in both directions). In
looking at the incoming water service to the sprinkler system, it appears to be a dry pipe
sprinkler system (water is held back by air pressure requiring the air to release from the line
before water fills the line). Section 1228.22(b)(1l) requires the fire sprinkler system to be a
wet pipe system. During the inspection, test records were found that indicate the sprinkler
system was tested on November 10, 1994 and on August 29, 1997.

The water cutoff valves for the fire sprinkler system had tamper switches and some.had
frangible locks to prevent unauthorized closure of the valves. Also, there appeared to be
water flpw switches in the piping. It should be verified that these water flow switches send a
signal to a continuously staffed fire department or to a central station with responsibility for
immediate response (refer to 1228.222(b)(14).

It is important that the facility have a dependable water supply (refer to 1228.222(b)(17). At
the time of inspection it wasn't possible to determine if the facility had a backup water supply
or if the facility is on a "loop" water supply system that would allow maintenance staff to
close some water supply valves for service without completely shutting off water service to
the facility. The adequacy of the water supply system needs to be verified to insure
compliance with 1228.222(b)(17).

There appeared to be some carpet staining outside the fire sprinkler valve room (the stains'
were dry although there was some minor leakage on the floor of the valve room).

Spare sprinkler heads stored in a cabinet in the sprinkler valve room were rated at 165
degrees Fahrenheit (the previous standard allowed sprinkler heads rated at 286 degrees - the

National Archives and Records Administration
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new standards requires 165 degree quick response heads). The 165 degree sprinkler heads
appear appropriate for this facility although it would be desirable that they be quick response
heads.

Missing from the facility was a manual fire alarm system. Section 1228.22(b)(15) requires a
manual fire alarm system connected to a central station or other means of notifying the
municipal fire department. At a minimum, manual alarm pull stations are required adjacent
to each exit.

The facility did not have any interior fire hose cabinets. The requirements for fire hose
cabinets (whether they contain stored fire hoses or not) are outlined in 1228.222(b)(l8).

Fire extinguishers have been provided and are generally located adjacent to exits. These
extinguishers had tags indicating that they are checked and serviced every six months.

r"';;';;;;;';;;";'';';;;;;;~;';;';;'';=,i;"";;";;;';;;;';;;';;';;'';~:=:-:--:~:-:-:-"""":,,,""",,,,:,,,__....Jwe reviewed another adjacent facility at
This facility had many of the same deficiencies noted above. A

L...-_----;.....,....--:-_---..,...--__---1

complete inspectIOn was not performed on Friday, July 23, 1999.

After the space a~ ~as inspected, we walked another adjacent
facility that was under "fit out" construction. Since this space was under construction, it was
premature to perform an inspection. It is recommended that the person or persons
overseeing the construction review the electricaLwiring installation for compliance with
1228.222(b)( I0) - in particular to make sure that armored cable only be used as light fixture
"whips" and only as permitted by the National Electrical Code.

i Ifthere are any questions concerning any of the ijemS listed above, please contaeiL...- ....J

National Archives and Records Administration
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National Archives and Records Administration
Office of Administrative Services

Space and Security Management Division
Agency Records Center Inspection

Agency: .Federal Bureau of Investigations

Facility: I
Inspector:

_July 23,1999_
Date

CiVil Engir)t3er, Space and Security Management Division

Facility description: V
Single story warehouse located off o~ I
Exterior construction is brick (masonary), interior side of exterior walls is block (emu).
Parking is adjacent to building on one side.

Roof -- metal deck. Built-up roofing?

Owner: CSM Management Corp
Rep·1 I

I I

Compliance with 36 CFR §1228.222

Sub-para. Requirement OK No Part

(a)(1)(a) Facility should be a single-story building, at or ..[

above grade level

(a)(1)(b) Facility shall be constructed with non-combustible .[
materials.

(a)(2) Floor load limit shall be established for the records .[
storage area by a structural engineer. The
allowable load limit shall be posted in a
conspicuous place and shall not be exceeded.

Page 1 of 8
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Compliance with 36 CFR §1228.222

Sub-para. Requirement OK No Part

(a)(3)(a) Steel shelving or other open-shelf records storage .[

equipment shall be braced to prevent collapse
under full load in accordance with Federal
Specifications AS-S-271 or AA-S-1047.

(a)(3)(b) The records storage height shall not exceed 15 .[

feet.

(a)(4) The area occupied by the center shall be equipped .[
with an anti-intrusion alarm system, or equivalent,
to protect against unlawful entry after hours.

(b)(1 lea) All walls separating records areas from each other ..[

and from other storage areas in the building shall
be four-hour fire resistant.

(b)(1 )(b) The records areas shall not exceed 40,000 square .[
feet each.

(b)(1 )(c) Two-hour-rated firewalls shall be provided between ..[

the records storage areas and other auxiliary
spaces.

(b)(1 led) Penetrations in the walls shall not reduce the ..[

specified fire resistance ratings.

(b)(2) Openings in firewalls shall be avoided as far as ..[

possible but if openings are necessary they shall be
protected by self-closing or automatic Class A
firedoors, or equivalent, on each side of the wall
openings

(b)(3) Roof support structures that cross or penetrate ..[
firewalls shall be cut and supported independently
on each side of the firewall.

(b)(4) If firewalls are erected with expansion joints, the ..[

joints shall be protected their full height with No. 10
iron astragals lapping the opening on each side of
the firewall. .

(b)(5) Building columns in the records storage area shall ..[

be 2-hour fire resistant from the floor to the point
where they meet the ceiling or roof framing system.

Page 2 of 8
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Compliance with 36 CFR §1228.222

Sub-para. Requirement OK No Part

(b)(6) Automatic roof vents shall not be designed into new n/a
or existing buildings /

(b)(7) Where lightweight steel roof or floor supporting ,f

members are present, they shall be protected either
by applying a 10 minute fire resistive coating to the
top chords of the joists, or by retrofitting' the
sprinkler system with large drop sprinkler heads.

(b)(8)(a) Furnace or boiler rooms shall be separated from .[

records storage areas by 4-hour rated firewalls,
with no openings from these rooms to the records
storage areas.

(b)(8)(b) No open flame (oil or gas) equipment or unit ,f

heaters shall be installed or used in any records
storage area.

(b)(9) The arrangement of the records storage equipment .[

shall be such that there are no dead~end aisles.
Equipment rows running perpendicular to the wall'
shall terminate at least 18 inches from the wall: ,

(b)(10)(a) No oil-type electrical transformers, regardless of .[

size, except thermally protected devices included in
fluorescent light ballasts, shall be installed in
records storage areas

(b)(10)(b) All electrical wiring shall be in metal conduit, except .[

that armored cable may be used where flexible
connections to light fixtures are required.

(b)(11 ) All records storage and adjoining areas shall be ,f

protected by automatic wetpipe sprinklers

(b)(12)(a) The sprinkler system shall be rated at 286 degrees .[

Fahrenheit [rated at 165°]

(b)(12)(b) The sprinkler system shall be designed to provide
0.30 gpm per square foot for the most remote
1,500 square feet of floor space, with a minimum
flowing pressure of 7.0 psi at the most remote
sprinkler head. [Hydralic calculations not reviewed]

Page 3 of 8



Compliance with 36 CFR §1228.222

Sub-para. Requirement OK No Part

(b)(12)(c) Installation shall be in accordance with Standard
Number 13 of the National Fire Protection
Association

Contractor's Material and Test Certificates per
NFPA 13 chapter 8

Hydraulic Calculations

(b)(13)(a) Maximum spacing of the sprinkler heads shall be ..[

on a 1O-foot grid.

(b)(13)(b) The positioning of the heads shall provide ..[

complete, unobstructed coverage, with a clearance
of not less than 18 inches from the top of the
highest stored materials.

(b)(14) The sprinkler system shall be equipped with a ..[

water-flow alarm connected to a continuously
staffed fire department or central station, with
responsibility for immediate response. [See note]

(b)(15)(a) A manual fire alarm system shall be provided with ..[

central station services or other automatic means of
notifying the municipal fire department

(b)(15)(b) A manual alarm pull station shall be located ..[

adjacent to each exit.

(b)(16) All water cutoff valves in the sprinkler system shall ..[

be equipped with automatic closure alarm
. connected to a continuously staffed station, with
responsibility for immediate response. [see note]

(b)(17) A dependable water supply free of interruption shall
be provided. This normally requires a backup
supply system having sufficient pressure and
capacity to meet both firehose and sprinkler
requirements for 2 hours. [see note]

. Page4 of 8
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Compliance with 36 CFR §1228.222

Sub-para. Requirement OK No Part

(b)(18)(a) Interior firehose stations equipped with a 1% inch ..[

diameter hose* shall be provided in the records
storage areas, enabling any point in the records
storage area to be reached by a 50..,foot hose
stream from a 1DO-foot hose lay.

(b)(18)(b) *The fire hose shall not be provided unless training ..[

in the handling and use of small hoses, protective
gear, and breathing equipment has been given and
these protective items are available for brigade
members.

(b)(19) In addition to the designated sprinkler flow demand, ..[

500 gpm shall be provided for hose stream
demand. The hose stream demand shall be
calculated into the system at the base of the main
sprinkler riser.

(b)(20)(a) Fire hydrants should be located within 250 feet of ..[

each exterior entrance or other access to the
records center that could be used by fire-fighters ,

(b)(20)(b) All hydrants should be at least 50 feet away from ..[

the building walls and adjacent to a roadway usable
by fire apparatus

(b)(21 ) Portable water-type fire extinguishers (2%-gallon ..[

stored-pressure type) shall be provided at each fire
alarm striking station [at exits]

(b)(22)(a) Where provided, the walking surface of the n/a
catwalks shall be of expanded metal. at least 0.09-
inch thickness with a 2-inch mesh length.

(b)(22)(b) The sprinkler wate'r demand for protection over n/a
bays with catwalks where records are not oriented
perpendicular to the aisles shall be calculated to
give 0.3 gpm per square foot for the most remote
2,000 square feet.

(b)(23) The storage of ha;zardous cellulose nitrate film is ..[

prohibited.

Page 5 of 8



Compliance with Federal Facility Security Standards, Level III

Citation Requirement OK No Part

S1 Control of facility parking .[

S2 Receiving/Shipping procedures

S3 Intrusion detection system with central monitoring ,(

S4 Meets Life Safety Standards

S5 Adequate exits from records storage areas ,(

S6 High security locks on entrances/exits

S7 Visitor control/screening system

S8 Prevent unauthorized access to utilitiy areas

S9 Provide emergency power to critical systems ,(

S10 Conduct background security checks and/or
establish security control procedures for service
contract personnel

Notes

Reference Comments

(a)(1)(b) Floor slab -- concrete w/sealer, no signs of structural problems

(a)(3) 14' high shelving in one section, six drawer file cabinets in another
section, card storage in another section, and mixed storage in a fourth
area.

(b)(6) Ventilation is flow through with roof mounted ventilators (fans) drawing
air through the space out through the fans to the roof. Rear wall belt
driven fans not in use.

(b)(7) Column spacing 25' -- open web steel joist support roof. Columns
enclosed in emu up to a point approximately 6' down from roof slab.

(b)(8)(b) Unit heaters, natural gas fired.

(b)(10)
" .

Electric panels -- typically 200 amp, 42 space panels feeding lights and
fans. Some spare spaces.

Page 6 of 8



•
Notes

Reference Comments

(b)(11) Spare sprinkler heads 165°. Fire alarm panel: Honeywell. Dry pipe
sprinkler system tested 11/10/94 and 8/29/97 according to tickets.
Static preasure 130/130 Residual water 120 psi. Sprinkler system --
penants (upright) ca. 10' o.c. Appears to be a dry pipe system

(b)(14) Sounds exterior bell. No indication of central monitoring.

(b)(15) According to tenant, fire alarm (apparenty a water flow since facility has
S-4 no manual pull stations, smoke detectors, etc.) sounds a bell outside --

no bells inside facility

(b)(15)(b) No manual pull stations.

(b)(16) No indication of central monitoring. Sprinkler OS&Y and isolation
valves have tamper switches andlor locks w/chains. Uncertain where
alarm reports.

(b)(17) Data not available at time of inspection. Documentation will be required
prior to NARA approval.

(b)(21 ) Fire extinguishers inspected 10/98 and 3/99; next inspection scheduled
for Tuesday, July 27,1999.

S3 Intrusion alarm system with randomly placed motion detectors --
response: Alexandria PDca. 2 min.

S-4 Emergency lights w/battery packs (not tested) Supplemental exit signs
-- pobably not adequate.

Lights Light fixtures in storage areas -- 2 tube fluorescent suspended by
chains from above.

Drains Uninsulated roof drain lines run through space -- tenant says no
problem with condensation.

j

Environ- With roof fans running, storage space is at negative pressure wloutside
ment -- possibly drawing in fumes.

Water Staining on perimeter masonary walls may be from old leaks -- not
Leaks active according to tenant.

Roof According to tenant, roof is relatively new. ;

Additional See memo to Mary Donavan, NWML dated July 26, 1999 for additional
narrative
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Nation. Archives and Recor. Administration
8601 Adelphi Road

College Park, Maryland 20740-6001

October 15, 2001

I
---"F~e~dl":':e=ra~I~Br."ur:':"e~a':":'u:-:o=:"'lf""I~n';";'ve~so:"l'h~g~at~lo~n:;-------

J. Edgar Hoover Building----Room rR327Box-20---'~- --------, ---- --~.----- ,.

935 Pennsylvania Ave., NW
Washington, DC 20535-0001

Dearl ----'

b6
b7C

Enclosed for your files are copies of three signed Standard Fonns 258 (our numbers NN3-065-02­
004. -006. and -007) for the recent transfers of Classes 65 and 101 and of the records o~I ~s indicated by my signature in block 16 of each fonn, these records have beeL-n-a-c-c-ep"":t-edT.-
into the National Archives of the United States.

Thank you for your assistance. Copies of the fonns covering the other classes transferred at the same
time will be sent as soon as possible.

Sincerely,

~
RONALD E. SWERCZEK
Initial ProcessinglDeclassification Divison

- - --.~ ~ .~~. • •. ;1.... _.

Enclosures

~wF-l~ - C. \1:9005"1 - 2.SO(

,..

NARA's web site is http://www.nara.gov



b6
b7C

3B. NAME, TITLE, MAILING ADDRESS

Date

AGREEM ENT TO TRJ-.. .• 3FER RECORDS TO 1. INTERIM CONTROL NO. (NARA Use Only)

_ THE NATIONAL ARCHLVES OF THE UNITED STATES

- TERMS OF AGREEMENT
The records described below and on the attached~ pages are deposited in the these records will be im d other than the general and specific restrictions on
National Archives of the United States in accordance with 44 U.S.C. 2107. The the use of records in the National Archives 01 the United States that have been
transferring agency certifies that any restrictions on the use of these records are in published in 36 CFR Part 1256 or in the Guide to the National Archives of the
conformance with the requirements of 5 U.S.C. 552. United States. The Archivist may destroy, donate, or otherwise dispose ot any

containers, duplicate copies, unused forms, blank stationery, nonarchival printed or
In accordance with 44 U.S.C. 2108, custody of these records becomes the processed material, or other nonrecord material in any manner authorized by law
responsibility of the Archivist of the United States at the time of transfer of the or regulation. Without further consent, the Archivist may destioy deteriorating or
records. It is agreed that these records will be administered in accordance with the damaged documents after they have been copies in a form that retains all of the
provisions of 44 U.S.C. Chapter 21, 36 CFR XII, 36 CFR Part 1256 and such other information in the original document. The Archivist will use the General Records
rules and regulations as may be prescribed by the Archivist of the United States Schedule and any applicable records disposition schedule (SF 115) of he transferring
(the Archivist). Unless specified and justified below, no restrictions of the use of agency to dispose of nonarchival materials contained in this deposit.

2A. AGENC

Signatur

IT RESS

FBI Archives Specialist
I-=R,...0-0-m...,1:-:B....3""'2"=7,...--::B...o-x...,2~0

935 Pennsylvania Avenue, N.W.
Washin ton DC 20535

.,
•

RECORDS INFORMATION

4A. RECORDS SERIES TITLE - - - -- .~--- .. -----
Official Records of Former FBI Director William S. SesslOns-- -

-_.- -- ---- - --~-_. "-- _.-- --.

4B. DATE SPAN OF SERIES 11/2/1987 - 9/19/1993 (Attach any additional description.)

5A. AGENCY OR ESTABLISHMENT 9. PHYSICAL FORMS

U.S. Department of Justice IX) Paper Documents 0 Posters

5B. AGENCY MAJOR SUBDIVISION o Paper Publications 0 Maps and Charts

Federal Bureau of o Microfilm I Microfiche 0 Arch I.Eng Drawings

5C. AGENCY MINOR SUBDIVISION o Electronic Records 0 Motion I Sound Video

Office of the Director o Photographs 0 Other (specify):

50. UNIT THAT CREATED RECORDS 10. VOLUME: CONTAINERS

Cu. Mtr. (Cu. Ft.1.3.6.6)Number Type
5E. AGEN I FER ABOUT THE RECORDS 11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

Namel 9/26/2001
Telephone Number:1 I 12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?

6. DISPOSITION AUTHORITY:
r'J': Il o YES OO·NO (if no, attach limits on use and justification.)

N1-65-82-4 Part E. Item 7 (Al Py-"",~;;j, vi

7. IS SECURITY CLASSIFIED INFORMATION PRESENT? 00 NO ~YES 13. ARE RECORDS SUBJECT TO THE PRIVACY ACT?
LEVEL: 0 Confidential IX! Secret 0 Top Secret (II yes, cite Agency System Number and
SPECIAL MARKINGS: 0 RD/FRD 0 SCI 0 NATO o YES 00 NO

Federal Register volume and page numbero Other
INFORMATION STATUS: 0 Segregated o Declassified

01 most recent notice and attach a copy or

8. CURRENT LOCATION OF RECORDS .- this nolice.)

~Agency (Complete 8A only) 14. ATIACHMENTS

__Federal Records Center (Complete 8B only) o Agency Manual Excerpt o Listing of Records Transferred
- . 8A. ADDRESS - _.

---' -. --0 'Additional-Description--'-[j'-NA Fonn140g7'or'Equivalent- ----- - -

935 Pennsylvania Avenue o Privacy Act Notice o Microform Inspection Report

Washington. DC 20535 lXI Other (specify): o SF(s) 135

Inventory Diskette

8B FRCACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION

NARA PROVIDES
RG

(9~

SF 258 (9/95)

17. NATIONAL ARCHIVES ACCESSION NO.

Dat~cJ~ NN3- O~5"- 02- otJ"f

-----' .,

Signature

16. RECORDS ACCEPTED INTO THE NATI

(15. SHIPPING INSTRUCTIONS TO AGENCIES I REMARKS REGARDING DISPOSITION



The records described below and on the attached __'_. pages are deposited in the
National Archives of the United States in accordance with 44 U.S.C. 2107. The
transferring agency certifies that any restrictions on the use of these records are in
conformance with the requirements of 5 U.S.C. 552.

AGREEMENT TO TRk,~SFER RECORDS TO
THE NATIONAL ARCHIV~ES OF THE UNITED STATES

TERMS OF AGREEMENT

1. INTERIM CONTROL NO. (NARA Use On/\'!

Signature¥~£.:£4J-.a:l.di;""'=.l=:lw..""",U.d.:J..~ _

these records will be impo other than the general and specific restrictions on
the use of records in the National Archives of the United States that have been
published in 36 CFR Part 1256 or in the Guide to the National Archives of the
United States. The Archivist may destroy, donate, or otherwise dispose of any
containers, duplicate copies, unused forms. blank stationery. nonarchival printed or
processed material, or other nonrecord material in any manner authorized by law
or regulation. Wilhout further consent. the Archivist may destroy deteriorating or
damaged documents after they have been copies in a form' that retains all of the
information in the original document. The Archivist will use the General Records
Schedule and any applicable records disposition schedule (SF 115) of the transferring
agency to dispose of nonarchival materials contained in this deposit.

3B. NAME, TITLE, MAILING ADDRESS

Specialis b6
b7C

Date -I-j==f-..=..LSignatu

In accordance with 44 U.S.C. 2108, custody of these records becomes the
responsibility of the Archivist of the United States at the time of transfer of the
records. It is agreed that these records will be administered in accordance with the
provisions of 44 U.S.C. Chapter 21, 36 CFR XII. 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

2A. AGENC

- Archives
~F~e-d~e~r~a~l~B~u-r-e--a-u--o~f~I~n-v~estigation

935 Pennsylvania Avenue, N.W.
Washin ton, D.C. 20535

RECORDS INFORMATION

4A. RECORDS SERIES TITLE.
~ -.- - - ---~-- --,---~-_.--- ' .. ,---~.-,--,- --_.---;- _.-. -, ------- - -

65 Classification - Third Interim transfer of FBIHQ case files pertaining to
investigations of Espionage
4B. DATE SPAN OF SERIES 1939 through 1944 (Attach any additional descflplion)

SA. AGENCY OR ESTABLISHMENT 9. PHYSICAL FORMS

Department of Justice IX] Paper Documents 0 Posters

5B. AGENCY MAJOR SUBDIVISION o Paper Publications 0 Maps and Charts

Fprlpr.=Jl BlJrp.=Jl1 of Invp~t'io.=Jt'ion
o Microfilm I Microfiche 0 Arch I Eng Drawings

5C. AGENCY MINOR SUBDIVISION o Electronic Records 0 Motion I Sound Video

Office of Public and Corrqressional Affain o Photographs 0 Other (specify):

5D UNIT THAT CREATED RECORDS 10. VOLUME: CONTAINERS

Records Disposition/Archival and MicrograI hies Mtr. (Cu. Ft. :1l.....6)iliiumber Type
5E. AGENCY PERSON WITH WHOM TO CONFFR ABOUT THE RECORDS 11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

Name·1 I 9/28/01b6 -
Telephone Numberl I b7C_ 12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?

6. DISPOSITION AUTHORITY:
DYES [ZJ NO (if no, attach limits on use and justification.)

Nl-65-82-04 Part B Item 65
7. IS SECURITY CLASSIFIED INFORMATION PRESENT? 0 NO [ZJ YES 13. ARE RECORDS SUBJECT TO THE PRIVACY ACT?

LEVEL: o Confidential IZJ Secret 0 Top Secret <If yes. cite Agency System Number and
SPECIAL MARKINGS: o RD/FRD o SCI o NATO Federal Register volume and page numbero Other DYES IXI NO of most recent notice and attach a copy of
INFORMATION STATUS: 0 Segregated o Declassified this notice,) .::.~.

8. CURRENT LOCATION OF RECORDS

_X__Agency (Complete 8A only) 14. ATTACHMENTS

___Federal Records Center (Complete 8B only) o Agency Manual Excerpt lZ.l Listing of Records Transferred
.. - o ACdition'al-Des'cripti'on" -"~E1cNA Form-1409Tor Equivalent '--8A:ADDRESS

935 Pennsylvania Avenue, N.W. o Privacy Act Notice o Microform Inspection Report

washington, D.C. 20535 !Xl Other (specify): o SF(s) 135

Diskette

8B FRC ACCESSION NUMBER ./; CONTAINER NUMB* :elRC LOCATION

}3~x /.53 * e ~~ ~rre( Itt~f:"

NARA PROVIDES
15. SHIPPING INSTRUCTIOjlS TO AGENCIES I,FE~YKS REGARDING DISPOSITION

~ euJL/ {/~~ GG/,~~ J9t:13~
RG

Date

17, NATIONAL ARCHIVES ACCESSION NO.

NAJ3- o,~-02 - 004-
SF 258 (9/95)

; ---~. - .......'



1. INTERIM CONTROL NO. fNARA Use Only'

Signature

b6
b7C

38. NAME, T TLE. MAILING ADDRESS

AGREEMENT TO TR ........ $FER RECORDS TO
THE NATIONAL ARCHIVES OF THE UNITED STATES

TERMS OF AGREEMENT _
The records described below and on the attached __ pages are deposited in the these records will be imp. other than the general and specific restrictions on
National Archives of the United States in accordance with 44 U.S.C. 2107. The the use of records in the National ArChives of the United States that have been
transferring agency certifies that any restrictions on the use of these records are in published in 36 CFR Part 1256 or in the Guide to the National Archives of the
conformance with the requirements of 5 U.S.C 552 United States. The Archivist may destroy. donate, or otherwise dispose of any

containers, duplicate copies, unused forms. blank stationery, nonarchival printed or
processed material, or other nonrecord malerial in any manner authorized by law
or regulation. Without further consent. the Archivist may destroy deteriorating or
damaged documents after they have been copies in a form that retains all of the
information in the original document. The Archivist will use the General Records
Schedule and any applicable records disposition schedule (SF 115) of the t ansferring
agency to dispose of nonarchival materials,contained In this deposit. I

In accordance with 44 U.S.C. 2108. custody of these records becomes the
responsibility of the Archivist of the United States at the time of transfer of the
records. It is agreed that these records will be administered in accor.dance with the
provisions of 44 U.SC. Chapter 21. 36 CFR XII. 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

2A. AGENC

Signatur

28 NAME, TITLE. MAILING ADDRESS

William Shackelford, Archives Specialist
Department of Justice, Federal Bureau of
Investigation, 935 Pennsylvania Avenue, NW
Washin ton, D. C. 20535

RECORDS INFORMATION

4A. RECORDS SERIES TITLE " - -_._-> -- - - -~,-,- _.- -----.~_. '.- --------.----- ---,---.-,-- -- -- - ~ ~

'-'

101 Classification - Second Interim FBIHQ case files pertaining to investigations of Hatch Act

4B DATE SPAN OF SERIES 1942 thru 1953 (Attach any additional descrior:on )

SA. AGENCY OR ESTABLISHMENT g PHYSICAL FORMS

Department of Justice !Xl Paper Documents 0 Posters

5B. AGENCY MAJOR SUBDIVISION 0 Paper Publications 0 Maps and Charts

Federal Bureau of InvestiQ'ation 0 Microfilm I Microfiche 0 Arch I Eng Drawings

5C. AGENCY MINOR SUBDIVISION 0 Electronic Records 0 Motion I Sound Video

Office of Public & Congressional Affairs 0 Photographs 0 Other (specify)'

5D. UNIT THAT CREATED RECORDS 10. VOLUME CONTAINERS

Records Disposition/Archival and Micro\!raphics Cu Mtr. (Cu Ft l..iJlQ )Number Type
5E. AGENCY PERSON WITH WHOM TO CONFER ABOUT THE RECORDS 11 DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

Name l 9/26/01
Telephone Number: I I 12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?

6 DISPOSITION AUTHORITY DYES ~ NO (if no. attach limits on 'use and justification I

NI 65-82-4 Part B Item 101
7 IS SECURITY CLASSIFIED INFORMATION PRESENT? 0 NO [ZI YES 13. ARE RECORDS SUBJECT TOTHE PRIVACY ACT?

LEVEL: o Confidential IX) Secret 0 Top Secret (If yes. cite Agency System Number anC
SPECIAL MARKINGS: o RDIFRD o SCI o NATO Federal Register volume and page numbero Other DYES ~ NO of most recent notice and attach a copy of
INFORMATION STATUS 0 Segregated o Declassified

th~~~ootice )
8. CURRENT LOCATION OF RECORDS

--LAgency (Complete 8A only)
14. ATTACHMENTS

___Federal Records Center (Complete 8B only) o Agency Manual Excerpt ~ Listing of Records Transferred

,- 8A. ADDRESS --',- - ~.., . .--.:- ..-'_-- '- . , - - -- ~-- _.- _O_Additional.D.e.scription_-_D -NA F.omn_1~09.7~orEquivalent -,

Department of Justice, Federal Bureau of o Privacy Act Notice 0 Microform Inspection Report

Investigation, 935 Pennsylvania Avenue NW [XI Other (specify): o SF(s) 135

Washington, D. C. 20535 Diskette

8B FRC ACCESSION NUMBER

;::rN~~//;kc;TION
11~x. IlL;! j;! ie

~

NARA PROVIDES
RG

SF 258 (9/95)

J f

17. NATIONAL ARCHIVES ACCESSION >,0

'd.~S-(7/ 1J1J3 -D'S-OZ- tJ()q"Signature

16 HE UNITED STATES

15. SHIPPING INSTRUCTIONS TO AGENCIES / REMARKS REGARDING DISPOSITION

~C;~Jr c/~r# Gol2~~/o~

NATIONAL ARCHIV

J:l)
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Natianal ~ •
"9'''~''~:CO#",, :A.rchzves at College Park
g "... 8601 Adelphi Road College Park, Maryland 20740·6001
-i
1'a
~'.V

October 16,2001

I-=--:----:--=---~~-Federal Bureau of Investigation
935 Pennsylvania Ave., NW
Room 1B327 Box 20
Washington, DC 20535-0001

b6
b7C

Per our recent phone conversation we are returning without action Job No. Nl-65-01-1 covering
records mandated for destruction pursuant to the provisions of the Pretrial Diversion Program.
We understand that currently the FBI does not have time and staff resources available to provide
NARA with the background information needed to process this schedule. Howe,:,er, we look
forward to receiving this schedule in the future.

If you have any questions, please contact me at (301) 713-7110, ext. 257.

Sincerely,

'h;7~
MARYT.DONOVAN
Life Cycle Management Division

Enclosure

cPcOF - \4G{ -c 119~t::""Q .
V'U'-" I - Zroo

National Archives and Records Administration



In accordance with the provisions of 44
U.S.C. 3303a the disposition request,
i~cluding amendments, is approved except
for items that may be marked "disposition
not approved" or wi thdra wn" in col u mn 10.

DATE ARCHMST OF THE UNITED STATES

WITHDRAWN

3. MINOR SU~DI\I'}SION ,~~/
Information R,esources DIVISIon

2. MAJOR SUBDIVISiON _

Federal Bureau~tl~vestigation---

4. NAME OF eER,SON/W!fH WHOM TO CONFER 5. TELEPHONE

I I I

I

r --------------., ---LEAVE B'LANK (NARA use onlv)
if: REQUEST FOR RECORDs))lsPOsITION AUTHORITY JOB NUMBER c;> L _ I

(seeJnstrlc;(;on'sonreve~se) Nf- bS-~-
TO NATIONAL ARCHIVESandiRECORDS ADMINISTRAnON (NIR) DATE RECEIVED

WASHINGTON, DC 20/40?1,' / d --I ~..: ~ OC) C>
1. FROM (Agency or esta6listiment) NOTIFICATION TO AGENCY

( (/
Department of Ju~tjc~

/

6·AGENCY....C£,R.:t'lFICATION .~.
I }1e'rebycer~Iy th~t/I am authorized .to act for this agency in matters pertain!ng to the disposition of its re~ords
and that ~he Fecyros proposed for dIsposal on the at!ached-:2-- page(s) are not now n~eded for the busmess

~~A _.0 f:tlIis_,!genc~9LW]11,..no_Lb.e".need~.d~afte~.,....the_r_etentlon_p_eno.ds_speclfle.d;'7,a~d_thatwntten concurrenpe. from.
. . the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal

A
/.

gencles, b6

/0 is not required; 0 is attached; or 0 has b~en requested. b7C

10. ACTION
TAKEN (NARA

USE ONLY)

9. GRS OR
SUPERSEDED
JOB CITATION

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION

121812000

I DATE C::1~,N.<l IRI" (II" .<l~I"N,V RI"P '.<l 'I" TITLE ,

Archives Specialist
.,l

Information Management Section

I 7.
f ITEMI NO.

/
,/

Files, index cards and related material maintained at FBI Headquarters and
various FBI field offices. These records have been mandated for destruction
pursuant to the provisions of the Federal Er,e::..1r:ial-Diversior:t.erogram. -­
Additionally, continued maintenance by the FBI may conflict with Title 5,
United States Code, Section 552a (Privacy Act of 1974), as amended.
This "Request For Records Disposition Authority" is being submitted
inasmuch as the records subject to expungment have been identified as
PERMANENT according to criteria set forth in Fiart A and Part D of the FBI
Records Retention Plan and Disposition Schedu'les and as required by
NARA Job N1-65-88-03, Item 1(B).

DESTROY immediately

FBIHQ 89-0 (2 seripls)
Birmingham 89B-210 (2 volumes)

DESTROY immediately

FBIHQ 147-27606 (1 volume)
Jackson 147B-285 (2 volumes) -".

DESTROY immediately

115-109 NSN 7540-00-634-4064 l
PRE V IOU SED I T ION NOT USA B L! E ;-'-.

STANDARD FORM 115 (REV.
.. Prescribed b'

~i 36 ~

, ..... . --.--



.(

REQUEST FOR RECORDS DISPOSITION AUTHORITY;, CONTINUATION

10. ACTION
TAKEN

(NARS USE
ONLY)

2
OF

PAGE

2
9.GRSOR

SUPERSEDED
JOB

CITATION

JOB NO.

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

7.
ITEM

NO.

FBIHQ 250-0 (4 serials)
Birmingham 250-9 (25 serials)

DESTROY immediately

San Diego 52A-8186 Sub 224 (2 volumes -1A only)

San Antonio 46-3107 (17 volumes)

DESTROY immediately

Chicago 196B-2467 (1 volume)
Chicago' 196B-3301 (1-volume)

DESTROY immediately

FBIHQ 89-6033 (1 volume)
San Diego 89B-483 (2 volumes)

DESTROY immediately

"

115·204 Four copies. including original to be submitted
to 1he National Archives and Records Service.

STANDARD FORM 115·A (REV. 12-83)
Prescribed by GSA
FPMR (41 CFR) 101-11.4



/

Nationfl Archives·and Reco. Administration
8601 Adelphi Road

College Park, Maryland 20740-6001

----._--~.__._------- -------- _.- -----.-

b6
b7C

October 17, 2001

Federal Bureau of InvestlgatIOn
Room 1B327 Box 20

.--935 P~nn;ylv~~ia Ave.,-NW-~ -

Washington, DC 20535-0001

Dea~ _

Attached for your files are copies of four signed Standard Forms 258 (our numbers NN3-065-02-001,
-002, -003, and -005) for the recent transfers of records in Classes 40, 44, 50, and 74. As indicated
by my signature in block 16 of each form, these records have been accepted into the National
Archives ofthe United States.

Thank you for offering and delivering these records to us.

Sincerely,

~WERCZEK
Initial ProcessinglDeclassification Division

---··---Enclosures-- __c---__ --------_~_.~_-_~.~._.-.-~- -- -. ----~ ----_.~-_.

',.,.'

NARA's web site is http://www.nara.gov
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AGREEMENT TO RAh ... fER RECORDS TO
THE NATIONAL ARCHIVES OF THE UNITED STATES p.t/

.. INTERIM CONTROL NO. (NARA Use Only)

b6
b7C

Signature~~",1:J..JJ.;.I-,(::!:t.~[s'UJ.J.&";L _

3B. NAME, TITLE, MAILING ADDRESS

Date +-J'-=~c...z....Signature

In accordance wilh 44 U.S.C. 2108, custody of these records becomes the
responsibility of the Archivist of the United States at the .tim·e of transfer of the
records. It is agreed that these records will be administered in accordance with the
provisions of 44 U.S.C. Chapter 21, 36 CFR XII, 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

TERMS OF AGREEMENT
The records described below and on the attached __ pages are deposited in the these records will be imposed other than the general and specific restrictions on
National Archives of the United States in accordance with 44 U.S.C. 2107. The the use of records in the National Archives of the United States that have been
transferring agency certifies that any restrictions on the use of these records are in published in ·36 .CFR Part 1256 or in the Guide to the National Archives of the
conformance with the requirements of 5 U.S.C. 552. United States. The Archivist may destroy, donate, or otherwise dispose of any

containers, duplicate copies, unused forms, blank stationery, nonarchival printed or
processed material, or other nonrecord material in any manner authorized by law
or regulation. Without. further consent, the Archivist may destroy deteriorating or
damaged documents after they have been copies in a form that retains all of the
information in the original document. The Archivist will use the General Records
Schedule and any applicable records disposition schedule (SF 115) of the tr nsferring
agency to dispose of nonarchival materials· ontained in this deposit. I

2A. AGENCY

I IArchives Specialist
~F~e~d~e~r~a~l~B~u~r~e~a~u--~O~f~I~n~vestigation

935 Pennsylvania Avenue, N.W.
~ -Washi-ntgn-,- -D. G. 2 OS35-~-~· - ---.-~.

2B. NAME TI

RECORDS INFORMATION

4A. RECORDS SERIES TITLE

40 Classification - Interim transfer of FBIHQ
investigations of Passport and Visa Matters
4B.DATESPANOFSERIES 1920 through 1929

case files. pertaining to

(Attach any additional descflp/Jon.)

Maps and Charts

Arch / Eng Drawings

Mation I Sound Video

Other (specify):

o Posters

o
o
o
D

9. PHYSICAL FORMS

IX! Paper Documents

o Paper Publications

o Microfilm / Microfiche

o Electronic Records

o PhotographsAffain

5B. AGENCY MAJOR SUBDIVISION

SA. AGENCY OR ESTABLISHMENT

sc. AGENCY MINOR SUBDIVISION

Office of Public and Conqressional

Federal Bllrprill nf lnvpc;r iOri r inn

Department of Justice

CONTAINERS10. VOLUME:50. UNIT THAT CREATED RECORDS

Records Disposi tion/Archival and Microqrar: hic£ MtL (Cu. Ft..:L..l3)Number Type

(if no, attach limits on use and justification.)1ZJ NODYES

5E. AGENCY PFi=lSON WI rI-1 WHOM r.ONFFi=l AROl ,HI" i=lFCORDS 11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

Name: IL__--r---------...II-,---- 9/26/01
~::_~T;e~l~e~p~h~o~n~e;N~u~m~b~e~rJ.:I",..,.-------------.t:1====~h12".'A"R".;E:-;::R;::E.,,;C':::0~R;;:D"S:-;F;:;U.,.,L..,.L""Y;-A'"'V7.A"'ILA,.....,B.,.L"'E""F;:;O"'R::;-;;P"'U"'B"'L;-::IC:-;U:-:S~E;:;?::----------1

6. DISPOSITION AUTHORITY:

Nl-65-82-04 Part B Item 40

[£J Listing of Records Transferred

o NA Form 14097 or Equivalent

o Microform Inspection Report

o SF(s) 135

14. ATTACHMENTS

o Agency Manual Excerpt
o Additional Description

.0 Privacy Act Notice

!Xl Other (specify):

Diskette

13. ARE RECORDS SUBJECT TO THE PRIVACY ACT?

(If yes, cite Agency System Number and
Federal Register volume and page number

of most .'~~t..!'.oti.ce'!...nd~_t.t~c~y~~.__..
this notice.)

Washington, D.C. 20535

SA. ADDRESS
935 pennsylvania Avenue, N.W.

7. IS SECURITY CLASSIFIED INFORMATION PRESENT? 0 NO [Zl YES

LEVEL: IZl Confidential 0 Secrel 0 Top Secret
SpECIAL MARKINGS: D RD/FRD 0 SCI 0 NATO
.~ D Other .. 0 YES !XI NO

"·-INFORMATION-STATUS:---g-Segregated-~El·Declassifie1r~-.--. - -~~-_.--

S. CURRENT LOCATION OF RECORDS Co

~Agency (Complete 8A only)
___Federal Records Center (Complete 8B only)

8B FRC ACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION

NARA PROVIDES

SF 258 (9/95)

RG

17. NATIONAL ARCHIVES ACCESSION ~jOES

15. SHIPPING INSTRUCTIONS TO AGENCIES I REMARKS REGARDING DISPOSITION

5ec~~ {1~7~ CO/? lei qCJjCj

16. RECORDS ACCEPT~TOT,~IONA

Signature ~~
NATIONAL ARCHIVES AND RECORDS ADMINISTRATION



AGREEMENT TOt-ANSFER RECORDS TO
THE NATIONAL ARCHIVES OF THE UNITED STATES

TERMS OF AGREEMENT

. 1. INTERIM CONTROL NO. (NARA Use Only!

1\

/t/~ it' i
~I

Date

b6
b7C

Signatur

these records will be imposed other than the general and specific restrictions on
the use of records in the National Archives of the United States that have been
published in 36 CFR Part 1256 or in the Guide to the National Archives of the
United States. The Archivist may destroy, donate, or otherwise dispose of any
containers, duplicate copies, unused forms, blank stationery, nonarchival printed or
processed material, or other nonrecord material in any manner authorized by law
or regulalion. Without further consent, the Archivist may destroy deteriorating or
damaged documents after they have been copies in a form that retains all of the
information in the originai document. The Archivist will use the General Records
Schedule and any applicable records disposition schedule (SF 115) of the transferring
agency to dispose of nonarchival materials contained in this deposit.

3A. NARA APPROVAL

ateq/z% ,

In accordance with 44 U.S.C. 2108, custody of these records becomes the
responsibility of the Archivist. of the United States at the time of transfer of the
records. It is agreed that these records will be administered in accordance with the
provisions of 44 U.S.C. Chapter 21, 36 CFR XII, 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

The records described below and on the attached __ pages are deposited in the
National Archives of the United States in accordance with 44 U.S.C. 2107. The
transferring agency certifies that any restrictions on the use of these records are in
conformance with the requirements of 5 U.S.C. 552.

3B NAME, T

Archives Specialist
'r-----,----------,~------'

Federal Bureau of Investigation
935 pennsylvania Avenue, N.W.
Wash-i-flG-efl-,. -D·.·G'-.-. 2OS 3S_.. 0.._

RECORDS INFORMATION
4A. RECORDS SERIES TITLE

44 Classification - Interim transfer of FBIHQ case files pertaining to investigation
of Civil Rights

4B. DATE SPAN OF SERIES 1922 through 1964 (Artach any additional descrlotlon.)

5A. AGENCY OR ESTABLISHMENT 9. PHYSICAL FORMS

DeDartment of Justice IXl Paper Documents 0 Posters

5B. AGENCY MAJOR SUBDIVISION o Paper Publications 0 Maps and Charts

FpdprAl BllrPAll of Investiaation o Microfilm I Microfiche 0 Arch I Eng Drawings

5C. AGENCY MINOR SUBDIVISION o Electronic Rec~rds 0 Motion I Sound Video

Offlce of Public and Conqressional Affairs o Photographs 0 Other (specify):

5D UNIT THAT CREATED RECORDS 10. VOLUME: CONTAINERS

Records Disposition Archival and Micrograppicr:s Mtr. (Cu. Ft . .9...O.......D)IMumber Type
5E. AGENC BOUT THE RECORDS 11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

Name:1 I 9/26/01
Telephone Number:1 I , ,12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?

6. DISPOSITION AUTHORITY:
~~~I DYES (XJ NO (if no. attach limits on use and justification.)

N1- 65-82-04 Part B Item 44 r/1Wi#~ t
7 IS SECURITY CLASSIFIED INFORMATION PRESENT? !1a"NO ijl YES 13. ARE RECORDS SUBJECT TO THE PRIVACY ACT?

LEVEL: o Confidential IZJ Secret 0 Top Secret (If yes. cite Agency System Number and
SPECIAL MARKINGS: o RD/FRD o SCI o NATO Federal Register volume and page numbero Other DYES (XJ NO of most recent notice and attach a copy of

·INFORMA·T-ION STAIUS.:_ .D_Segregated, o Declassified
"

--~ .. -- -~-t-h,i,s~r.,olic e ..)· -_ ..~..
~ --~--. ~--- - ----

8. CURRENT LOCATION OF RECORDS '.
_X_Agency (Complete 8A only)

14. ATTACHMENTS

___Federal Records Center (Complete 8B only) o Agency Manual Excerpt ~ Listing of Records Transferred

SA. ADDRESS o Additional Description 0 NA Form 14097 or Equivalent

935 pennsylvania Avenue, N.W. o Privacy Act Notice 0 Microform Inspection Report

Washington, D.C. 20535 ex Other (specify): 0 SF(s) 135

Diskette
8B FRC ACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION

~-

NARA PROVIDES
15. SHIPPING INSTRUCTIONS TO AGENCIES 1REMARKS REGARDING DISPOSITION RG

17. NATIONAL ARCHIVES ACCESSION NO.

SF 258 (9/95)



:I AGREEMENT TO AI\lSFER RECORDS TO
~

11. INT~RIM CONTROL NO. (NARA Use Only;

THE NATIONAL ARCHIVES OF THE UNITED STATES
TERMS OF AGREEMENT

The records described below and on the attached __ pages are deposited in the these records will be imposed other than the general and specific restrictions on
National Archives of the United Slates in accordance with 44 U.S.C. 2107: The the use of records in the National Archives of the United States that have been
transferring agency certifies that any restrictions on the use of these records are in published in 36 CFR Part 1256 or in the Guide to the National Archives of the
conformance with the requirements of 5 U.S.C. 552. United States. The Archivist may destroy, donate, or otherwise dispose of any

oontainers, duplicate oopies, unused forms, blank stationery, nonarchival printed or
In accordance with 44 U.S.C. 2108, custody of these records becomes the processed material, or other nonrecord material in any manner authorized by law
responsibility of the Archivist of the United Slates at the time of transfer .of the or regulation. Without further consent, the Archivist may destroy deteriorating or
records. It is agreed that these records will be administered in accordance with the damaged documents after they have been copies in a form that retains all of the
provisions of 44 U.S.C. Chapter 21, 36 CFR XII, 36 CFR Part 1256 and such other information in the original document. The Archivist will use the General Records
rules and regulations as may be prescribed by the Archivist of the United States Schedule and any applicable records disposition schedule (SF 115) of the transferring
(the Archivist). Unless specified and justified below, no restrictions of the use of agency to dispose of nonarchival ma.'erials contai~ed in this depos~. "

2A. AGEN ~y 3A.NARAA:2VA~ ltt'-. f'Jt>/~:o/rt1/ r'7'Ut ._.
IDate~Signat Signature ~ ..d AUu~ rl..}o..a.tl/~ Date /I//"'J )0

/ r T'
2B. NAME, TITLE, MAILING ADDRESS U 3B. NAME, TiTLE, MAILING ADDRESS

William Shackelford - Archives· Specialist
b6

Federal Bureau of Investigation b7C
935 Pennsylvania Avenue, N.W ..

_Washing-t:on." D ..C,. 2053.5 -
-'~ -

RECORDS INFORMATION

4A. RECORDS SERIES TITLE

50 Classification - Transfer of FBIHQ microfilm case files and indices records pertaining to
;investigations of Involuntary Servitude and Slavery
4B. DATE SPAN OF SERIES 1921 through 1950 (Attach any additional deSCription,)

5A. AGENCY OR ESTABLISHMENT 9. PHYSICAL FORMS

Department of Justice !Xl Paper Documents 0 Posters

5B. AGENCY MAJOR SUBDIVISION o Paper Publications 0 Maps and Charts

Federal Bureau of Investiaation
IKl Microfilm ( Microfiche 0 Arch I Eng Drawings

5C. AGENCY MINOR SUBDIVISION o Electronic Records 0 Motion I Sound Video

Office of Public and Conqressional Affairs o Photographs 0 Other (specify): 9 reels

50. UNIT THAT CREATED RECORDS 10. VOLUME: CONTAINERS

Records Disposition/Archival and Micrographics Cu. Mtr. (Cu. FI. L.RB) Number Typi6 962pgs
5E AGENY PERSON WITH WHOM TO COyER ABOUT THE RECORDS 11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

Name . 9/26/01
Telephone Number[ I 12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?

6. DISPOSITION AUTHORITY: DYES [jQ NO (if no. attach limits on use and justification)

Nl-65-82-04 Part B, :ITEM 50
7. IS SECURITY CLASSIFIED INFORMATION PRESENT? ~ NO DYES 13. ARE RECORDS SUBJECT TO THE PRIVACY ACT?

LEVEL: o Confidential D Secret 0 Top Secret (If yes. cite Agency System Number and
SPECIAL MARKINGS: o RDIFRD o SCI o NATO Federal Register volume and page number. c::J Other DYES lXJ NO of most recent notice and attach a copy of
INF.oSMATION STATUS:' 0 Segregated IX] Declassified

_-__t!!ls ~i_c_e)_

8. CURRENT LOCATION OF RECORDS ------------ --~-
-..

_X__Agency (Complete 8A only) 14. ATTACHMENTS

___Federal Records Center (Complete SB only) o Agency Manual Excerpt 00 Listing of Records Transferred

SA. ADDRESS o Additional Description 0 NA Form 14097 or Equivalent

935 Pennsylvania Avenue, N.W. o Privacy Act Notice 0 Microform Inspection Report

Washington, D.C. 20535 iii Other (specify): 0 SF(s) 135

Diskette

8B FRC ACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION

NARA PROVIDES
15. SHIPPING INSTRUCTIONS TO AGENCIES I REMARKS REGARDING DISPOSITION

5ec~4 C!~ ,p:!

Date

RG

17. NATIONAL ARCHIVES ACCESSION NO.

NN3- 0'5""-02- t)tJ 3
SF 258 (9195)

'\r; I (
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AGREEMENT TO AI ..~FER RECORDS TO
THE NATIONAL ARCHIVES OF THE UNITED STATES

I. INTERIM CONTROL NO. (NARA Use Only)

Date /19 /,;/t.-l
~'

Signature

3B. NAME. TITLE, MAILING ADDRESS

Date~lto/OlSignat

In accordance with 44 U.S.C. 2108. cuslody of these records becomes the
responsibility of the Archivist of the United States at the time of transfer of the
records. It is agreed that these records will be administered in accordance with the
provisions of 44 U.S.C. Chapter 21, 36 CFR XII. 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

TERMS OF AGREEMENT
The records described below and on the attached __ pages are deposited in the these records will be imposed other than the general and specific restrictions on
National Archives· of the United States in accordance with 44 U.S.C. 2107. The the use of records in the National Archives of the United States that have been
transferring agency certifies that any restrictions on the use of Ihese records are in pUblished in 36 CFR Part 1256 or in the Guide to the National Archives of the
conformance with the requirements of 5 U.S.C. 552. United States. The Archivist may destroy, donate. or· otherwise dispose of any

containers. duplicate copies, unused forms, blank stationery, nonarchival printed or
processed material, or other nonrecord material in any manner authorized by law
or regulation. Without further consent, the Archivist may destroy deteriorating or
damaged documents after they have been copies in a form that relains all of the
information in the original document. The Archivist will use the General Records
Schedule and any applicable records disposition schedule (SF 115) of he transferring
agency to dispose of nonarchival materials contained in this deposit. PJ

2A. AGEN

1~ ~Archives Specialis

Federal Bureau of Investigation

935 Pennsylvania Avenue, N.W.
wa~hin ton, ~' C. 20535

b6
b7C

- ---_. _~ .--.. . .-----------.-- - -- ---- ---.....

RECORDS INFORMATION

4A. RECORDS SERIES TITLE

74 Classlfication - Transfer of FBIHQ case files and indices records pertainin<; to

investigatlons of Perjury

4B. DATE SPAN OF SERIES 1924 through 1975 (Attach any additional descf1otlon.)

SA. AGENCY OR ESTABLISHMENT 9. PHYSICAL FORMS

Department of Justice IX! Paper Documents 0 Posters

5B. AGENCY MAJOR SUBDIVISION o Paper Publications 0 Maps and Charts

Fpr1prrJl "RllrprJ1J nf Invpc:;riOririnn
o Microfilm I Microfiche 0 Arch ( Eng Drawings

5C. AGENCY MINOR SUBDIVISION o Electronic Records 0 Motion I Sound Video

Office of Public and Conoressional Affair o Photographs 0 Other (specify):

5D. UNIT THAT CREATED RECORDS 10. VOLUME: CONTAINERS

Records Disposition Archival and Microqra DhiClSMtr. (Cu. Ft.L1..J)Number Type
5E. AGENCY PFRSI")N WITH WHOM ")NFFR ARC UT THE RECORDS 11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

Namel I
9/26/01

Telephone Number:1 I !,'
v

12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?

6. DISPOSITION AUTHORITY; ~.
DYES [XJ NO (if no, attach limits on use and justifica tion.)

Nl-65-82-04 Part B Item 74 ~y.... ( lDhlo\
7. IS SECURITY CLASSIFIED INFORMATION PRESENT? I~l NO IE YES 13. ARE RECORDS SUBJECT TO THE PRIVACY ACT?

LEVEL: IXI Confidential 0 Secret DTopSecret (If yes. cite Agency System Number and
SPECIAL MARKINGS: 0 RDIFRD 0 SCI 0 NATO

DYES 1RI NO
Federal Register volume and page number

.'. o Other'- of most recent notice and attach a copy of
INFORMATION STATUS: 0 Segregated o Declassifi'ed <

- ---- - -._.- this notice.)
8. CURRENT LOCATIOr~-OFRECORDS' -----"----- ~- --.- - .- "". -- - -..

_X__Agency (Complete 8A only)
. 14. ATTACHMENTS

___Federal Records Center (Complete 88 only) o Agency Manual Excerpt IX! Listing of Records Transferred

8A.ADDRESS o Additional Description 0 NA Form 14097 or Equivalent

935 Pennsylvania Avenue, N.W. o Privacy Act Notice o Microform Inspection Report

Washington, D.C. 20535 o Other (specify): J'l/eel. 0 SF(s) 135

Diskette -- Wf~/l//1I3-0~tJ'?'--(Jd/.
8B FRC ACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION

NARA PROVIDES

17. NATIONAL ARCHIVES ACCESSION NO.

IJN,3 - 065"- 0t - 005'
SF 258 (9/95) .

RG

Date

-:> -- -, , (

15. SHIPPING INSTRUCTIONS TO AGENCIES I REMARKS REGARDING DISPOSITION

J=C~~ c;:~/..Eo~~d/c-?3 if
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College Park, Maryland 20740·6001

\
. '\ .

•National. .
~;;';:~;~~l('Y"'{, Archzves at College Park

% 8601 Adelphi Road
~ 1:/
Y~ ~~ ~~':Y.

October 23, 2001

NWM03.2002

MEMORANDUM TO AGENCY RECORDS OFFICERS: Bimonthly Records and Information
Discussion Group (BRIDG) Meeting on November 15,2001, and September 18, 2001,BRIDG
Meeting Summary.

The next BRIDG Meeting will be held on Thursday, November 15, from 10 A.M. to noon at the
Department of Energy Headquarters Building (Forrestal Building) at 1000 Independence
Avenue, SW, Washington, DC. The Forrestal Building is accessible via the Smithsonian Metro
stop (Orange and Blue Line access). Take the Independence Avenue exit and walk one block on
Independence to the DOE Buildi~g. A registration table will be located in the visitors' lobby.

The meeting will include discussions of vital records/disaster recovery and NARA's new
distance learning p(9ject,.,!.~ ~~lla.s updates on NARA initiatives..-. . - _.....- ._- ~~.~._---- --------

To reserve a lace for the meetin rovide our name tele hone number, and number of

rat;;.;,te::.:n~d::.:e;.;:e.:::.s..:.;t:::L...---l--__----..--...........,............ ..............._ .............J (or email
an noon on nay, ovember 2,2001. Capacity is

b6
b7C

A summary of the September 18, 2001 BRIDG meeting is attached. The topic of this meeting
was "Current Recordkeeping and Records Use within the Federal Government Project."

~
MICHAEL L. MILLER
Director
Modern Records Programs

Enclosure

(o(OF- '-\Q- L \ \q0059 -

National Archives and Records A,dministrption



Bimonthly Records and Information Discussion Group (BRIDG) Meeting Summary
10:00 a.m. -12:00 p.m., September 18,2001

Department of Energ)', Forrestal Building, 1000 Independence Ave., SW, Washington, DC

TOPIC: "Current Recordkeeping and Records Use
within the Federal Government Project"

Approximately 45 people attended the latest BRIDG meeting on September 18, 2001. Michael
L. Miller, Director of Modem Records Programs, welcomed the participants and thanked the
Department of Energy for hosting the meeting.

In his welcoming address, Mike Miller recognized that many records officers were directly
affected by the September 11 th terrorist attacks. Participants observed a moment of silence for
the victims of this national tragedy.

Update on Current Recordkeeping and Records Use within the Federal Government
Project - Dr. Lewis Bellardo, Deputy Archivist of the United States

Dr. Lewis Bellardo, Deputy Archivist of the United States discussed the status of the Current
Recordkeeping and Records Use within the Federal Government Project. He began by reviewing
the data collection process that began last December in an attempt to develop an accurate
understanding of current practices of creation, use, maintenance, and disposition of records.

~---~-- -Th~e we;e- two part;to 'th~d~ta colleciiO~Inpart one, the NARAcontractor, SRA~interviewea
CIOs, General Counsels and Inspector General staff, and held focus group meetings with records
users and creators about their views and perceptions concerning records management. The
contractor was also responsible for a web survey that had excellent results, with 70%
participation in agencies throughout the DC area. In the second data collection, NARA staff
visited agencies and examined work processes and records (a process we are calling "Records
Systems Analyses," or "RSAs.") to determine how records are actually being managed. In order
to have better coverage of the different types of Federal agencies and work processes, NARA is
doing four additional RSAs.

The contractor will utilize data collected by both groups to submit a final, comprehensive report
in December.

Dr. Bellardo shared some broad findings that will be further illuminated in the report. It was
generally stated that the better defined and exacting a process, the more likely the records were
being kept in accordance with disposition authorities. The less defined and more staff involved

r in a process, the more likely it was that records dispositions and authorities were not being
properly implemented. Additionally, the more risk that is associated with a process, the more'
staff was inclined to have well defined procedures and reco.rds management practices.

These findings allude to several issues that NARA may need to examine. First, since it may be
difficult to accommodate the needs of all Federal agencies in general guidance, NARA may need
to develop different approaches for providing more specific guidance. Dr.Bellardo stated that he



J.

wants to move ahead in some areas while we wait for the contractor report. For example, NARA
needs to work with libraries and the Government Printing Office to be sure Government
publications are appropriately disseminated and preserved. NARA is also moving ahead on web
guidance and transfer standards for electronic records.

In response to remarks on the web survey about NA~'s leadership role, one participant
interjected that it would be good for NARA to be an advocate for records management with
legislative and policy making groups and to encourage integrated information management in the
Federal Government.

Dr. Bellardo also asked attendees for ideas on gaining entry into some agencies. Records
Officers suggested that NARA work around the peak times for an agency, even if it required
waiting six to eight months to gain access. NARA should also obtain contacts beyond the core
person in case they cannot schedule interviews with the person originally identified.

Dr. Bellardo concluded his presentation by stating that he will keep records officers up-to-date
on the project an~thanked them for their support. Any ideas or questions should be directed to

I .Policy and Communications Staff ai lor by email at b6

_ nara.gov. b7C

NARA's Gaps Project ~ I

---~ IModern Reco[,di ProgralJ1,_pr~~~!1te~.~ report o~ ~~aps~:_oje:t_. ~. ~ ~ .

Brief Review of Vital Records - Mike Miller

Because of recent events, Mike Miller addressed the audience on what NARA currently offered,
and what NARA would offer in the future on vital records.

Mike Miller recommended that record officers look at the NARA website for the updated
guidance on vital records and disaster recovery (www.nara.gov/records/vital.html). He also
suggested looking at the web sites of several agencies that have good vital records and disaster
recovery programs such as the EPA, Navy, USDA and Bonneville Power Administration.

Federal agencies in the New York City area that need assistance should contact the NARA-
Northeast' nagement staff. The primary contact for assistance in the New York
City area i he Re ional Administrator for the NARA Northeast Region.1

I lean be reached a ARA's DC office is working with the Pentago-n-a-n""':'d----"
has offered Washington National Records Center's drying chamber as well as office space to
Pentagon employees. Record officers were also encouraged to contact their appraisal archivist
(contact information available at: http://www.nara.gov/records/comm/workgrp.html.)

Regional offices regularly provide Disaster Recovery and Vital Records training. Locations can
be found on the NARA website at http://www.nara.gov/records/tb_nr99.html#DPR.
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•
NARA Headquarters is also considering Vital Records training and asked participants to send a
message to the records management mailbox (recmgmt(m,nara.gov) to express their interest.
Along with regular training, NARA is considering a free symposium on various aspects of vital
records and disaster recoyery. Topics under consideration are a review of current guidance,
promoting a vital records program to staff and management, and providing examples of
successful operation programs.

Suggestions for Future Briefings on CD-ROM - Mike Miller

Mike Miller stated that NARA was considering offering a CD-ROM presentation at RACO that
would be similar to the PowerPoint presentation entitled, "Everything You Need to Know about
Records - A Briefing for Ivlanagers." In response to his request for suggested topics, audience
members said that they would like to see a presentation on records management for IT staff.I INWM, stated that she was hoping that the IT GRS would be out by May which
may assist agencies in talking to IT staff.

Review of Agency-Proposed Priorities for NARA Guidance Concerning Electronic Records
Issues - Mike Miller

In response to previous requests for NARA to provide assistance to Federal agencies, six major
issues have been identified. Mike Miller reviewed these items to verify that he understood the
questions and gave updates, if available, on the following items:

• . Pubii~ K~y Infnlstruct~~(PKi~AgencieS~ant storage requirementsana-goOCi -' -­
recordkeeping practices for digital signatures. Agencies would like guidance at a useful
level.

• Systems certified by Department of Defense (000) Standard 5015.2. Agencies are
interested in NARA releasing a report on DoD certified COTS software and successful
electronic record keeping projects.

• Budgetary aspects of implementing an electronic recordkeeping system. Agencies would
like to know what the costs are for implementing an electronic recordkeeping system (ERK).
NARA realizes that the costs of these systems are not really articulated in any guidance
because there are specific agency processes and costs to consider when implementing an
ERK.

• Acceptable and unacceptable transfer formats for all electronic systems. Agencies want
current guidance for each format and assistance for designing future systems.

• VCR tapcs. Agencies want guidance on storage and converting to professional-quality tapes
for permanent series.

• Permanent versus temporary electronic records systems. Agencies would like assistance
in determining what of their current systems produce permanent electronic records that
NARA would like to accession.
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Mike Miller asked for clarification on whether NARA was answering the right questions and if
there were other topics that should be addressed. One member of the audience asked for training
for the information technology professional. Miller responded that this could be a consideration
for the training staff.

To capitalize on where NARA was right nowwith these issues, Miller stated that they were
considering the legal force of FAQs versus bulletins, especially in regards to web guidance. One
reaction to this idea was that some higher-level staff do not pay attention to communications
unless they are in outlined in a formal bulletin. It was also suggested that guidance be produced
as NARA - "endorsed", "practice", or "suggested."

This led to a brief discussion on what type of guidance agencies need in regards the DoD 5015.2
Standard. Miller stated that what NARA has found through the current pilot with TruArc is that
it depends on what the agency is trying to do, and how the implementation works with their
architecture. He further stated that the NARA pilot runs through the end of October and that
NARA would be providing lessons learned. Topics will probably include development of file
plans, record definitions, and record schedules.

NARA Updates - Mike Miller

.. -. uicksi IveLisaJarge_gO'yernmen~ wic!.~, information~~!~.!:!.~!5?gy initiat!~~_headed b~
fthe Office of Management and Budget. This initiative will ada~ . .........,.~=-.,.,....,,'""= .....

L...-_---:":"----'

recordkeeping in the Federal Government as a whole rather than looking at specific agencies.
The initiative will be looking at content across the Government, recordkeeping requirements,
and system requirements. It will investigate how these systems can operate \vitheach other.
FIRM was also involved in providing input on the communication of information across
Federal agencies.

• I IDepartment of Agriculture, provided FIRM updates~ ~entioned that they
are trying to update the FIRM website on a weekly basis, which can be found at
www.ocio.lIsda.gov/irm/rccords.

• The next BRIDG meeting will be held Thursday, November 15, 2001 at the Department of
Energy, Forrestal Building. Additional information will be available on the NARA records
management web site at http://www.nara.gov/records/, as well as via Agency Records
.Officer memos. Attendees must register in advance.
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I want to takethi~ opportunityto introduce myseU:Iam the new 'Managerof Account Services
-~--'--~'.t<:5n.'tCiirMutriltaitrThis~ts-a:"itew··pusitiolrfor~Ir'Cn'~JY1oun:taii:i~iIl~Pittsburgh-:-!n":a:dditiun~o-beirtgcr-~--­

responsIble fot the ACC()ulltManagement staff, my job is to ensure customer satisfa.ction and
.~ build win~win partnerships with our,customers:" . . ' . 'r _~.'-,rrr .. r' . . .' .--. ,. '.. .

t. ~ ,~'

My'rrrstinitiative is to increasecustojne! c~nimuni~ation.Ovet ih~ c'oniing months, you will see
.acldlfidn'ar-lrlto'trii:ition:ml1ve from Iron Mountain. There ar~ m~Y exciting things happening at
iT6n~Mbiilltiili1:and ~w~'waM (o,Wak~'sur~~ihat;you m-ektW~AllfoiIned.· . .'. .

, ~~JXL}.·;~:JS?,tI :', ]-, ·~r)::<I ';-;'/I} r.' ,'J }:; }, :;tt:\Ji~·:;'~i.~It+:~;r~,~·.JC:lt~:t~;~,~", .,". ::" ". ~'" ". .
; ,:,(",,,,,·:',,,,~,,,,,?,:,·,'t ;.'.-.~". .-.....:.,.,... -..""._.: .-~ .•,_...'" '..... .' . ..... ": .' ': ~'. . '.".. '-'.'. . ..',,"' .. -

In;additioh,"lh'}ji 'Monntainc'<i>ntinlie'stocreatenewaddedvaltie services;; Are you aware thafIfon
Mountafu 'p1"()'Vides fre~.ih.t~met'l)flse(i h92e~s tqib:d fecbr(f~~yori st~r¥, with us? \~oilcat)Ni~w.
yoUr\:~cQr&nnventory,order' reports ~ridmuchmuchnwrefroih, the·comfort ofypurown··offtce .
'using SafeKeeperPLUS,com.. ' .... .' . . .... . ..... .

The first new service that I would like to'i~troduce to you is trainiftg for SafeKeeperPLUS.com
.'. (please see the enclo'sed in,fijrmation). These classes are provided to our customers at no cost. .

There are more advantages to attending our standard training than just learning the system. You
can also:' .
1. Meet and share ideas with other Iron Mountain customers
2. Visit one Ofour sites and see where yourmaterialis stored

.3._MeetsQme_ofJhe_t·eqple_y-oRtallurith on a.r~g1!lar--,b~a~s~is,,--~ ~.~__

J look forward to seeing you at theSafeKeeperPLUS.com training or one of the many other
activities that we sponsor.
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Manager ofAccount Services'
hon Mountain

Enclosure'
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The Leader in Recortls & InfotIiiation Management

Iron''''Mountairi News

SafeKeeperPLUS.com Training

Iron Mountain announces a scheduled training program for the"
~-~--ttfdustfies~~leading -s-()ftware-cplatfottn:-"S-a:fe~e'eperPbBS:c-orir:-ks--'ail''-' ~~~-

Iron Mountain customer, you have FREE access to
SafeKeeperPLUS.com and the world of information it provides.

If you would like to get information about your records from your·
office via the internet, we welcome you to attend one of our
scheduled training classes. - "-. •

_[ To registert:ton, of these FREE sT;~::~s1~:r·contac~or
I ]mironrilountain.com. Don't wait~ space is limited.

Scheduled Sessions for 2001

=> Date: November 28
- ------~'----....,- .~------,--.--_.- 1~' -1: ~', _po ..--LocatIon: Cranuerry TownshIp, A~~~'-~'~·--',

Time: 9:00am -'- 12:00am

=> Date: December 6
Location: Boyers, PA
Time: 1:OOpm -'- 4:00pm

=> Date: December 18
Location: Pittsburgh, PA (West Carson Street)
Time: 9:00am - 12:00am
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, National'lrchives and Records*'Administration
8601 Adelphi Road

College Park, Maryland 20740-6001

DEC - 3 2001

---=--:--~----::-::------:----:--I
Federal Bureau of Investigation
J. Edgar Hoover Building
935 Pennsylvania Ave., NW
Washington, DC 20535-0001

Dea~,--- ...,j

The Records--Cente-r15rogram i~-or(to~another greafstart tllls lrscafyeai! We<liiveaaded---- --,
new space to our national holdings. We have increased our staff and continue to make
improvements in customer service. We also have many new and exciting plans for the
coming year. One of the new services we are starting this fiscal year is the INFORM
Service.

The INFORM service provides agency representatives with an electronic listing of their
records center holdings. Record Center Program staff will prepare an INFORM database
in MS Access with a built-in user interface that will allow you to perform sophisticated
searches of your holdings. The database will also allow you to print a listing of your
agency's holdings, sort holdings by records center and disposal authoritY,and export data
to other applications.

Included with this letter is a CD-ROM with the INFORM database, a Microsoft Excel
spreadsheet containing the holdings information, and a text file containing database
instructions and code definitions. Also included are basic instructions on using the
INFORM database (Enclosure 1). If you need technical assistance with using the features
ofMS Access, we recommend that you contact your agency's Information Technology

--Office:--Ifyou-have-questions-regarding-the-data contained in-the -database,p1ease-feel-- -- ---- _.
free to contact your account representative.

Future distribution of the INFORM service will be sent each month via e-mail.
Therefore, we ask that if you're interested in receiving the database, please follow the
directions in the attached INFORM registration sheet (Enclosure 2). We will initially
offer this service to Departmental Records Officers. If you would like other agency
representatives to receive the database, please include their names and contact
information with the registration information. All individuals that register will receive
the complete listing of your agency's holdings. The INFORM service will also be
provided by our regional records centers in the next few months. To receive regional
specific INFORM information, agency representatives should contact the Records Center

~0F-HQ-C\ \90°59

NARA ~ web site is http://www.nara.gov
.: .



•
Director at the records center that services their records (Enclosure 3). The INFORM
service is also available to sub-units within an agency at the record group level.

As always, I encourage you to contact your account representative to discuss your
satisfaction with the program, the services we0Qconcerns you may have
relative to your agency's. records storage needs. and I look fOF.n.o:lawrd.........toL...l..J<w:lUO..L.IrUlk..Liuu;l!to:......__

with you and your agency this year. We can be reache by telephone onL

Sincerely,

Program Manager

Enclosures (3)
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.~.
at the

NATIONAL ARCHiVeS AND
ReCORDS ADMINISTRATION

INFORM

USING THE CD-ROM
INSTRUCTIONS

This CD-ROM contains a Microsoft Access database of agency
~,-~~rec0n:Js~stereEl-in-Federal~Ree0r_ds-eeflters~I_t=ean~be-rtJn-from~the' .... -J

CD but you will not be able to save any changes or queries.
Therefore, we recommend that it be installed on a PC's hard drive.

To install it on· a PC, copy the Access file from the CD to your hard
drive. Using Windows Explorer, or My Computer, select the file

. name on your hard drive and right-click your mouse. Choose
Properties and remove the attribute Read Only. Then ope~ the file
with MS Access. .

The database opens to a search form for simple searching. To see
a complete listing of all accessions 'simply click on the Search Data
by Criteria at Right button. To Iilarrow your search you may enter
data in any, or several, of the search fields at the top of the screen

------ana diCK on {tie Searcnl5ufton. -TfH~-Glea-fSearcfrljutlonwilf51anK --'---
all the search fields and the displayed data. Pre-configured buttons
to the right are independent of the search criteria or results.

Deleting records from the database can be done from the search
form by highlighting the row marker on the left and pressing the
delete key.

Enclosure 1
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at the

NATIONAL ARCHIVES AND
RECORDS ADMINISTRATION

INFORM

REGISRATION INSTRUCTIONS·

Registration for this service is very simple.

==~.;~_~.~~a~kJhqL~ou send an e~mail message to...'LOUC84Q..9_unL.
Representati~ fgjnara.gov. The
e-mail must contain the name, title, agency name, address, phone
number and thee-mail address of the agency representatives
that would like to begin receiving the INFORM service. All
information requested must be provided for each recipient.

That's it!

Agency representatives listed will be added to the monthly e-mail
distribution of the INFORM database. The individuals listed will
receive the complete listing of your agency's holdings. If contact
information changes~please notify the Account Representative.
Look for the next database to arrive at the end of the month.

Enclosure 2
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'ecord CenterDirect~"

Atlanta -Frederick Abahamian, (Acting) Director (404) 763-7231
NARA's Southeast Region, 1557 St. Joseph Ave, East Point, GA 30344-2593

Boston - Paul Palermo, Director ; (781) 647-8108
NARA's Northeast Region, 380 Trapelo Road, Waltham, MA 02452-6399

Chicago - Pamela Wegner, Director (773) 581-9685 Ext 15L
NARA's Great Lakes Region, 7358 Pulaski Road, Chicago, IL 60629-5898

Dayton - David Come1isse, Director (937) 225-2878
NARA's Great Lakes Region, 3150 Springboro Road, Dayton, OH 45439-1883

Denver - Genola Smith, Director (303) 236-0827
NARA's Rocky Mountain Region, Building 48 -Denver Federal Center, Denver, CO 80225

Fort Worth - Leonard Harmon, Director (817) 334-5515 Ext 256
NARA's Southwest Region, 501 West Felix Street, P.O. Box 6216, Fort Worth, TX 76115-3405

Kansas City - Linda Stubbs, Director (816) 823-5022
NARA's Central Plains Region, 2312 East Bannister Road, Kansas City, MO 64131-3011

Laguna Niguel- Bruce MacVicar, Director (949) 360-6334
NARA's Pacific Region, 24000 Avila Road, First Floor-East Entrance, Laguna Niguel, CA 92677-3497

Lee's Summit - Dean Donovan, Director (816) 823-5230
NARA's Central Plains Region, 200 Space Center Drive, Lee's Summit, MO 64064-1182

Philadelphia - David Roland, Director (215) 671-8074
NARA's Mid-Atlantic Region, 14700 Townsend Road, Philadelphia, PA 19154-1025

Pittsfield - Edmund Kelly,Directfu (413) 445-6885 x14
NARA's Northeast Region, 10Conte Drive, Pittsfield, MA 01201-8230

- -- ---- --..- ----~-.

San Francisco - Gary Cramer, Director (650) 876-7912
NARA's Pacific Region, 1000 Commodore Drive, San Bruno, CA 94066-2350

Seattle - Steve Ourada, Director (206) 526-6501
NARA's Pacific Alaska Region, 6125 Sand Point Way NE, Seattle, WA 98115-7999

St. Louis - (Military Personnel Records), Scott Levins, Assistant Director (314) 538-4246
NARA's NationalPersonnel Records Center, 9700 Page Avenue, S1. Louis, MO 63132-5100

St. Louis - (Civilian Personnel Records), Clifford Amsler, Assistant Director (314) 538-5722
NARA's National Personnel Records Center, III WinnebagoS1., St. Louis, MO 63118-4126

Washington National Records Center- (Suitland), Alan Krammer, Director (301)-457-7000
4205 Suitland Road, Suitland, MD 20746-7000. '. .

Enclosure 3

December 3, 2001



College Park, Maryland 20740·6001

DEC 4 2001

NWM04.02

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION
RESOURCES MANAGERS: Vital Records Program Training Sessions

In his memo to heads of age~cies after the September 11 attacks (see
ww\v.nara.gov/records/vitalmemo.html), the Archivist of the United States reminded
agencies that they need to have an active disaster preparedness and recovery program for the
vital records needed to provide essential government services and protect legal rights. He
also announced that the National Archives and Records Administration (NARA) would hold
no-cost vital records management training.

I anI pleased to provide details on that training in this memorandum. NARA will offer three
no-cost special Yz day training sessions in the Washington, DC, metropolitan area that will
discuss vital records in general, how to establish'and implement a vital records program, and
where this program fits in an agency?s disaster planning efforts. These sessions will be held
on January 22 and 30 and February 7,2002 and are open to anyone with an interest in or
responsibilities for Federal records. The enclosed announcement sheet contains information
about the course dates, times and locations, details about the sessions'contents, and
registration infomlat~on. Please register soon to ensure a spot at one of the sessions.

NARA looks forward to working.with you to ensure that the vital information needed by our
Government is secure and accessible. If you have any questions, please email either of the

~-c_ -~·,~~aGdr,esses-indicated-0n~the-announGement.- --.,,-- - _ __ =

.....-_- --

MICHAEL L. MILLER
Director
Modem Recorqs Programs

National Archives and Records Administratiorl
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NATIONAl ARCHIVES AND RECORDS ADMINISTRATION

VITAL RECORDS SEMINARS

Choose from 3sessions:
Tuesday, January 22, 2002
1:00 pm - 4:30 pm

Federal Deposit Insurance Corporation
801 1i h Street NW, Washington DC
1 block from Farragut West Metro stop

~.__-----~~g-~:~~-2~:;~~~ry _~_0,_;~_0?2 _-~;~:~;I~~~~~~g:~~~~::~~:-~~~~a~~I~;~~~~,~~....,...,..,..~==
Independence Avenue exit from Smithsonian Metro stop

Thursday, February 7,2002
9:00 am - 12:30 pm

Topics to be covered:
b What are Vital Records?

National Archives and Records Administration
8601 Adelphi Road, College Park, MD
Accessible via the R-3 bus from the Prince George Plaza Metro
stop; limited on-site parking is also available

e:J Why are Vital Records important?

D Laws, regulations, and guidance on Vital Records

b Essential elements of a Vital Records Program

b Important first steps to take in response toa disaster

----- -e:J-How to-ioentify-ana-protecfVitarRecoros ­

D Risk Assessment

e> Implementing the Vital Records Program

e> The necessity of periodically reviewing a Vital Records Program

e? "Real Life" Vital Records Program Scenarios,

for more information or to register:

Emaill ~nara.gov o~ !illnara.gov
Please Include your name, telephone number, agency name,
and the session date you prefer.

b6
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National!.Chives andRecor~dministration
8601 Adelphi Road

College Park, Maryland 20740-6001

DEC 06 2001

Federal Bureau of Investigation
935 Pennsylvania Avenue, NW
J. Edgar Hoover Building
Washington, DC 20535-0001

Dea~L...- ---J

We are pleased that you continue to use the NARA Records Center Program as your
provider of choice for records storage and services. We are committed to providing your
agency with superior records services and look forward to a strong partnership now, and
in the future. However, I am writing today to determine the status ofthe FY2002
interagency agreement that we sent to you in August. As of this date, we have not
received your signed interagency agreement. The interagency agreement identifies the
cost of storing and servicing your agency records for FY 2002 as well as describing what
the Federal.Bureau of Investigation can expect of the NARA Records Center Program
duri11-g' the ~~~al year.

NARA can only continue to provide the Federal Bureau of Investigation with superior,
efficient and cost effective records services upon receipt of the signed interagency
agreement. Please return your signed interagency agreement as soon as possible, but no
later than December 17, 2001. Doing so will allow us to continue providing you and
your colleagues with the quality records services you haye come to expect, and enable
both NARA and the Federal Bureau ofInve.stigationto be compliant with Public Law
106-58.

b6
b7C

. If you have-anyguestibns-conceming thinnatter tease-contacj pfmy·staff;- - - ---
a~ ~xte~e-rnaila nara.gov. I, too,
welcome your inquire~extensio nara.gov)
regarding NARA' s Records Center Program and t-----.....,..-e':"':'tt-er-se-rv.......e you and your
agency.

Sincerely,: c.

I
'--."CP"l':ro~g~r:::O;am=-...~Nlr:ian="'a~g~e~r -,-.--- I" 1- F I'~ C

.LO~ .. :.-1~~ .\ l-9OQS9 ~ .2C4

NARA's web site is bttp:l/www.nara.gov



College Park, Maryland 20740-6001

December 7, 2001

NWM 05.2002 '

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMAnON
RESOURCES MANAGERS: RACO 2002, Best Practices In Records Management Awards
Criteria and Nomination Procedures

NARA presents Best Practices in Records Management Awards at our annual records
conference, RACO, to recognize outstanding records management program activities in
Federal agencies. These awards not only honor the "best in the field,',' but also provide a way
for agencies to learn about noteworthy records activities, which can be used as models for
similar undertakings in other organizatioFls. '

, This year, Best Practices Awards in Records Management are available in one or more of the
following categories:

);- Agency-wide Records Management Programs
);- Managing Electronic Records
> Records Management Training or Promotion
);- Records Scheduling ,

Attached are criteria for each of the four categories. They describe the elements NARA will
use to make the awards selections and provide guidance to help you detennine eligibility.
Any Federalgovemment headquarters or regional entity is eligible for consideration for an
award.

Anyone is eligible to make a nomination. You maynominate any entity you think is
deserving of an award, including your own agency.' Award selections are made based on
evaluations of the nominations received by NARA

Please use the attached form to submit nominations to NARA. NARA must receive all
required infonnation no later than February 15., Forms may be submitted by mail, fax, or,
email to:

«xOF-H-~-C\ IQOOS9- 2(D~

I
National Archives and Records Administration
Life-Cycle Management Division
NWML-Room 5320'
8601, Adelphi Road
College Park, MD. 20740

b6
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If you have anXq~s or need additional information, please contac~ ....Jlat
____..,...-._}xll-J0r by email atl . ~nara.gov.

Additional information about RACO 2002, including conference registration information, is
available at the NARA web site at http://www.nara.gov/records/rac02002.html. We will
periodically update this site, as more information becomes available.

Fax: 301-713-6850

•
Email :I__..,...----J~nara.gov. b6

b7C

I look forward to seeing you at RACO 2002 on Tuesday, May 14, 2002, at the International
Trade Center-Ronald Reagan Building, 1300 Pennsylvania Avenue, Washington, DC.M.:L .
MICHAEL L. MILLER
Director
Modem Records Programs



•
BEST PRACTICES AWARDS CRITERIA

FOR
AN AGENCY-WIDE RECORDS MANAGEMENT PROGRAM

This category covers elements of an agency's overall records management program as established in 44
U.S.C. Chapters 31 and 33, and 36 CFRI220.32, 1228 Subparts Band D, and 1234.10.

To be considered for a RACO Best Practices Award in this category, an agency's records management
program must provide a model for other Federal records management programs. Examples of model
program activities include:

}> establishment of a program of regular records management briefmgs for new employees, including
political appointees;

}> submission to NARA of complete and accurate schedules that cover important new programs,
programs with newly defined responsibilities, or programs with schedules that are 10 years old or
older; .

}> transfers to NARA ofpermanently valuable records as identified in agency records schedules in
accordance with approved schedules; and

}> published directives or other agency procedures that ensure that the records management program is
routinely involved in the management of electronic records systems.

To be considered for a RACO Best Practices Award in this category, an agency's records
management program must incorporate all of the following;

1. Substantial progress in scheduling core mission records.

2. Records management training for employees.

3. The application of records dispositions in accordance with approved schedules..

4. Cooperation between Records Management and Information Technology staff to address issues relating
to electronic records. .

5. A process that ensures the implementation ofNARA guidance in a timely manner.

RACO Best Practices Awards Criteria
August, 2001



BEST PRACTICES AWARDS CRITERIA
FOR

MANAGING ELECTRONIC RECORDS

This category covers the management ofelectronic records as established in 36 CFR Part 1234. The
scope of this award category covers the management of records that are "born digital" such as automated
information systems, e-mail, web sites, and data warehouses throughout the life cycle.

To be considered for a RACO Managing Electronic Records Best Practices Award, an agency must
demonstrate its long-term commitment to electronic records management. Examples of outstanding
electronic records management activities include:

} establishing a comprehensive directive that integrates aspects ofelectronic records management with
otherrecords and information resources management programs of the agency;

}> implementing an agency wide initiative aimed at scheduling electronic systems including the proper
. disposition of temporary e-records and the transfer of permanent electronic systems to NARA; and,

}> incorporating records management for each electronic system listed in the agency's 5-year strategi(;
information technology plan.

To be considered for a RACQ Best Practices Award, the agency must meet the following criteria:

1. Requirements for the management of electronic records are included in the agency's records
management directive or in a separate directive or issuance.

2. Electronic records management training is available to records management staff.

3. Major program relatcd systems are scheduled and up-to-date system documentation is maintained.

4. The agency has a plan to ensure that newly developed electronic records systems are scheduled in a
timely manner.

RACO Best Practices Awards Criteria
August,2001



•
BEST PRACTICES AWARDS CRITERIA

FOR
RECORDS MANAGEMENT TRAINING OR PROMOTION

This eategory covers training or promotional activities that further records management objectives as
described in 44 U.S.c. 2902. The scope ofthis award covers both short-term and long-term training or
promotional activities regardless of media presentation.

To be eligible for this award, an agency must demonstrate its commitment to furthering good records
management practices through training or promotional activities. Examples of noteworthy training or
promotional activities include: .

» introductory classes on basic records management tools and techniques for all new agency staff;
» promotional poster campaign to raise awareness of quality and control ofrecords in a downsizing

environment; and
» a brown-bag lunch series on records management issues open to all staff.

To be considered for a RAeO Best Practices Award in this category, the agency must meet all the
following criteria;

1. Training or promotion activities must be directed towards staff for whom records management is not
the primary responsibility. .

2. Training or promotion activities must be designed to introduce or reinforce records management issues
and concepts.

3. Short-term events, such as poster campaigns, must have taken place within 2 years prior to nomination.
Longer-term activities, such as introductory classes for new hires, must to be in place for a full year prior
to the nomination.

RACO Best Practices Awards Criteria
August, 2001



• •
BEST PRACTICES AWARD CRITERIA

FOR
RECORDS SCHEDULING

This category covers an agency's scheduling program for its records, both permanent and temporary, as
established in 36 CFR Part 1228, Subpart B. Examples of noteworthy scheduling activities include:

~ The agency has ensured that schedules have been created and approved that cover records in a newly
established program.

~ The agency has totally revised records schedules to reflect current programs and corresponding
records. .

~ The agency has a plan in place that provides for the continuing updating ofschedules to reflect
changes in record keeping.

To be considered for a RACO Best Practices Award in this category, an agency must meet the
following criteria:

I. SF 115s submitted to NARA are complete and accurate: Series titles and descriptions are accurate;
disposition instructions are appropriate; and other requirements specified in 36 CFR 1228 Subpart B are
met.

2. Submitted SF 115s cover records in all media, and reflect actual record keeping practices of the agency.

3. There is a plan to ensure that records schedules are routinely reviewed and updated as necessary and
that newly created records are scheduled in a timely manner.

4. NARA records scheduling guidance is accurately implemented in a timely manner.

RACO BeSt Practices Awards Criteria
August, 2001



National !rchives and Recore!!Administration
8601 Adelphi Road

College Park, Mary/and 20740-6001

-. ---------_._._--

December 10, 2001

~~~~~~_I
Federal Bureau ofInvestigation
935 Pennsylvania Avenue, NW
1. Edgar Hoover Building
Washington, DC 20535-0001

-- - --De~L.....--__----I1 -----
On Tuesday, December 4,2001, the Washington National Records Center experienced a small
fire in one of its records storage areas. Although your agency's records were not affected by the
fire, I am writing all of our customers to ensure they have accurate information about what
occurred.

Fortunately, no staff were injured, and the loss of records is minimal. The fire alarm and
sprinkler systems were immediately activated, and those records impacted by the fire were
removed from the Washington National Records, Center and were frozen until they could be
treated and dried. Dehumidification and air drying efforts are now underway, and staff from
NARA's Conservation Lab are directing all recovery efforts.

Security forces from NARA, GSA, ATF, and the Federal Protective Service, as well as the
Prince Georges County Fire Department all responded quickly to the emergency. The cause of
the fire is being investigated, and is being treated as suspected arson. We are, of course, very
concerned about the protection ofNARA staff, visitor~ and YOllI T1cords. In the past year we
made significant security enhancements, and Archivistl j'las announced a $50,000
reward for information leading to the arres(?,lld conviction of those responsible for the fire of
December 4. Please be assured that NARA will continue to pursue all avenues to minimize this

~~~E~ o~c~rr:i?-g_~n th~Jut~~-=-___ _ __ _._

b6
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IIf you

l
have ~~ guestlns regarding the events o~ ~tjCf:mJleI:..£th:...please contact me o~....... _
extenslO our AC~()]lDt R enreseutatrve is also available to address your

concerns and can be reached on( ex;e~n~s~lo~n~-....L;;;;~

Sincerely,

Records Center Program Manager

, .J

. /,-

'., ':

'.' ) OJ',

NARA's web site is http://www.nara.gov

-'



Nation. Archives and Reco"" Administration
8601 Adelphi Road

College Park, Maryland 20740-6001

December 12, 2001

---=--"""""~------".,,,------.--.......-I
Federal Bureau of Investigation
Room 1B327 Box 20

,,--935 Pennsy.lvania.Ave.,-NW__ -__-- __~ ~.--_ - .. -.0---.-----·--- --~
Washington, DC 20535-0001

b6
b7C

Enclosed for your files are copies of,two, signed Standard Forms. 258 (our numbers NN3-065-02-013
and NN3-0675-02-015) for the records in Classes 44 ~d 65 that you transferred to us recently. As
indicated by my signature in block 16 of the forms, these records have been accepted into the
National Archives ofthe United States. The accession of the records relating to Martin Luther King,
Jr. (NN3-065-02-014) is being handled separately, and you will receive a copy of the 258 under
separate cover.

Thank you for arranging this transfer and for delivering the records. Ifyou have any questions
between now and January 3, 2002, please let me know (telephone,1 ~r e-mail,

J j@nara.gov). For questions reJatinp to the 258 for the King records, you may contact
L J(telephont:1, pr e-maill tEnara.gov).

Sincerely,

ImtIal ProcessmglDeclassificatlOn DIVISIon

"";'j .

;~, - ~ /...r -~ _;
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NAM's 'Yeb'site~s httpj/~:nara.gov
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AGREEMENT TO
THE NATIONAL ARCH

JFER RECORDS TO
S OF THE UNITED STATES

1. INTERIM CONTROL NO. (NARA Use Only)

Signature...1~~~:t!di::.::::.~~£J!:.~~~~~__.,..-_Date

3B. NAME, TITLE, MAILING ADDRESS

-". . ..._-

b6
b7C

In accordance with 44 U.S.C. 2106, custody of these records becomes the
responsibility of the Archivist of the United States at the lime of transfer of the
records. It is agreed that these records will be administered in accordance with the
provisions of 44 U.S.C. Chapter 21, 36 CFR XII, 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

TERMS OF AGREEMENT
The records described below and on the attached _1__ pages are deposited In the' these records will be Imposed other than the general and specific restrictions on
National Archives of the United States in accordance with 44 U.S.C. 2107. The the use of records in the National Archives of the United States that have been
transferring agency certifies that any restrictions on the use of these records are in published in 36 CFR Part 1256 or In the Guide to the National Archives of the
conformance with the requirements of 5 U.S.C. 552. United States. The Archivist may destroy, donate, or otherwise dispose of any

containers. duplicate copies, unused forms, blank stationery, nonarchival printed or
processed material. or other nonrecord material in any manner authorized by law
or regulation. Without further consent, the Archivist may destroy deteriorating or
damaged documents after they have been copies in a form that retains all of the
information in the original document. The· Archivist. will use the General Records
Schedule and any applicable records disposilionschedule (SF 115) of the transferring
agency to dispose of nonarchival mate' Is co tained in this deposit.

Signatu

2A.AGENC

,L-o","-.IlI.::.Illl,\;,...l.I.,I"I"I;;...\llI,/;l,ll,,'/'w'o..c.IJJ.(RESS

rchives Specialist
Federal Bureau of Investigation
935 Pennsylvania Avenue; NW
Washin ton DC 20535

-~------- -_ .. --.::--- "-.'---"':"'- -

4A. RECORDS SERIES TITLE

65 Classification - Fourth interim transfer of FBIHQ case files pertaining to investigations of espionage violations.

4B. DATE SPAN OF SERIES 1936 - 1943 (Attach any additional description.)

5A. AGENCY OR ESTABLISHMENT 9. PHYSICAL FORMS

Deoartment of Justice IX! Paper Documents 0 Posters

5B. AGENCY MAJOR SUBDIVISION o Paper Publications 0 Maps and Charts

Federal RllrO,,"11 of o Microfilm I Microfiche 0 Arch I Eng Drawings

5C. AGENCY MINOR SUBDIVISION o Electronic Records 0 Motion I Sound Video

Office of Public and Congressional Affairs o Photographs 0 Other (specify):

50. UNIT THAT CREATED RECORDS 10. VOLUME: CONTAINERS

Records Disposition/Archival and Micrographics Cu. Mtr. (Cu. Fl. 90...0D)Number Tvpe
5E AGENC FER ABOUT THE RECORDS 11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

Nan:t e :1 I 11/27/2001
Telephone Number: I I 12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?

6 DISPOSITION AUTHORII T: DYES IXJ NO (if no, attach limits on use and justification)

N1-65-82-04 Part B Item 65
7. IS SECURITY CLASSIFIED INFORMATION PRESENT? :J NO LtJ YES 13. ARE RECORDS SUBJECT TO THE PRIVACY ACT?

LEVEL: o Confidential IX! Secret 0 Top Secret (It yes. cite Agency System Number and
SPECIAL MARKINGS: o RD/FRD o SCI o NATO Federal Register volume and page number. 0 Other DYES IX! NO of most recent notice and attach a copy of
INFORMATION STATUS: 0 Segregated o Declassified this notice.)

8. CURRENT LOCATION OF RECORDS

--LAgency (Complete 8A only)
14. ATIACHMENTS

--==-=Federal-Records Cente'fl(Gomplete8B-only) ,~~-- ·_--EJ Agency·Manual-Excerpt--·-!3-l:isting-of'Records-Tran-sferreCl--'

eA. ADDRESS o Additional Description o NA Form 14097 or Equivalent

Federal Bureau of Investigation o Privacy Act Notice o Microform Inspection Report

935 Pennsylvania Avenue, NW lXI Other (specify): 1. j o SF(s) 135

Washington, DC 20535 Diskette -F7 e W/~'f'h A/4/j-(7~O~- o/~

8B FRC ACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION

NARA PROVIDES
15. SHIPPING INSTRUCTIONS TO AGENCIES I REMARKS REGARDING DISPOSITION

«~~

Signature

E UNITED STATES
_/

. 7--"

-~ :,.... ,' .

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
~.--;- , '

/'''. SF 258 (9/95)



AGREEMENT TO~. .JFER RECORDS TO
THE NATIONAL ARCHIWS OF THE UNITED STATES

~_ I'" INTERIM CONTROL NO. (NARA Use Onl,/!

In accordance with 44 U.S.C. 2108, custody of these records becomes the
responsibility of the Archivist of the United States at the time of transfer of the
records. It is agreed that these records will be administered in accordance with the
provisions of 44 U.S.C. Chapter 21. 36 CFR XII, 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

TERMS OF AGREEMENT
The records described below and on the attached _1__ pages ~re deposited in the these records will be imposed other than the general and specific restrictions on
National Archives of the United States in accordance with 44 U.S.C. 2107. The the use of records in the National Archives of the United States that have been
transferririg agency certifies that any restrictions on tlieuse of these records are in published in 36 CFR Part 1256 or in the Guide to the National Archives of the
conformance with the requirements of 5 U.S.C. 552. United States. The Archivist may destroy, donate, or otherwise dispose of any

containers. duplicate copies, unused forms, blank stationery, nonarchival printed or
processed material, or other nonrecord material in any manner authorized by law
or regulation. Without further consent, the Archivist may destroy deteriorating or
damaged documents after they have been copies in a form that retains all of the
information in the original document. The Archivist will use the General Records
Schedule and any applicable records dispos~ion schedule (SF 115) of the transferring
agency to dispose of nonarchival materials,contai;;,d in this deposit. .A./ #. J

2A. AGEN

Signat

3A. NARAAPPROVAL !Jv':' 1'1 ~ ,,, ......A'Z16 'Y''''fU7Ir ryll\

(i ,~i I; "'Signature (1A /2-. "n ..h.1h~ AJ~ Date n!;"fi!t'/

28. NAME, TITLE. MAILING ADDRESS L/

.....-::""""::---:-::=--__""':"":'....IIArchives Specialist
Federal Bureau of Investigation
935 Pennsylvania Avenue, NW
Washington. DC 20535

38. NAME, TITlE, MAILING ADDRESS

b6
b7C ­.. .. .

4A. RECORDS SERIES TITLE

44 Classification· Second interim transfer of FBIHQ case files pertaining to investigations of civil rights violations.

4B. DATE SPAN OF SERIES 1964 • 1975 (Attacheny additional descriplion.1

5A. AGENCY OR ESTABLISHMENT 9. PHYSICAL FORMS

Department of Justice IX! Paper Documents 0 Posters

58. AGENCY MAJOR SUBDIVISION o Paper Publications 0 Maps and Charts

Federal Bureau of o Microfilm J Microfiche 0 Arch J Eng Drawings

5C. AGENCY MINOR SUBDIVISION o Electronic Records 0 Motioo J Sound Video

Office of Public and ConQressional Affairs o Photographs 0 Other (specify):

50. UNIT THAT CREATED RECORDS 10. VOLUME: C;I .. )jONTAINERS

Records Disposition/Archival and Micrographics Cu. Mtr. (Cu. Ft. 9i:9B)Number Type

5E. ~~~Nel( DeDcm' WIT!' ..II 'A.. TO cmlER ABOUT THE RECORDS 11. DATE RECORDS ELIGIBLE FOR TRANSFER laTHE ARCHIVES

11/27/2001
Telephone Number: I 12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?

6. DISPOSITION AUTHORITY: DYES !Xl NO (if no, attach limits on use and ius/ification.)

N1-65-82-Q4 Part B Item 44 .
7. IS SECURITY CLASSIFIED INFORMATION PRESENT? ~'f NO 19 YES 13. ARE RECORDS SU8JECTTOTHE PRIVACY ACT?

LEVEL: 0 Confidential !Xl Secret o Top Secret (If yes, cite Agency System Number and
SPECIAL MARKINGS: D RD/FRD 0 SCI 0 NATO

DYES !Xl NO
Federal Register volume and page number

D Other of most recent notice and attach a copy of
INFORMATION STATUS: 0 Segregated o Declassified . this notice.)

8. CURRENT LOCATION OF RECORDS

~Agency (Complete 8A only) 14. ATIACHMENTS

- ____Feder.al-Recotds.CenteJ{Complete-8B-only·)--.~-.-\-~ ~ --. .• .-O-Agency·Ma nual-Excefpt--- bd-l:i sting·of·Records-Tran sfe rred-'-_.

8A. ADDRESS o Additional Description 0 NA Form 14097 or Equivalent

Federal Bureau of Investigation o Privacy Act Notice o Microform Inspection Report

935 Pennsylvania Avenue. NW 00 Other (specify): o SF(s) 135

Washington. DC 20535 Diskette

8B FRC ACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION .

NARA PROVIDES
15. SHIPPING INSTRUCTIONS TO AGENCIES I REMARKS REGARDING DISPOSITION

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

RG

17. NATIONAL ARCHIVES ACCESSION NO.

IJN3 -()~S--D2 - 0 /3
SF 258 (9195)

~::;l -- ,...... <' }
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1•"Chives atCollege Park .
8601 Adelphi Road College Park, Maryland 20740-6001

... December 14,2001 .

. NWM 07.2002

MEMORANDUM TO AGENCY RECORDS OFFICERS, CHIEF INFORMAnON OFFICERS
AND INFORMATION RESOURCE MANAGERS: Request for comment on "Report on
Current Recordkeeping Practices within the Federal Government".

. . .

-~ASYOU KiWw;"NAR.'A'lSeg-'anamajor na:tionwide-proje'cnrus-year-ro-examine our recora~~-----"-
management policies and procedures in light of the current Federal recordkeeping environment.
We have reported the progress of this endeavor to you through our Bi-Monthly Records and
Information Discussion Group (BRIDG) meetings. We are hOw nearing the final stages of the
first of three initiatives comprising this project. Our contractor, SRA, International, has
delivered its final product, "Report on Current Recordkeeping Practices within the Federal
Government." We plan to use the information in this report as we analyze NARA's current
records management policies, and re-de~ign as needed the scheduling and appraisal process.

. . .

With SRA's support, we used individual interViews, focus groups, and an Internet survey to find
out how agency officials and s~aff yiewed(~~cord;s,r.!!N1~gementand\;Vha~ they perce.ived i~s role
to ~~ intoday's modem offic~. More-than 40 Fed.eral agencies participated in the interviews and
focus groups,and more than 475 individuals replied to the Internet survey. Additionally, using a
process called Records Systems .Analyses,or RS'~s, teams from both the.Washington area and
Regional Archives examiJ?~d selected business processes in Federal agencies to determine how
records are actually being created and managed. For its .final report, we asked BRA to analyze
the results of both studies, to identify patterns'in records management and to develop situational
models explaining those patterns, and to identify points where NARA and agencies could
effectively intervene to improve records management.

'-.-Therepoiffias-signiTIcanfimplicafions for NARA'sfuture policies anaprocediires~Asthe---:~-- '--. ­
Deputy Archivist and his review team examine the report and its conclusions, we invite you to
read aIld.cqrnment on it as well. The rep~rt is available from the project homepage at
http://wWw.nara.gov/records/rmi.html·'i Inpanicular, we would like your overall asses,sment of
SRA'sconceptual m0gel in which tlley point outt~~t "situat~onal factors" drive the overall
quality:(>f records"management witl}.in F,ederal agen~ie's, as ,well asco~ents ,on t~e situational

, factors tn~y .have ide~tified and th~ possible intervention scen,ariosth~~pr9P9~~:', " ,. .
. . . . .' ".

. - .. . I ''', 1 ~ \' .' • • ....,.:,' .; _ ,"', :. ..' • . • • •. • . '. ~ '. .."." • •... • • .' • .' .' ,

.~lFase 's~nd YO;)[-~!t~nc,~~~nts.~Y,J~~~}~;, 2~01,)01 hu~~~a.~o~. (en1ail),
.tC!L r.f~~? ,orJ9 the Pol~c)'.~di~<:>,~~~u~~tlOnsStaff ~NP'OL),-ff<)~mlU)q,;~6P \ '
';".~'J.~.~~.:~:'~;-' .. ':'~ ;'.:...~~.:, '; :~"'::':~(~';;~;"'~J;"~';. .•.. ; ..... : _. ··.. ~v .. '.. · ~ ....~._~. '::'_

, .. ,-i . "u,loF~.\Jm - r.\. I·pt·-ex:>'. ·s·'9" ···,,··:' ·2"70"':-:.: .. '" !..... : l' .:-l~ L,.:.. (: \' ;" ." ," :.----.~, ,.. :. ~,
'. '.' ;. .'

~ :'~'~ ... t : • ' ! .•~. " ; .~: '..: ,. '. ,. :'.' " . ~ -:' .! : .. , .: .,:. :

" ~ ~ .... "

. . '.

Natiorn:z/ ArChives am/Records Administration'



Adelphi Rd.,College Park, MD 20740-600 I, ATINI_. .~xt Ifyou haVe

1

q. uestions., .
please contact Ms. Cummings prior to January 31 o~ Fi(
Aswe near the completion of this first initiative, we also wish to thank those records officers

. who participated in the web survey, the contractor interviews and also the II RSA projects:
Your assistance in this project is appreciated, and greatly contributed to the ongoing success of
~~~ .

b6
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MICHAEL L. MILLER
Director

- -'-.--.~Modem-R:ecords-Prograrns~:-"~'~-"-----:--'-~--'--.----~~--~.-."~.. _.--":'-':.--.~-~-~



December 18, 2001

N'VM 06.2002

MEMORANDUM TO AGENCY RECORDS OFFICERS: Bimonthly Records and Infonnation
Discussion Group (BRIDG) Meeting on February 21, 2002, and November 15,2001, BRIDG
Meeting Summary.

Please mark your calendars for the next BRIDG meeting scheduled on Thursday, February 21,
2002, from 10:00 a.m. to noon. The topic will be the ISO 15489, Information and
Documentation - Records Management and NARA Updates. The meeting will be held at the
Federal Deposit Insurance Corporation (FDIC) Building at 801 17th Street, NW, Washington,
DC. The FDIC Building is on the corner of 17th and H streets, one-half block from the Farragut
West subway stop (17th Street exit). Once in the building, take the elevator down one flight or
walk down stairs. ~;. ..

"'"Due to securitY3~Q!lkemenls,J~RRSYP will be1Cquked.._To_reseIYe.a.placefor the.meeting,_ . _.,-
please provide your name, telephone m~mber,~ge.,t,1cy, and number of attendees tol I
I ~~ lextensio or emaill I@nara..gov), no later
than noon on Tuesday, February 19,2002. The NARA Records Center Program staff will host a
Records Center Forum from 9:00 to 9:45 a.m. before the BRIDG meeting to discuss records
center issues and answer questions. To register for the Records Center Forum, please contact
I la~ lextensiorDor emai1 ~nara.gov).

A summary of the November 15, 200 I, BRIDG meeting is attached. The topic of this meeting
was "Vital Records" and "Distance Learning." We invite you to submit comments on these
topics and additional suggestions the programs via electronic mail to records.mgt@nara.gov.

We sincerely appreciate that FDIC offered to host this event, as the National Archives Building,
at 7th and Pennsylvania Avenue, NW, Washington, DC, is undergoing renovations. .

I look forward to seeing you at the February 21 BRIDG Meeting at the FDIC Building.

iliA
MICHAEL L. MILLER
Director
Modem Records Programs

Natio,wl Archiues o/ld Records Administration

b6
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Bimonthly Records and Information Discussion Group (BRIDG) Meeting Summary
10:00 a.m.. -11:30 p.m.., November 15,2001

Department of Energy, Forrestal Building, 1000 Independence Ave., SW, Washington, DC

TOPIC: "Vital Records"
"Distance Learning"

f\pproximately 60 people attended the latest BRlDG meeting on November 15, 2001. Ini-h....is~.....,
welcoming address, Michael L. Miller, Director of Modem Records Programs, thankedI I b6

I ~fDOE for hosting the meeting. He also commended the NARA-Northeast Region b7C

records management staff for the vital records and disaster recovery assistance they have
provided to Federal agencies since the September 11 th attacks. More information is available on
the NARA website, including contact information for reconstructing records.

Michael Miller spoke about the National Archives and Records Administration's (NARA)
upcoming Vital Records Se~inars. In addition, he gave a briefing on establishing and
maintaining a Vital Records Program.1 ITraining Specialist in the Modem
Records Programs, gave an update on NARA's distance learning project titled" Project E­
Learning E-Training (PELET)."

Vital Records - Michael Miller
~

Mj~e_annOJm!&d.thaLNAEA wout£lQJfer thre~ 1iP~~ial tr"!Ding~J~ssiQDs i~nJanm.!rXjlIld F~br!lary. _
These free seminars will address disaster mitigation and recovery for Federal records, and
provide additional guidance to agencies on ~'iablishinga vital records program. For information
on seminar dates, locations and topics, please see .. ..
~ • ords/vitalseminars.html. For more information or to register, contac~ _
L-Ja ( nara. ov o~ lal @nara.gov. Please include
your name, te ep one number, agency name, and the session date you prefer. Mike also
expressed that all suggested topics would be considered as the agenda was still being developed.

I lofthe FIRM counsel also made an announcement that FIRM would be holding an all
day forum on Vital Records on the 27thof November. She asked that interested parties send her
an e-mail a (a)usda. ov. She noted thai IMichael MilIer,I'-- --'

would be speaking.1....- .....

Following the seminar announcements, Mike gave a briefing on establishing and managing a
Vital Records Program. Key topics covered were vital record definitions, identification, laws,
and authorities. The presentation also included information on looking at types of threats, risks,
and protection methods. He also stressed upon the attendees the importance of managing a vital
records program by establishing operating procedures, promoting the program, reviewing, and
testing the program. The entire power point presentation can be accessed through the NARA web
site at http://w\vw.nara.gov/records/brVR.ppt.
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Several Records Officers shared their approaches for setting up a vital records program. It was
stressed that limits on resources and time can be a determining factor in the success of the
program.

Distance Learning ~ I
I ~ife Cycle Management Division, gave an update on Project E-Learning E-

Training (PELET), the distance learning trainirig initiative. NARA staff have been researching
electronic learning options, developing plans and products to enhance records management
training, and defining how to integrate PELET modules with on-going training. They have hired
a contractor, Windwalker, to conduct a needs analysis of records management personnel in the
Federal government. Windwa1ker will also analyze technology-enabled training and delivery
technologies. Records Officers are encouraged to participate in the Windwalker survey and the
in-de th inte7iews that Wjl)~Oin.cide with the needs analysi~. Interested participants may contact

....._.,..-_.....at ~nara.gov. Comments, suggestions, or requests are welcomed.
power pomt presentation can be accessed through the NARA web site at

~tt:-p~:7www.nara.gov/records/brDL.ppt.

NARA Updates

-I roHcy and Communications Staff ""
• Web Guidance. An external focus gr011p is~viewing the proposed Web Guidance and

_________. EAQs._Qnce_thefocus_groupJlus_commented,Jhe Jiraftdocuments_willbc sent JQ_OMB_for
review. Sometime after the beginning of the calendar year, the review process will be
opened to a wider Federal agency audience. It was emphasized that these guidances will go
beyond scheduling and will address the management of web records. .:;>'

o IT GRS. Comments have been received on the draft proposed GRS for Information
Technology Records. Agencies that had questions or comments about the schedule will be
individually contacted. NARA is working with OMB and hopes to publish this new GRS in
the Federal Register for public comment sometime this winter.

III Advanced Notice of Proposed Rulemaking (ANPRM). The advance notice of proposed
mlemaking seeks comments from Federal agencies and the public on issues raised in a
petition for mlemaking concerning the management, scheduling and preservation of
documents created in electronic form. Agencies are urged to provide comments to assist
NARA in determining: whether a regulatory amendment should be proposed; whether some
other action should be taken; or, whether no changes should be made to NARA's regulations
and other issuances. Comments are due by January 8, 2002.

Gl Proposed Rule on Records Disposition. Comments have been received on the proposed
mle on records disposition. Two revisions to 36 CFR Part 1228 were proposed. One,
agencies could submit manuals electronically. Two, if the agency has an existing records
disposition authority for an item covered by a new GRS, then the agency can decide whether
to use the existing schedule or the GRS. NARA is reviewing the comments and will need to
consult with OMB before the final rule is published.



--~--' •
o NARA Bulletin 2002-02. The Archivist has signed a recent bulletin on NARA accepting the

transfer of permanent records via two additional electronic records transfer methods, File
Transfer Protocol (FTP) and Digital Linear Tape (DLT), Type IV. The bulletin is posted at
http://www.nara.gov/records/policy/b2002_02.html.

- Michael Miller
• E-Gov Initiative (Quicksilver). OMB recently announced that it had selected 23 E­

Government Initiatives to improve customer service and efficiency. The initiatives are
designed to maximize federal government productivity gains from technology, eliminate
redundant systems, and significantly improve government's quality of service for citizens
and businesses over the next 18 to 24 months. NARA will lead the initiative that will
establish government-wide procedures and tools for assessing, establishing and implementing
an eXtensible Markup Language (XML) based approach to electronic records management
(ERM).

Other Items

• Mike asked for input on the future format ofRACO. Some ideas are offering an optional one
or two day seminar and changing the larger sessions to smaller workshop's.

...

• The next BRIDG meeting time and place-wiIl-.be announced at a later date. Due to the Vital
-__ Records Seminars-there-wiILbean-adjustmenUn the schedule.-Additional-information-wiU-be­

available on the NARA records manag~nt.wcb site at http://www.nara.govlrecords as well
as via Agency Records Officer memos. ,

.'
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RECORDS MANAGEMENT

January 8, 2002
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Federal Bureau of Investigation
10th St. & Pennsylvania Ave.
Washington, DC 20535

--~Dea~I.....--_I-.

I want to take this opportunity to extend my appreciation in regards to your

contribution to the Iron Mountain client survey. I assure you that your input will help us to

better serve you and all of our clients on the local level. It is possible that you may have,

or will receive in the future, a survey from our corporate offices. This survey will be given

to a cross section of Iron Mountain clients worldwide. However, the survey I conducted

through our local office will help us obtain a more immediate sense of ourclient's needs.

As always, it is important to us to maintain lasting relationships with our clients through

open lines of communication. Your participation in our survey is just one more way to

help us reach our goal of providing customer-focused, reliable records and information

management solutions while delivering superior customer service, at a reasonable cost.

Thank you again for your continued cooperation, and we look forward to hearing from

you again in the future.

Sincerely,

kon Mountain

b6
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The Leader in Records & Infonnation Management



National trchives and Record'Administration
8601 Adelphi Road

College Park, Maryland 20740-6001

JAN 28 2002

____I
Federal Bureau of Investigation
1. Edgar Hoover Building
935 Pennsylvania Avenue, NW
Washington, DC 20535-0001

De~",,---- I.
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_~__-~_In~September-2001,-the-NARARecqrds.Glmter- P-rogram-forwarded to-the-Federal-Bureau:-~~--­
of Investigation an interagency agreement to cover the cost of storing and servicing
records for Fiscal Year 2002. To date we have not received a signed interagency
agreement from the Federal Bureau of Investigation. The NARA RCP can only continue
to provide your agency with superior, efficient and cost effective records services upon
receipt of the signed interagency agreement.

NARA's Records Center Program became a fully reimbursable program on October 1,
1999, per Public Law 106-58. OMB Circular A-II instructed agencies that they would
rieed'to'ieimburse NARA for storing and servicing records through an interagency
agreement. We are committed to implementing Public Law 106-58 and ask that you
ple~~e'give this matter a high priority. A copy of a proposed interagency agreement and a
cost estlniate' is; enClOsed.'

In the interim, it is imperative that you at a minimum provide us with the proper
accounting code so we can bill you for the first quarter ofFY 2002. Your NARA
Account Representative will call you shortly to discuss this further. If we do not receive
either the signed interagency agreement or the proper accounting code by February 11,
2002, it will be necessary for us to suspend all records center services. We are, of course,
reluctant to go to such extreme measures. ,Howev.er, we must be able to collect payments

. __ .. _. for servt~es rend~red §o we can continue to operate the NARA records center system..-. -~-~-._.-_ .. ~.- -'~-s.-_.'-- -- -- ... -- --. -_.- ~- .~----- --:-----.~ ._~-

I~YQ]] haye any QIUestions concerning this matter;'please contac~ pfmy staff,
a~ extensiOIDr via e-mail a~ ~nara.gov.

Sincerely, b6
·b7C

NARA's web site is http://www.nara,gov



8601 Adelphi Road
College Park, Maryland 20740-6001

Dennis Weaver
u.s. Department of Justice
J. Edgar Hoover Building
Federal Bureau of Investigation
935 Pennsylvania Avenue, NW
Washington, DC 20535-0001

~_~ --'-- o__-~~ ----·-_~o-· _
Dear Mr. Weaver:

Per our recent letter to you, we are forwarding a proposed interagency agreement and cost
estimate for Fiscal Year 2002 for the storage and servicing of records. The proposed Fiscal Year
2002 agreement is very much similar to our existing agreement with a few small changes:

The storage rate has increased from the current $1.96 per cubic foot per fiscal year to
$2.00 per cubic foot per fiscal year. This modest price increase is the first time we
have had to raise the storage rate and is caused exclusively by inflation factors.
The service rate has increased from the current $1.38 per cubic foot per fiscal year to
$1.43 per cubic foot per fiscal year. This increase stems from the pay raise and other
inflation factors.
We have added text requiring our customer agencies to return a fully executed
interagency agreement by October 31, 2001. If an agreement or other payment
arrangements is not in place within a reasonable period of time, then the NARA RCP
reserves the right to suspend records center services until the situation is resolved.
We regret having to add this language, since many ofour customers have been very
prompt in securing fully executed agreements.

. -- --Please review the enclesed Fiscal ¥ear 2002.inteFagency:agreement._I£)'()u_agre.e_with the_terms ~~
. . '. --

and conditions, please complete and/or veritY blocks 4,,6,8, 12, 13, and l5a-15c of the NA Form
4000A, sign and date the last page of the Terms and Conditions and return the documents to:

b6
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I
~N'I""a~t""io-n-a'l""I-:Ar-ch""l""v-e-s-and Records Administration

Office of Regional Records Services (NR - 3600)
8601 Adelphi Road
College Park, MD 20740

If you have concerns about the terms and conditions of the interagency agreement, please
contac~ bho will work with you to resolve any prohlems.1 fan be
reache a lor via e-mail a~ tfYnara.gov.

NARA's web site is bttp://www.nara.gov



We are, of course, always happy to meet with the Federal Bureau ofInvestigation staff to
discuss any concerns you may have and to discuss the future of the Records Center
Program.

We appreciate your continued support ofNARA's Records Center Program and we look forward
to continuing our relationship with the Federal Bureau ofInvestigation as we both seek to build
on our shared commitment to Federal records management.

Sincerely,

I I
Records Center Program Manager

Enclosures

b6
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.eI. PERIOD OF AGREEMENT Effective Date Completion Date-
NATIONAL ARCHIVES 10/01/2001 10/0212002

AND RECORDS ADMINISTRATION
Perfonnance Period

INTERAGENCY AGREEMENT Budget Period
10/01/2001 10/0212002

(When NARA is providing goods/services) 2. AGREEMENT NO./MODIFICATION

NR-02-0029
3. NAME AND ADDRESS OF NARA ORGANIZATION .. ADDRESS OF CLElNT AGENCY

Office of Regional Records Services I b6
Attn:I ICRoom 3600) Federal Bureau ofInvestigation b7C
860 I Adelphi Road 1. Edgar Hoover Bldg., Room 9998
College Park, MD 20740-6001 Pennsylvania Avenue, NW

E-Mail Addresd Knara.gov
Washington, DC 20535-0001

I Fax:I IPhonl E-Mail Addre••,
Fax:1 Ixt.

Phone: I I
5. NARA PROGRAM MANAGER (Name, Address, Phone No., Fax, E-mail address) 6. CLIENT AGENCY PROGRAM MANAGER (Name, Address, Phone No., Fax, E-mail)

See Block #3 Federal Bureau ofInvestigation
Property Procurement & Management

.E=Mail·Address: --- . ~- .Room_6M2, -lliU E.B.lBuliding -.-._- --- ---
Phone: Fax: Washington, DC 20535-0001

E-Mail Address:
Phone: Fax:

7. PRODUCT/SERVICE TO BE PERFORMED, Attachments:

See Attached Terms and Conditions [RJ Terms and Conditions

I:J Other

8. ESTIMATED COSTS . 9. STATUTORY AUTHORIZATION:

$25,889.64 I:J Economy Act 31 U.S.C. 1535
[&] Other: Public Law 106-58

10. PAYMENT METHOD 11. BILLING SCHEDULE 12. CLIENT AGENCY BILLING OFFICE ADDRESS, PHONE NO., FAX NO.

!EI OPAC I:J Annual Advance Federal Bureau ofInvestigation
0 Credit Card 0 Quarterly Advance J. Ed!!ar Hoover Building
0 Deduct from Advance 0 Monthly Advance

IRoom 10475!EI Monthly Actual
935 Pennsylvania Avenue, NW
Washington, DC 20535
Agency Location Code (ALC): 15-02-0001
BOAC:

13 ACCOUNTING CLASSIFICAnON - (Paying Agency will indicate appropriation/accounting coding/reference number to be charged)

14. AUTHORIZED SIGNATURES (NARA) - - . IS .•AUTHORlZED.SIGNATURES (CLIENT.AGENCY). -
14A. SIGNATURE, NAME, AND TITLE OF NARA FINANCIAL OFFICER ISA. SIGNATURE, NAME, ANDJITLE OF CLIENT FINANCIAL OFFICER, .-

I b6

ASSistant ArchiVist tor b7C

Administrative Services
14B. SIGNATURE, NAME, AND TITLE OF OTHER NARA AUTHORIZING OFFICIAL I'". SlUNATURE, NAME, AND TITLE OF PERFORMING AGENCY AUTHORIZING OFFICIAL

I
Assistant Archivist for
Regional Records Services
14C. SIGNATURE, NAME, AND TITLE OF OTHER NARA AUTHORIZING OFFICIAL ISC. SIGNATURE, NAME, AND TITLE OF CLIENT AGENCY PROGRAM OFFICIAL

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 4000A (12-99)
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-- TERMS AND CONDITIONS

I. PURPOSE

This agreement sets forth the terms and conditions under which the National Archives and Records
Administration's (NARA) records centers shall store and service records which remain in the legal
custody of the Federal Bureau ofInvestigations, hereafter referred to in this document as the customer
agency. Terms in italics are defined in Attachment A to this agreement.

II. COVERAGE

This agreement shall become effective on October 1,2001, and shall continue through September 30,
2002. This agreement covers customer agency records stored and serviced in NARA's records centers
(including the Washington National Records Center and the National Personnel Records Center) where
legal ownership ofthe---!ecords replains ~th the~!Jsl0.!11e!"_agency'~ In~Jl.le instances,J:.egioQal octo.cal_-. - _.._-­
agreements may supersede or augment this agreement. This agreement shall be updated annually, but
may be amended sooner if deemed necessary by NARA or the customer agency.

A fully executed agreement or an acceptable substitute (such as a purchase order) is to be in place by
October 31,2001. If an agreement or an acceptable substitute is not in place by October 31, 2001, then
NARA may institute a policy of suspending records center services until the agreement or an acceptable
substitute is in place.

III. RECORDS CENTER SERVICES

A. Storage

1. NARA shall store records of the customer agency, which currently include Record Groups
065, in a safe and secure environment which meets the requirements outlined in 36 CFR part
1228.

2. Unless arrangements have been made with the customer agency, NARA shall store the
customer agency's records in the NARA records center that is designated to serve the geographic
area in which the records originated or were maintained by the customer agency. A directory
which indicates the geographic areas served by each NARA records center can be found as
Attachment B to this agreement.

3. [Reserved for specifi~g~~~ storage ~equirements orIOcertlons]

B. Services

1. NARA shall provide the customer agency with the following baseline services:

a. Accessioning

(1) To initiate a retirement of records, the customer agency must submit a Standard Form
135 (SF 135) Records Transmittal and Receipt, to the appropriate NARA records center.
(See Attachment B for addresses, phone numbers, names of contacts, e-mail addresses, and
the geographic areas served by each center.) The SF 135 must be completed according to
NARA instructions. Acceptable methods of transmittal include but are not limited to mail
through the United States Postal Service, express delivery services, or fax. (If submitting the

1
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SF 135 via fax, the customer agency must ensure the SF 135 bearing the original signature of
the transferring agency official in block 2, along with a photocopy, is placed in the box 1 of
the accession when the records are shipped). Proposed transfers of scheduledpermanent
and/or unscheduled records must include a detailed box listing attached to the SF 135.
Additional guidance on transmitting SFs 135 and preparing records for shipment is available
from each NARArecords center.

(2) NARA shall respond to SFs 135, either by approving the accession or initiating
corrective action, within 10 business days of receipt.

(3) Once approval has been granted via the SF 135, the customer agency may ship the
accession(s) to the appropriate NARA records center. Shipping methods include but are not
limited to services provided by the United States Postal Service, express delivery services, or
freight carriers. Additional guidance on labeling boxes and shipping records is available
from each NARA records center. Some shipments may require providing advance notice to
the NARA records center. Special arrangements for the shipping and handling of classified._

-----=recorosmay De made withthe re'ceiving-NARA records center on acase-by-casebasis. ~------
Shipping costs are the responsibility of the customer agency.

(4) If approved accession(s) are not received within 90 calendar days of approval ofth'e SF
135, records cepter staff may contact the customer agency to determine the cause of the
delay and recommend appropriate action.

(5) The customer agency shall maintain its own collection of SFs 135 for all of the records it
ships to NARA. However, each NARA records center shall maintain a comprehensive
collection of SFs 135 for the customer agency records in its holdings.

(6) SFs 135 and extracts from automated reports shall be made available to the customer
agency as needed. Each NARA records center shall provide the customer agency with up to
ten photocopied pages per year of SFs 135 free of charge, but may seek reimbursement fOf
additional photocopies. NARA will generally provide extracts from automated reporting
systems without requiring additional fees.

(7) The customer agency shall internally maintain a detailed box listing of, or index to, all
records for each accession that is retired to a NARA records center. When practical, the
customer agency shall provide NARA with a copy of this document by placing it in the first
box of the accession to which it pertains. The copy provided to NARA shall serve as an off­
site backup copy for the customer agency. As cited in item (l), proposed transfers of
scheduled permanentorunschedulearecords rnustiilclliae-a:detailed b-ox listingattach-edto------­
the SF 135.

b. Disposal

(1) Ninety calendar days prior to an accession's scheduled disposal date, NARA shall notify
the customer agency by sending NA Form 13001 Notice ofIntent to Destroy Records via
certified mail to the customer agency's records officer or other designee in accordance with
NARA Bulletin 99-03. It is the customer agency's responsibility to keep NARA informed of
any address changes as they occur.

(2) Records shall be destroyed within 90 calendar days of eligibility, as determined by the
applicable records disposition schedule and NARA receipt ofwritten concurrence from the
customer agency, whichever comes later.

2
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(3) IfNARA is unable to accomplish the disposal of the customer agency's records within
90 calendar days of their becoming eligible for disposal, the customer agency shall not be
responsible for the storage costs ofthese disposable records beyond the initial 90 day period.
If, however, any records are retained beyond the 90-day period at the request oforfor the
benefit of the customer agency, including, but not limited to court-ordered freezes, normal
storage charges shall continue to apply. Under circumstances where an ordered freeze has
been lifted, NARA will negotiate with the customer agency to establish a reasonable time
frame within which the disposal will be accomplished.

(4) NARA shall dispose of all temporary records in accordance with Federal regulations and
as specified in the records schedule item cited on the disposal notice. NARA shall also
ensure that access to the records is restricted throughout the disposal process. Disposal shall
occur under contract with a wastepaper or other recycling company or by NARA.

(5) NARA shall provide disposal wi!nessing_s~illces_when!equiredby Federal regulations.
-------~.---... .----- ----- ---~-_. - -- ~ .-

(6) NARA may require additional reimbursement from the customer agency for the disposal
of non-textual media, textual records which contain a significant amount of non-textual
material that must be removed prior to shredding (clips, binders, mylar, and other non-paper
materials), or classified records. In such instances, NARA shall notify the customer agency
in advance to amend this agreement to incorporate mutually agreeable terms to accomplish
the additional workload.

(7) NARA shall follow the procedures established in the current NARA Information Security
Manual and Executive Order 12958- Classified National Security Information, for the
disposition of security classified materials.

c. Transfer of Scheduled Permanent Records to the National Archives of the United States

(1) NARA will notify the customer agency when accessions become eligible for transfer to
the National Archives ofthe United States (as determined by the applicable records
schedule) by forwarding to the agency a SF 258, Agreement to Transfer Records to the
National Archives of the United States.

(2) Records will be transferred to the National Archives of the United States (at NARA's
expense) within 90 calendar days ofretum receipt byNARA ofthe SF 258, completed and
signed by the customer agency.

.~ ~._-' .--
d. Reference

(1) The customer agency may submit reference requests using an Optional Form II (OF-II)
or other NARA approved forms. The preferred method of submitting reference requests
is electronically through the Centers Information Processing System (CIPS). Other
acceptable methods of transmittal include but are not limited to mail through the United
States Postal Service, express delivery services, fax, agency courier, or telephone.
Additional guidance on submitting reference requests is available from each NARA
records center.

(2) When submitting reference requests, the customer agency shall provide the NARA
records center with sufficient information to locate the records. Additional guidance on
submitting reference requests is available from each NARA records center.
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(3) Routine reference requests shall be serviced within one business day of receipt by the
NARA records center.

(4) When servicing reference requests, NARA records center staff may annotate each
requested folder with the accession number, box number, and NARA records center shelf
location number. This will facilitate refiling the folder at a later date.

(5) NARA shall expedite reference service (same day or less than one business day
turnaround) for emergency reference requests without imposing additional fees, provided
emergency requests are infrequent and limited in number (as determined by the NARA
records center seryicing the requests). The determination that a reference request qualifies as
an emergency shall be made solely by the customer agency, but if the customer agency
designates a request as an emergency, they must be willing to pick up the requested items
within one business day or pay for overnight delivery service. On an as-needed basis,
NARA staffwi]l accommodate !h~ customecagency_by reading portions of a file over, the
telephone or sending, via fax, certain portions of a file to the customer agency. If it is
determined, at the local level by the NARA records center involved, that emergency requests
are being submitted by the customer agency frequently and in large numbers, NARA may
require additional reimbursement from the customer agency to accomplish the increased
workload.

(6) NARA's baseline service charge includes shipping routine reference requests to the
customer agency. Each NARA records center shall absorb the shipping costs associated with
the customer agency recall of up to ten boxes of records per customer agency address per day.

(7) For requests that cannot be serviced without corrective action, NARA shall contact the
customer agency to resolve the problem. The customer agency shall provide a point of
contact with a current telephone number on all reference requests it submits to the NARA
records centers.

(8) Upon request, NARA shall provide on-site office space at each of its NARA records
centers for customer agency personnel or other authorized individuals to review any records
it retired into NARA's holdings. Appointments may be required.

e. Reflies and Interflies

(l) Acceptable methods of submitting reflies and interflles include but are not limited to mail
through the United States Postal Service, express delivery-service, o(courier. Special~­

guidance for the shipping and handling..of clas!'!,ified records may be obtained from each
NARA records center.

(2) When submitting reflies, the customer agency shall ensure that the records being returned
to the NARA records center for refiling remain in the same file folder that was previously
recalled from the NARA records center. In these cases, the folder shall already be annotated
with sufficient information to perform the refile (see paragraph III.B.l.d.(4) above). If the
records to be reflled have been placed in new folders, the customer agency shall provide the
NARA records center with sufficient information to perform the reflle. Additional guidance
on submitting reflIes is available from each NARA records center.

(3) When submitting interflles, the customer agency shall provide the NARA records center
with sufficient infonnation to perform the interflle. This information may be transmitted
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informally by attaching a paper transmittal to each document or set of documents to be
interflled in a specific folder. Additional information on submitting interfiles is available
from each NARA records center.

(4) NARA shall reflle records within five business days of receipt and interflle records
within ten business days of receipt.

(5) For refiles and interfiles that cannot be serviced without corrective action, NARA shall
contact the customer agency to resolve the problem. The customer agency shall provide a
point of contact with a current telephone number with all reflies and interfiles it submits to
the NARA records centers.

f. Quality Assurance

(1) NARA shall continuously and thoroughly review its records center services to ensure that
the highest quality service is being deliv_e1"~d._ ___ - -

- - -~ ~-- ----- --~--

(2 All reference requests that are determined by NARA staff to be unserviceable shall be
reviewed by NARA within one business day of the initial search to determine the appropriate
corrective action.

g. Customer Orientation Services

(l) On a semi-annual basis, each NARA records center shall offer at least one workshop
highlighting services offered by the records center. Customer agency personnel may attend
these workshops free of charge. These workshops will usually be conducted on the premises
of a NARA records center.

(2) NARA shall continue to offer free CIPS training for customer agencies interested in
using this system to submit reference requests electronically.

(3) NARA shall continue to distribute field bulletins and other technical reference materials
to customer agency personnel free of charge.

2. Special Services [Reserved]

IV. LOCAL AGREEMENTS [Reserved. These agreements may be attached or referenced here. See
also Article II. COVERAGE]

V. RATES - There are two cost components for which agencies shall be invoiced:

A. Storage - NARA shall charge the customer agency a rate equal to $2.00 per year (approximately
$0.167 per month), per cubic foot for the storage ofthe customer agency's records. For billing
purposes, NARA shall consider one standard NARA records center carton (14-3/4 x 12 x 9-1/2" NSN
8115-00-117-8249) to be the equivalent of one cubic foot..

B. Services - NARA shall charge the customer agency $1.43 per year (approximately $0.12 per
month), per cubic foot for the servicing of records. For billing purposes, NARA shall consider one
standard NARA records center carton (14-3/4 x 12 x 9-1/2" NSN 8115-00-117-8249) to be the
equivalent of one cubic foot. This service charge covers all non-storage related costs including costs
related to the accessioning, disposal, permanent records transfer, referencing, refiling, and

5
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interfiling of records.

C. Special Services [Reserved]

D. Adjustments - Rates may be adjusted or supplemental billings effected to reflect the actual costs
of services provided.

VI. BILLING

A. NARA shall bill the customer agency on a monthly basis, unless otherwise negotiated and
recorded in this agreement.

B. The storage charge component of the invoice shall be based on the total number of cubic feet that
the customer agency has in NARA-provided storage on the last business day of each month, as
reflected in the NARS-5 inventory of the agency's holdings on that date. The monthly storage charge
shaH be computed by multipJylt!g !~ holc!i1!g~...tigur.e_by thel!nnual rent rate and dividing by twelve
mohths.--------".

C. The service charge component of the invoice shall be based on the total number of cubic feet that
the customer agency has in NARA-provided storage on the last business day of each month. The
monthly service charge shall be computed by multiplying the holdings figure by the annual service
rate and dividing by twelve months.

D. NARA billings are processed by the General Service Administration. Requests for payment shall
be made monthly via the On-line Payment and Collection (OPAC) system.

E. The NARA billing shall be supported by documentation which shall be forwarded to the address
provided above. Questions regarding invoices should be directed to the customer agency's account
representative at NARA. The account representatives name, address, telephone number, and e-mail
address shall be provided on every invoice.

F. Payments are due upon receipt of invoice. If invoices are not paid within 30 days, NARA may
impose additional fees to recover the costs associated with the delinquency.

VII. AUTHORITY

Public Law 106-58

VIII. APPROVALS

ForNARA:

THOMAS MILLS
Assistant Archivist for
Regional Records Services

ADRIENNE C. THOMAS
Assistant Archivist for

6
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-Administrative Services

For: Federal Bureau ofInvestigations

~~--- ---"-~~--------
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National Archives a.ecords Adminlstrationft

Fiscal Year 2002 Cost Estimate Prepared for:

Federal Bureau of Investigation (NR020029)

Center

St. Louis, CPR-Gen

Suitland

Grand Total

Volume· (e. f.)

295

7,253

7,5481

--~--~.-.--.--._------._- -

Projected Charges for Fiscal Year 2002

FY 2002 Storage Rate: $2.00 per bo))

Estimated FY 2002 Storage Charge:

FY 2002 Service Rate $1.43 per box

Estimated FY 2002 Service Charge:

Total Estimated FY 2002 Charges:

$15,096.00

$10,793.64

$25,889.64

(This estimate is based on holdings data as ofJune 30, 2001. For a more accurate projection,
you may need to factor in an appropriate level of growth. Historically, NARA's records center
holdings have grown at an annual rate of 2.5%. This may be a good factor to use
in projecting your agency's annual charges.)



•
Holdings by Records Center

NROI0029 Federal Bureau oflnvestigation (Dept. of Justice)

NRP-Civilian-Gen

RG

065

Record Group Title

Federal Bureau of Investigation

Volume

295

Sub-total for 'Center' = NRP-Civilian-Gen

WNRC

295

065

RecoTliGrolip Title

Federal Bureau of Investigation

Volume

7253

Sub-total for 'Center' = WNRC

Grand Total for 'Agreement' = NR010029

Thursday, August 30,200/

-

7253

7548

Page I of /



Nati~~:11rChives and Records'Administration
8601 Adelphi Road

College Park, Maryland 20740-6001

February 11,2002

~-=-=---~--:--I
Federal Bureau ofInvestigation
935 Pennsylvania Avenue, NW
J. Edgar Hoover Building
Washington, DC 20535-0001

De~L....- ----J

b6
b7C

Three weeks ago, I wrote to advise you of the Federal Bureau ofInvestigation's delay in
signing an interagency agreement with NARA's Records Center Program to cover the
cost of storing and servicing records for Fiscal Year 2002. To date we have not received a

- signed interagency agreemenfIroriilheFedeniCBureau ofIiivestigafion:NARA"s~ ..--.--------
Records Center Program can only continue to provide your agency with superior,
efficient and cost effective records services upon receipt of the signed interagency
agreement.

As there has been no response from the Federal Bureau ofInvestigation, we are forced to
suspend all records center services, effective February 12,2002. This suspension of
services will remain in effect until your agency has submitted the signed interagency
agreement or provided us with the proper accounting code so we can receive payment for
services already rendered. As a result of the suspension of services, we will no longer
accept any new accessions, or fulfill any reference requests, interfiles, or refiles except if
a matter of life, safety, or national security is at stake.

We regret having to take this action. However, under Public Law 106-58 and OMB
Circular A-II, NARA's Records Center Program can no longer continue to incur costs
where we have no indication that payment will be made.

We certainly would like to continue to be your records center provider of choice and
hope that your agency will be able to take immediate action to submit your interagency
agreement or the necessary accounting code. - - - - . .-

If you have any questions regarding this notice, please feel free to call me o~
our a enc ' s account representative, a~ IextensioOr viaL-e--m-a"':":il:"'"a-t---

nara. ov

Sincerely,

Records Center Program Manager

NARA's web site is http./lwww.nara.gov
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Natio. Archives and Reco. Administration
8601 Adelphi Road

College Park, Maryland 20740-6001

March 11, 2002

Archives Specialist
Federal Bureau of Investigation
935 Pennsylvania Avenue NW
Washington, DC 2053Y-- ----

De~L.....- ----I

b6
b7C

Enclosed for your files are copies of three signed Standard Form 258s (our numbers NN3-065-02­
020, -021, -022) for records of Classification 44 (MLK Jr.), Classification 40 (Passport and Visa) and
Classification 44 (Civil Rights Violations) that were recently transferred to us. As indicated by my
signature in block 16 of the form, these records have been accepted into the National Archives of the
United States.

~you~ave any guestions regarding this transfer, please let me know (telephon~
r e-mai1 t!Ynara.gov. ----------'

Sincerely,

Initial Processing/Declassification Division
-- ---".-._~.- -------------------;..------._--- _.,.~-_._-.-._-----

Enclosures

.. I

,""1 ( ..
'. j , , .'

': .

NARA's web site is http://www.nara.gov



.. ,- --AGREEMENT T RAI~ ... FER RECORDS TO I I. ImERIM CONTROL NO. (NARA Use Only)

THE NATIONAL ARCHIVES OF THE UNITED STATES
TERMS OF AGREEMENT

The records described below and on the attached -L pages are deposited in the these records will be imposed other than the general and specific restrictions en
National Archives of the United Stales In accordance with 44 U.S.C. 2107. The the use of records in the National Archives of the United States that have been
transferring agency certifies thai any restrictions on the use of these records are in published in 36 CFR Part 1256 or in the Guide to the National Archives 01 the
conformance with the requirements of 5 U.S.C. 552. United States. The Archivist may destroy, donate. or otherwise dispose of any

containers, duplicate copies, unused forms, blank stationery, nonarchival printed or
In accordance VJith 44 U.S.C. 2108. custody of Ihese records becomes the processed material, or other nonrecord material in any manner authorized by I.·JI
responsibility of the Archivist of the United States at the time of transfer of the or regulation. Without further consent, the Archivist may destroy deteriorating cr
records. II is agreed that these records will be administered in accordance with the damaged documenls after they have been copies in a form that retains all 01 the
provisions of 44U.S.C, Chapler 21. 36 CFR XII, 36 CFR Part 1256 and such other information in the original document. The Archivist wilt use the General Records
rules and regulations as may be prescribed by the Archivist of the United States Schedule and any applicable records disposition schedule (SF 115) of the transferring
(the Archivist). Untess specified and justified below, no restrictions of the use of agency to dispose of nonarchival materials contained in this deposit.

2A. AGEN ·v 3A. NARAAPPROVAL V)U~ rj).¥;jo V M 7!I/dZ-

Signa! Dale '2/z~/?c1J']. (1//iA1M...e. ~~~ 7./ " )
~ Signalure'~ l , ~ . Date .II I:.·

I JI I ,

2B. NAME. I Lt:, IVlAILII~'-'
..... 3B. NAME, TITLE, MAILING ADDRESS

IArchives Specialist b6
Federal Bureau of Investigation b7C
935 Pennsylvania Avenue, NW
Washington, DC 20535 .- - ----------- ---- - - - -- .- ---

-
RECORDS INFORMATION

4A. RECORDS SERIES TITLE

44 Classification - Transfer of Field Office case files pertaining to
investigation of the assassination of Martin Luther King, Jr - April 4, 1968.
4B.DATESPANOFSERIES 1968 - 1978 (Allachanyaddilion.ldesc"pl.o';

5A. AGENCY OR ESTABLISHMENT

Department of Justice
5B AGENCY MAJOR SUBDIVISION

Ferl~ral Bureau of Inv~Rtiaat_ion
5C. AGENCY MINOR SUBDIVISION

Information Resources Division

9. PHYSICAL FORMS
!Xl Paper Documents

o Paper Publications

o Microfilm I Microfiche

o Electronic Records

o Photographs

o Posters

o Maps and Charts

o Arch I Eng Drawings

o Motion I Sound Video

o Other (specify):

CONTAINERS10. VOLUME:50. UNIT THAT CREATED RECORDS

Records Disposi tion/Archival Micrographic!: Cu. Mtr. (Cu. Fll..9.....3):8!umber Type

(If no. attach limits on use and justlflcalion)

5E. AGENCI pERSON IDlIHi WHOM TO CObWEB apOUT THE RECORDS 11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

Name: _ -.L ----- 2/28/2002
~::--;T;e~l~e;p;'h;o~n;.e;N~u~m~b~e~r~I~===========~I=======~12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?

6 DISPOSITtON AUTHORITY: 0 YES [Zl NO

N1-65-82.,.04 Part D Item 44

o Listing of Records Transferred

o NA Form 14097 or Equivalent

o Microform Inspeclion Report

o SF(s) 135

o Agency Manual Excerpt

o Additional Description

o Privacy Act Notice

[Xl Other (specify):

Diskette

14. ATTACHMENTS

Washington, DC 20535
935 Pennsylvania Avenue, NW

8A. ADDRESS
Federal Bureau of Investigation

7. IS SECURITY CLASSIFIED INFORMATION PRESENT? 0 NO [Zl YES 13. ARE RECORDS SUBJECT TO THE PRIVACY ACT?

LEVEL: 0 Confidential !Xl Secret DTopSecret (If yes, cite Agency System Number and
SPECIAL MARKINGS: 0 RDIFRD 0 SCI 0 NATO Federal Register volume and page number

o Other 0 YES !XI NO c;>f most recent notice and attach a copy of
.1.,NE.O_RM..hJIQN sr8TUs :_D_Segregaled_-O_Declassified-----" ---- - -- - - - '-----tfiTsnoliee:)' --------------

8. CURRENT LOCATiON OF RECORDS

~Agency (Comptete 8A only)
___Federal Records Center (Complete 8B only)

8BFRC ACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION

NARA PROVIDES

SF2581,··,
( .......,.\ <:':.-

o '-- ) ···'r "

15. SHIPPING INSTRUCTIONS TO AGENCIES I REMARKS REGARDING DISPOSITION RG

J -c?~C<:~'"'-:rt; L-~-;7-~/ b 0;7 d-7094 coJ)
16. RECORDS~ED INTO THE NAT~NALARCHIVES OF THE UNITED STATES

3/ 1I/ o J...

17. NATIONAL ARCHIVES ACCES~ION NO

-~ -1;1;1)-( IJIJ3 -066--1)2- () /) ,-,

Signature / 7c.-y, " ~ -. Date .:-V

::';;.::,
NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

72 ?( r- rl



t \:;-1AGREEMENT T RAN::>fER RECORDS TO IrJTERIM CONTROL NO. (NARA Use OnlYi

THE NATIONAL ARCHIVES OF THE UNITED STATES
TERMS OF AGREEMENT

The records described below and on the attached _1_ pages are deposited in the these records will be imposed other than the general and specific reslrictions Gn
National Archives of the Uniled States in accordance with 44 U.S.C. 2107. The the use of records in the National Archives of the Uniled States that have been
Iransferring agency certifies that any restrictions on the use of these records are in published in 36 CFR Part 1256 or in the Guide to the National Archives or the
conformance with the requirements of 5 U.S.C. 552. United States. The Archivist may destroy, donate, or othelwise dispose of any

containers. duplicate copies, unused forms, blank stationery, nonarchival printed or
In accordance with· 44 U.S.C. 2108, custody of these records becomes the processed material, or olher noorecord material in any manner authorized by lall
responsibility of the Archivist of the United States at the time of transfer of the or regulation. Without further consent; the Archivist may deslroy delerio",ting or
records. It is agreed that these records will be administered in accordance wilh the damaged documents after they have been copies in a form that relains all of the
provisions of 44 U.S.C. Chapter 21, 36 CFR XII, 36 CFR Pari 1256 and such other information in the original document. The Archivist will use the General Records
rules and regulations as may be prescribed by the Archivist of the United Stales Schedule and any applicable records disposition schedule (SF 115) of the Iranslerrir,a
(the Archivist). Unless specified and justified below, no restrictions of the use of agency to dispose or nonarchival materials contained in Ihis deposit. "

2A. AGENCY

lDate-dX-/7CC'

3A. NARAAPPROVAL [):.AA .)jJ-yrO'1..-

SignalUr~ .: Signature QJ('l{> AAA,P jj~.J.J!uUW.L Date "1/' Ii "

2B. NAME TITLE MAILING ADDRESS
~

38. NAME, TITLE, MAILING ADDRESS

IArchivcs Spccialist b6
FCllcral Burcau of Investigation b7C
935 Pcnns:ylvania Avcnue , NW
Washington, DC 20535 --' .-- ~ .. _- --- -- - -

RECORDS INFORMATION

4A. RECORDS SERIES TITLE

40 Clasification - Second intedm transfer of FBIHQ case tilcs and indiccs }lcliaining to investigations of Passport And Visa
Matters.
4B. DATE SPAN OF SERIES 1967 thm 1974 (Attach any additional descflpfu;,:; j

SA. AGENCY OR ESTABLISHMENT 9. PHYStCAL FORMS

Dena.-tment of Justicc !Xl Paper Documents 0 Posters

5B. AGENCY MAJOR SUBDIVISION o Paper Publications 0 Maps and Charts

F.·deral BIII"I"\11 of Invl'dil1ation o Microfilm I Microfiche 0 Arch I Eng Drawings

5C. AGENCY MINOR SUBDIVISION o Electronic Records 0 Motion I Sound Video

Information Resources Division o Photographs 0 Other (specify):

50. UNIT THAT CREATED RECORDS 10. VOLUME: CONTAINERS

Rccords Disposition/AI-chival and Micrographics Cu. Mtr. (Cu. Ft. --.2.5..J~Number Type
5E. AGENC ONFER ABOUT THE RECORDS 11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

Name:1 I 2/2812002
Telephone Number: I I 12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?

6. DISPOSITION AUTHORITY:
DYES ~ NO (if no, attach limits on use and Justification. j

Nt-G5-82-04 Part B Itcm 40
7 IS SECURITY CLASSIFIED INFORMATION PRESENT? 0 NO ~YES 13. ARE RECORDS SUBJECT TO THE PRIVACY ACT?

LEVEL. o Confidential !Xl Secret 0 Top Secrel (If yes. cite Agency System Number and
SPECIAL MARKINGS: o RD/FRD o SCI o NATO Federal Register volume and page numbero Other o YES [XJ NO of most recent notice and attach a copy of
INFORMATION STATUS: 0 Segregated o Declassified .:: - ~-----th·is-not·.c-e7)---·----- .-----.,---- --

8. CURRENT LOCATION OF RECORDS

~Agency (Complete8A only)
14. ATTACHMENTS

___federal Records Center (Complete 8-8 only) o Agency Manual Excerpt 0 Listing of Records Transferred

8A. ADDRESS
. o Additional Description 0 NA Form 14097 or Equivalent

Fcderal Bureau of Invcstigation o Privacy Act Notice 0 Microform Inspection Report

935 PCllllsdyania A"cl1uc, NW [}J Other (specify): 0 SF(s) 135

Washington, DC 20535 DisI,ctte

8B FRC ACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION

NARA PROVIDES

SF 258 (. --I
.~~~')

..s'~ ,. (
r .....
tt{,..";

15. SHIPPING INSTRUCTIONS TO AGENCIES I REMARKS REGARDING DISPOSITION RG

')CGG ..v1! (~~~/ 6- D//"'.- -~<fC)7S (v!/

16. RECORDS ACC~PTED INTO THE! NATIONAL ARCHIVES OF THE UNITED STATES

S/ll/O)...
17. NATIONAL ARCHIVES ACCES;SION NC

Signature 2:? ('1),-:'" 21(1=' (I''=>.: Date NN3-0b5".-CJ2- '021
)

:. -:=
NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

·_·S--\ cr·...·



AGREEMENT T- RA"'.~FER RECORDS TO
THE NATIONAL ARCHIVES OF THE UNITED STATES

.. INTERIM CONTROL NO. (NARA Use Only)

Date

b6
b7C

36. NAME, TITLE, MAILING ADDRESS

ate 2jc:s-jttn Signature A./i 'Signatu

In accordance with 44 U.S.C. 2108. custody of these records becomes the
responsibility of the Archivist of the United States at the time of transfer of the
records. It is agreed that these records will be administered in accordance with the
provisions of 44 U.S.C. Chapter 21, 36 CFR XII, 36 CFR Part 1256 and such other
rules and regulations as may be prescribed by the Archivist of the United Stales
(the Archivist). Unless specified and justified below. no restrictions of the use of

TERMS OF AGREEMENT
The records described below and on the attached _1_ pages are deposited in the these records v,i11 be imposed other than the general and specific restrictions On
Nalional Archives of the United States in accordance with 44 U.S.C. 2107. The the use of records in the National Archives of the United States Ihat have been
transferring agency certifies that any restrictions on the use of these records are in published in 36 CFR Part 1256 or in the Guide to the National Archives of the
conformance with Ihe requirements of 5 U.S.C. 552. UnifedSlates.The Archivist may' destroy. donate. or otherwise dispose of any

containers, duplicate copies, unused forms, blank stationery, nonarchival prinled or
processed material, or other nonrecord material in any manner authorized by la'/l
or regulation. Without further consent, the Archivist may destroy deleriorating or
damaged documents after they have been copies in a form that retains all of the
information in the original document. The Archivist will use the General Records
Schedule and any applicable records disposition schedule (SF 115) of the transferring
agency to dispose of nonarchival matfrials contained in his eposil.

3A. NARA APPROVAL Ott-'.... Y c) v /2A.AGENC

26 NAME. TITLE, MAILING ADDRESS

rchives Specialist
Federal Bureau of Investigation
935 Pennsylvania Avenue, NW
Washin ton, DC 20535

RECORDS INFORMATION

4A. RECORDS SERIES TITLE

44 Classification - Thin} interim transfer of FBIHQ case 'files }lcrtaining to
invcstigations of civil dghts violations.
4B. DATE SPAN OF SERIES 1962 -1966 (Attach any additional descnp:I';T. I

SA. AGENCY OR ESTABLISHMENT 9. PHYSICAL FORMS

Dellal~tmcnt of Justice lXI Paper Documents 0 Posters

56. AGENCY MAJOR SUBDIVISION o Paper Publications 0 Maps and Charts

FCllcr'll Burcau of Invl'stjo,ltion o Microfilm I Microfiche 0 Arch I Eng Drawings

5C. AGENCY MINOR SUBDIVISiON o Electronic Records 0 Motion I Sound Video

Information Resources Division o PhotDgraphs 0 Other (specify):

5D. UNIT THAT CREATED RECORDS 10. VOLUME: CONTAINERS

Records Disposition/Archival anti Micrographics Cu. Mtr. (Cu. Ft.l.8..O...O.fjNumber Type
5E. AGENCv ONFER A60UT THE RECORDS 11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

Name:! I 212812002
ITelephone Number: I 12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?

6. DISPOSITION AUTHORITY:
DYES ~ NO (if no, attach limits on use and justification.)

N1-65-82-04 Pm1 B Item 44
7. IS SECURITY CLASSIFIED INFORMATION PRESENT? 0 NO ~YES 13. ARE RECORDS SUBJECT TO THE PRIVACY ACT?'

LEVEL: o Confidential !Xl Secret o Top Secret (If yes. cite Agency System Number and
SPECIAL MARKINGS: o RD/FRD o SCI o NATO Federal Register volume and page numbero Other DYES !XI NO Df mDst recent notice and attach a copy Df I

-. INFORMATIO/i STATUS: _0 ~egre9ate_d o Declassified ---.
" lh.is-nDti.cIL)_ '___ ._ -;: - -

8. CURRENT LOCATION OF RECORDS

-LAgency (Complete 8A only)
14. ATTACHMENTS

___'Federal Records Center (Complete 8B only) o Agency Manual Excerpl 0 Listing of RecDrds Transferred

SA. ADDRESS o Additional Description 0 NA Form 14097 or Equivalent

Federal Bureau of Investigation o Privacy Act Notice 0 Microform Inspection Report

I
935 Pennnivania Avenue. NW [Xl Other (specify): 0 SF(s) 135

Washinl.,rton, DC 20535 Diskette

86 FRC ACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION I I
I
i

i
I

I
i
I

NARA PROVIDES
15. SHIPPING INSTRUCTIONS TO AGENCIES I REMARKS REGARDING DISPOSITION RG ,I

16. RECORDS AetEPTED INTO. THE NATIO.N.ALA~CIVES OF THE UNrrED STATES

~ ~II(--'U' .
" L' / I

Signature " ~ \'7~-- Date

17. NATIONAL ARCHIVES ACCE~SION t;2

AJlJ3 - 0 bS-- ()2>[22
NA~NMRC~ES AND RECORDS ADMINISTRATION

, --l2 ~) ( e' '=, \JO 4
r·
\ ;
of
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NWM08.02

MEMORANDUM FOR AGENCY RECORDS OFFICERS AND INFORMATION RESOURCES
MANAGERS: RACO

The National Archives and Records Administration (NARA) invites you to attend our annual
records management conference, RACO 2002, on Tuesday, May 14. The conference will be
held at the International Trade Center-Ronald Reagan Building in downtown Washington, DC.
For your convenience, we are enclosing conference brochures and posters providing information
about the program, logistics, and registration. Please share the brochures and posters with others
in your agency who may be interested in attending RACO. If}U would like additional copies
of either item, please contac~ lo~ xtDr by email atI ~nara.gov.

RACO 2002 program and registration informationare also available on NARA's web site,
www.nara.gov/records/raco index.html or registration inquiries can be directed to the RACO Registrar
at 301-713-7100 ext. 264 or by email at recocds.mgt@nara.gov. The RACO registration form, along
with an authorized training form or document for purchasing Government training may be faxed
to 301-713-6852. Payment can also be made by check, payable to the National Archives and
Records Administration, or by U.S. Government VISA or MasterCard credit card.

To accommodate those people who have to travel from outside the metropolitan Washington, DC
area to attend RACO, and who would like to take advantage of other training opportunities at the
same time, we are offering a two-day version of our "Managing Electronic Records (MER)"
class immediately after RACO on May 16 and 17. The cost of the class is $300.

To register for this MER class, please send an authorized training form or document for
purchasing Government training to Training Registrar (Classes), Room 5320 (NWML), 8601
Adelphi Road, College Park, MD 20740-6001. Forms may be faxed to 301-713-6850. Payment
may be made by check, payable to the National Archives and Records Administration, or by U.S.
Government VISA or MasterCard credit card. Allow 4 weeks advance notice to ensure special
arrangements for persons with hearing, vision

l
or mobility impairments. Contact registration

coordinato~ latl extDto arrange for special needs. b6
. b7C

~CoF-I-tQ-c..119005Or- 27(,

National Archives and Records Administration
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• •
I look forward to seeing you at RACO 2002 on May 14 and, ifpossible, at our MER class on

May 15 and 16~\~ .

LV&~ () .~~~~
MICHAEL L. MILLER '
Director ' .
Modem Records Programs

Enclosures
RACO 2002 Brochure
RACO 2002 Poster

.~ . __ , ~~._:>--...~-:::::::.~ . "...-_,_. •__~__• , ,_.~_,-_ -.::i:.~-"" .......~-~ "-- --- .-,
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March 21, 2002

NWM09.2002

MEMORANDUM TO AGENCY RECORDS OFFICERS: Bimonthly Records and Information
Discussion Group (BRInG) Meeting on April 23, 2002 and February 21,2002 BRInG Meeting
Summary.

Please mark your calendars for the next BRInG meeting that is scheduled for Tuesday, April 23,
from 10 A.M. to noon at the Department of Agriculture Jefferson Auditorium, 14th and
Independence Avenue SW, Washington DC (Independence Avenue exit from Smithsonian
Metro stop). The topic will be lessons learned and needs analysis in regards to Record
Management Applications (RMAs).

To reserve a place for the meeting, please provide your name, telephone number, agency, and
number of attendees t~ Ioq lextensiorQ:or emailI ~na~a.gov), no later than noon on Friday, April 19, 2002.

Please note that there will not be a NARA Records Center Forum before this BRInG meetine.
For information on the next scheduled Records Center Forum, please contactI Jat

I IextensioOor emaill ~nara.gov). .

A summary of the February 21,2002 BRInG meeting is attached. The topic of this meeting was
"ISO STANDARD 15489-1: Information and Documentation - Records Management."

I look fO.rN(J; SeciTI.g you. at the April 23 BRlDG Meeting.

flr\ I I ~/ ~
OO~ ~~

MICHAEL L. MILLER ~.
DIrector jV
Modem Records Programs

National Archives and Records Administration

b6
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Bimonthly Records and Information Discussion Group (BRIDG)
10:00 a.m. -12:00 p.m., February 21, 2002

FDIC,801 Seventeenth Street, NW, Washington, DC

Topic: ISO STANDARD 15489-1
Information and Documentation - Records Management

Approximately 70 people attended the latest BRIDG meeting on February 21,2002. Michael L.
Miller, Director of Modern Records Programs, welcomed the participants and thanked Ed
Barrese and the Federal Deposit Insurance Corporation (FDIC) for hosting the meeting.

ISO Standard - Dr. Lewis Bellardo, Deputy Archivist of the United States

Dr. Lewis Bellardo, Deputy Archivist of the United States discussed the ISO STANDARD 15489­
1 fnformation and Documentation - Records Management. He reviewed the history, approach,
and development of this internationally adopted standard. The standard began as a proposal
from the Australian Archives, who with support from private organizations, determined that an
international standard was needed for records management compliance. Other countries·
negotiated the use oforoader principles so that the standard could apply internationally and
across all legal frameworks.

The general focus of the standard is to have trustworthy records. It includes high-level principles
such as determining what information should be created and maintained to do business. It' also
includes principles such as ensuring that information is kept in a safe and secure environment
and has the following characteristics: authenticity, accountability, reliability, integrity and
usability.

Future standards are also being considered. One potential standard is the development of a tool
that can be used to identify metadata needed for business and records management purposes.
Another possible standard being considered is the development ofdocuments that relate records
management to other information management disciplines such as document management and
knowledge management.

In relation to cross discipline issues, AIIM has askedr p~nforrnation
Management Associates to chair a committee that will examme the~~nd feasibility of
combining the functional requirements in the DoD 5015.2 Standard and the AIIM Standar'tl for
Document Management.

Report on Current Recordkeeping Practices - Dr. Lewis Bellardo

Dr. Lewis Bellardo discussed the status of the NARA project on Current Recordkeep.ing and
Records Use within the Federal Government. The first phase of the project collected data about
the current practices of creation, use, maintenance, and disposition of records. The NARA
contractor, SRA, submitted a final, comprehensive report in December that has been available
for public comment at http://www.nara.gov/records/rmi.html.

b6
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In the current phase, NARA has been conducting phone interviews with government archives
and private sector organizations that have innovative records programs. With this information
NARA plans to develop a records management (RM) model for use across Federal agencies.
NARA is hoping to have this evolve into the development ofautomated tools for scheduling,
appraisal, and accessioning. .

Dr. Bellardo shared some broad findingsJrom the report. It was generally stated that better
recordkeeping was found in the more mission critical processes and those associated with
citizens rights. Poorly implemented recordkeeping systems were more often found in programs
with less defined work processes, electronic records, and those requiring the transfer of
permanent records. Several conclusions were made from these findings. There are huge
volumes of records in a variety of formats that need to be scheduled. Schedules are out ofdate.
There is very little transfer ofpermanent records to any archives. And, there is a very limited
amount of resources for solving these problems.

One business case for records management used to be the dilemma of storage space and costs.
When a paper collection was too large, then records were either disposed of or transferred to a
records center. Since business needs have changed as more records are created electronically,
NARA needs to find away to support agency business needs by developing tools for the control
and transfer of records that will minimize risk and help agencies find what they need.

One concept under consideration is that oftriaging agency programs in order to focus energy and
resources at potentially important records. NARA will analyze the records in terms of
permanent value, citizen rights and government accountability, and risk. Perceived risk to the
records will be determined by reports from the Congress, GAO, the public, or the NARA staff.
As long as the rights and accountability issues have been taken into account, NARA will not
require any greater level of detail, such as inventories or file level descriptions, than the agency
requires for its own business need. If there appears to be documentation of permanent value, then
NARA and the agency will work to define and write descriptions for just these records. Another
consideration is to include more items in the GRS, such as temporary records created to facilitate
agency programs.

There are also regulatory and statutory options that are being analyzed. One idea is to make sure
that retention periods are reviewed and approved by stakeholders earlier in the process. NARA is
also considering exercising its statutory responsibility and reporting to Congress when NARA
identifies agencies that do not appear to be running good records and information management
programs. Finally, NARA is considering removing the requirement that permission is needed
from NARA when an agency wants to extend its disposal time on records.

Generally there appeared to be strong approval of these potential approaches. Several Records
Officers commented that these approaches validate and document what they've been thinking all
along. It was stressed that limits on resources and time can be a determining factor in the
success of the program. Since there are now greater volumes of records, most Record Officers
agreed that consolidating schedules, regardless of medium, would be a good approach. One
participant stated that in making recordkeeping as simple as possible, especially with electronic
systems, that there is a greater possibility of user buy-in. The only issue where the audience



appeared to be divided was on the extended disposal requirement. Some agencies would support
this change, and others would not.

b6
Dr. Bellardo concluded his presentation by stating that he will keep records officers up-to-date b 7 C

on the project and thanked them for their support. Any ideas or questions should be directed to
I !policy and Communications Staff ai ~nara.gov.

RACO 20021 ~ifeCYCleManagement Division

I Ithe Director of the Lifecycle Management Division, announced that RACO 2002
would be held on May 14th at the Ronald Reagan Building - International Trade Center. The title
is "Forging Partnerships: Records Management in the 21 st Century.'1 ~ssociate
Director for Information Technology and e-Government, Office of Management and Budget,
will be the keynote speaker. There will also be 30r 4 panels on topics such as vital records, web
records, and program promotion. The conference offers a full day of education on current issues.
With over 600 attendees as the norm, it also provides ample networking opportunities.I I
encourages those interested to register early as this is a popular event and capacity is limited.

For more information"or to register please contactl latl @nara.gov or
I IMore information is also available on the NARA website at
http://www.nara.gov/records/raco_index.html.

I ~tated that, along with the awards for Best Practices, NARA would like to recognize
the retirement ofFederal Records Officers. Please notif~ ptI j@nara.gov if you are aware of anyone's retirement.

Vital Records Seminars 1 ---J

In response to increased interest in vital records after the September 11th attacks, NARA offered
3 free Vital Records classes for almost 500 Federal records and information managers.I'-- _
wished to thank all those involved in providing sites or speakers for this successful series. There
is a CD available for those who were not able to attend. The CD contains power point
presentations, speaker's notes, text ofthe Executive Orders related to Vital Records, FederalI:eparedn~[ PublicatioDs and~'s Vital Records Publication. Please contactl

t _ JOIL Imnara.gov if you are interested in obtai~ing a

In addition, NARA is considering holding another Vital Records seminar after RACO. The
seminar will be announced when plans have been finalized. I Istated that suggestions
and comments on these seminars are welcome.

NARA Updates - Michael Miller, Director Modern Records Programs

• Positions Available. There are currently five GS-14 positions advertised. NARA is looking
for candidates with technical expertise that could translate into the records management and
archives disciplines.



• Web Guidance. Agencies provided useful comments the Draft Web Guidance. NARA is
currently incorporating these comments in a draft that will be sent to OMB for review. More
information will be available by the next BRIDG meeting. For those agencies that need
immediate assistance, ROs are encouraged to contact their appraisal archivists.

• IT GRS. Many comments were received on the draft proposed GRS for Information
Technology Records. NARA is currently incorporating these recommended changes in the
next draft.

• E-Gov Initiative (Quicksilver). NARA is actively involved in the Records Management
piece of the E-Gov initiative. By the next BRIDG meeting, NARA should be able to
provide more information.

• Final Rule on Records Disposition. OMB is currently reviewing the final rule on records
disposition. This rule is in regards to the electronic submission of manuals and whether an
agency can use existing records disposition authority for an item that is covered by a new
GRS.

• Irradiated Mail. The preservation unit at NARA is developing guidance on how to handle
irradiated mail. Issues being examined are deterioration, timelines, and preservation
methods.

• Expanding Transfers. In an effort to expand transfer options, NARA is eager to work with
agencies to transfer permanent records that are in formats such as electronic mail with
attachments, GIS, web, born-digital, scanned, digital video, and other records that are not in
currently accepted formats. NARA would like to begin test transfers of these items in order
to learn how NARA, Federal agencies, and eventually ERA, will manage these records.
Varions types ofrecords are' . •even those not currrt1~readY(or immediate b 6
legal transfer. Please contact ~ Iext. b7CI IfYnara.gov if you are In eres e in partICIpating in thIS e ort.

• AdobelPDF. NARA and Adobe are discussing legal, archival, and technical issues involved
in using PDF for permanent records.

• ERA. ERA, headed byl lis developing a concept of operations, functio"nal
requirements and an overall hIgh-level VIsion on how to manage permanent and temporary
records. In addition ERA is considering how to eventually share the technology with Federal
agenCIes.

Other Items

• Bill Hooten of the FBI stated that they have several RM positions available. Those interested
should look at the FBI website for more information.



-

• •
• There are no current updates on the Tobacco Litigation. It was recommended that ROs

contact their NARA representative in regards to whether the freeze has been lifted on their
particular records.

• The next BRIDG meeting will be held on April 23 rd at the Department of Agriculture,
Jefferson Auditorium, 14th and Independence Avenue SW, Washington DC. The topic will
be lessons learned and needs analysis in regards to Record Management Applications
(RMAs). Additional information will be available on the NARA records management web
site at http://www.nara.gov/records as well as via Agency Records Officer memos.
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MEMoRANDUM !O'~c;ENCY RECORDS OFF'ICERS, CHIEF INFORMArION;'; , ..
OFFICERS, AND INFORMATION RESOURCES MANAGERS: Requesf fotconiment on .
Proposed NARA guidance on new transfer standards for electronic records..'

-._-.---As-many oTyOii-lillow, NARA.lsworkingJrVith OMB'io implement the President';Manage~ent-'--­
Agenda's expanded electronic government initiatrve. NARA has been designated as the
managing partner for the Electronic Records Management [ERM] initiative, one of the twenty-
four e-gov init~atives., As confirmed by records management commlmity-atL large 'iri'an April 3
public meeting, one' issue area to be addressed by the ERM initiative is "transfer of permanent e­
records to NARA."

,.! •

As the ,next step in the work on this issue area, NARA has begun discussions with Federal
agencies in an effort to identify additional electronic record application classes for transfer of
permanent records to NARA. NARA's current transfer standards requirements for electronic
records ,can be found in 36 CFR 1228.270.

• :~ '.~ 'd' ..... : ~. _ ••>.. ',
To facilitate the transfer, ofadditional types ofpeimane~t'electronicrecbrds"intothe National
Archives, we need agencies. to identify the three data: fonnats for which NARA transfer guidance
is most critical to the agency. We have identified the following six formats as those for which
agency staff have expressed the most interest:

'. .:' ~

born-digital images (i.e., digital photography)
email with attachments
GIS records
PDF
scanned images
web records

Please let us know the three highest priority data formats from this list, or identify other high­
priority formats in which your agency has created permanent records. Send your list via email
to records.mgt@nara.gov by May 10,2002. We will compile the suggestions and meet to
discuss next steps.

NARA is looking for agency partners on tliis transfer format project. To be a partner, the agency
must be willing to commit staff or other resources to work with us on developing the guidance.
One way to do .this is to commit to send "test" transfers of the electronic records formats
identified via this process to NARA at a later point in time this fiscal year as the ERM initiative

Co(OF - liG. - c.J \90091 Z78
National Archives and Records Administration



., ,
progresses. If you currently have electronic records in any of these previously identified six
fonnats, and would like to participate in a test transfer of those previously identified classes of
electronic records, please let us know by May 31.

I look forward to receiving your list ofpriority fonnats for electronic records, as well as
nominations for participating partners and pose~ test::~ If ou have an other .
~ues!lons regardmg this memo, please contact ~t r vIa ematl atI t'illnara.gov. We will keep you In onne 0 t e progress 0 our work on this
lrutlatlve.

b6
b7C

MICHAEL U. MILLER
. Director-- - - . -~-

Modem Records Programs
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College Park, Maryland 20740·6001

May 16, 2002

NWM 11.2002

MEMORANDUM TO AGENCY RECORDS OFFICERS: Records management regulations
NARA recently published two final rules relating to records management in the Federal
Register.

-~--~--Th~ first rule, pUbli~hed ~sPart III of the May 9 Federal Register beginning on page 31692,
updates the standards referenced in 36 CFR part 1230, Micrographic Records Management. In
addition, the part has been rewritten in plain language format. This rule was republished without
substantive change in a new, two-column format as Part IV of the May 14 Federal Register
beginning on page 34574. The rule will be effective June 10.

The second rule, beginning on page 319610fthe May 13 Federal Register, contains two
substantive changes to the records disposition regulations, as well as updated references. This
rule will be effective June 12.

36 CFR 1228~4Z

This section was amended to eliminate the requirement that agencies request authority to
continue using a disposition authority approved in an agency schedule when a new or
revised General Records Schedule covers the same records. Agencies, however, must
notify NARA within 90 days ofthe issuance of the GRS if they intend to continue to use
the agency-specific disposition authority.

36 CFR 1228.50
- - -- ~

This section was changed to accommodate electronief distnb~tion of agency published
schedules. Agencies may submit published schedules to NARA in either hard copy or
electronic form. Currently, agencies may send published schedules to NARA in the
following electronic formats:

• Word for Windows (all versions through Word 2000)
• Rich Text Format (RTF) .
• PortableDocument Format (PDF)
... Hypertext Markup Language (HTML)

National Archives and Records Administration



•
If you have published schedules in a different electronic format, please contact your
records appraisal liaison (see http://www.nara.gov/records/comm/workgrp.html) or call
301-837-3570. NARA will notify agencies of any changes to the list ofacceptable
formats.

These rules are available online through GPO Access at
http://www.gpo.gov/su docs/aces/acesI40.html. You may download copies in text or PDF
fonnat. If you cannot access the online version, you may request a printed copy by sending an
email message to records.mgt@nara.gov.

Please note that NARA telephone numbe~ h~Yechanged._Ify'ouhave_anv_guestions about-~
of these final rules, contac~ t telephone numberl ~r fax numberl-J

I~~
MICHAEL L. MILLER
Director
Modem Records Programs

b6
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May 30, 2002

NWM 12.2002

MEMORANDUM TO AGENCY RECORDS OFFICERS: Bimonthly Records and Information
Discussion Group (BRIDG) Meeting on June 18, 2002, and April 23, 2002, BRIDG Meeting

, ,

Summary.

Pleas~mark your calendarsfor.the rie~tBRIDGmeeting scheduled,on' Tue~day, June 18,2002,
from i 0:00 a.m. to noon. The topic ",'ill be an update on the progress ofthe "Transfer of .
Permanent Electronic Records to NARA" issue area ofthe ERM initiative and NARA Updates.
The meeting will be-held at the Federal Deposit Insurance Corporation (FDIC) Building at 801
17th Street, NW, Washington, DC. The FDIC Building is on the corner of 17th and H streets, '
one-halfblock from the Farragut West subway stop (17th Street exit). Once in the building, take
the elevator down one flight or walk down stairs.

Due to security requirements, an RSVP will be required. To reserve a place for the meeting,
.. - _. _.please provide yom name, telephone number. agency. and number of attendees t~ b6

I latl tor emai1 ~ara.gov), no later than noon on b7C

Monday, June 17,2002.

The NARA Records Center Program staffwill host a Records Center Forum from 9:00 to 9:45
a.m. before the BRIDG meeting to discuss records center issues and answer questions. To
register for the Records Center Forum, please contac~ latl lor email

I !'Ynara.gov).,:." . , . ' ,.. .

A surrimary of the AprIl 23, 2002 i3:R:IDG meeting, is, attached. The topic of this meeting was
"Records Mmagement Applications: Needs Analysis and Lessons LeaniecL" ,"

We sincerely appreciate that FDIC offered to host this event, as the NationalArchives Building,
at 7th and Penn~ylvania Averiue, NW, Washington, DC, is undergoing renovations.

I look forward to seeing you at the June 18 BRIDG Meeting at the FDIC Building.

. ~
MICHAEL L.MILLER
Director
Modern Records Programs

NationalArchives and RecordsAdministration



Bimonthly Records and Information Discussion Group (BRIDG) Meeting Summary
10:00 a.m. - 12:00 p.m., April 23, 2002

USDA Jefferson Auditorium
TOPIC: Records Management Applications: Needs Analysis and Lessons Learned

Approximately 60 people attended the latest BRInG meeting on April 23, 2002. Michael Miller
welcomed everyone and gave a special thanks t~ Ed USPA for hosting the meeting.
The topic for this BRIDG meeting was the expenences of the Office ofthe Comptroller of the
Currency (ace) and NARA with Records Management Applications. Susan Sallaway, b6

Electronic Records Specialist from acc and Richard Marcus, NARA Records Officer, were the b 7 C

speakers.

Susan Sallaway - OCC Needs Analysis

Approximately 10 months ago, Susan Sallaway left NARA to work at the Comptroller ofthe
Currency. Her first project was to conduct a study of the current records management program at
acc, and determine ifacc needed to implement an electronic records management system.

Ms. Sallaway described the acc records management environment to set the stage for her
discussion. acc has a very strong records management program already in place·1 I

I ~he acc Records Officer, has a good relationship with higher levels of the agency, and is
able to accomplish many goals of her RM program. The staff and customers ofacc are
technologically savvy, work processes are currently under modernization, and acc is already

- -- using-a quasi-document management system-for-some ofthe bank examination information.

The Needs Analysis at acc involved looking at the current RM program to assess how records
are captured and managed. Is anything falling through the cracks? Is the program ready for the
transition to an electronic management system? If an RMA is implemented, what first steps need
to be accomplished to ease the transition? They focused on reviewing two mission-critical
systems for the study.

A cross-functional team was assembled to assist in the project planning. Money was also needed
and acc estimated it would cost approximately $100,000 - $150,000. acc hired Millican and
Associates to provide a professional, independent and expert view and to study whether an RMA
was necessary, and if so, how to smooth the transition to electronic recordkeeping.

There were many discussions while attempting to develop a methodology for the Needs
Analysis. At first, acc and the consultant disagreed on how to implement a potential RMA
because Millican felt that acc should start with email management, while acc did not. Both
acc and the consultant learned a great deal from this project. As part of the Needs Analysis, a
strategy for short, middle and long term goals were also developed.

The second step of the Needs Analysis was to determine what would it take to successfully
implement an RMA. The RM program would need to work within the agency to increase
education and awareness of records management across the staff. This study required a full-time
effort from Susan and approximately half-time help froJll the records officer.
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The consultant was tasked with looking at current electronic records management practices and
compare that with the ideal state or best case scenario for the. agency. Gaps in these two areas
were then identified. The consultant also reviewed aeC's strategic plan, current policies,
websites, training programs, etc. ace wanted the focus the study on mission critical records,
and therefore identified for the contractor the systems to be analyzed. All ofthis work again
required cooperation between the RM staff and the consultants.

The next step was to interview ace staff. All the most important departments of the agency
were represented in this process. Individuals were invited to participate in the study from the
legal department, IT staff, and program area staff. By inviting a variety of high-level individuals
to participate, ace hoped to solicit a variety of ideas as well as to create a buzz around the

O
enc about the p~oject. As more management staff talked abou.t the RM P~ogram,Susan and

hoped to buIld consensus throughout the agency. By the tIme the project was ready to
egm, staffwere ready and willing to participate in the study.

aver 50 key staffmembers were interviewed in headquarters and in the field. Interviews were
held both with large groups and individuals. Two sets ofquestions were developed. The first set
focused on how work is accomplished. Questions were asked such as: How is work
accomplished? Where do you file? Where is the information that you use generated? Is there
any public access to this information? Is this information subject to FaIA?

The second set ofquestions focused specifically on bank examination records: What percentage
.. J~fyour recQ.J:Qs ~h.ould be filed in the NaJi_on~Fjling Syst~Ill(NFS)LWhatper~elltage is __

actually filed? Do you know what should be filed,· and are you following current policy?
Interviews were one hour each, and were all completed in approximately three months. It took
the consultants another three months to compile all of the information and write and review the
deliverables.

At the end of six months, the ace had a number ofproducts to review, including the Needs
Analysis report and the Gap Analysis. The contractor also developed policy and procedure
recommendations and software selection requirements and criteria that would meet ace needs.
The overall findings of the consultant was that the aeC's records management program was
sound, but that the current "print and file policy" was not adequate for their long term electronic
recordkeeping goals.

Since the end of the Needs Analysis project, ace has held internal and external briefings to
educate, increase awareness, and build consensus as they begin to plan an RMA pilot.
They have submitted a budget request, developed the business case, hosted several product
demonstrations to introduce the technology, and worked on developing an audit program, a
training program, and risk methodology. They have also begun the process to assess
current retentions on some schedules and discuss limiting document formats and applying
standards. Additionally, ace is working hard to connect and share information with other
agency folks who have tried or are trying to implement an RMA, as well as continuing to
work closely with their program folks, the Legal department, and ITstaff

b6
b7C



,
--------- -------

Richard Marcus - NARA's RMA 2000 Project

NARA began its RMA pilot program as a test. It was not meant to be a full implementation of
an RMA program, due to the lack of experience ofNARA staff with using and implementing-an
RMA system. The goal was to conduct this pilot with specific staff and offices, and then make a
decision on implementing an RMA across NARA, based on the experiences and [mdings of the
pilot. The main goal of the pilot was to gain experience, and to learn enough about the system to
support a decision on an agency-wide implementation in the future. While conducting this test,
NARA staff continued to file hard copies of their records according to the file plan. The
electronic filing was conducted only as a test, and was not meant to replace the hard copy
recordkeeping practices.

The pilot project included 30 end users from 7 different offices, including the Deputy Archivist,
General Counsel, CIO, Regional Archives headquarters, and staff from the Modern Records
Program. The pilot focused on records produced in the Microsoft Office 97 suite (Microsoft
Word, Excel, Power Point and GroupWise Email). The pilot did not include databases. Planning
for the pilot took a gFeat deal of time. NARA staff conducted market research to deterrhine
which software package to choose. A study on how to configure current systems to ease
implementation of the program was also conducted. The actual testing phase lasted six months.­
NARA used Foremost as its RMA product. This should not be construed as an endorsement of
the product; it was chosen because Foremost was the only product available at the time which
included an integrated autofile classification capability; NARA was particularly interested in-
testing thi~ capa.bUity. _ _ _

The results of this RMA pilot at NARA represent NARA's own experience, and do not represent
any generalizations of the Foremost product or RMA programs as a whole.

There were three major Records Management "lessons learned" from the pilot:

1. The paper-based records management file plan was not appropriate for use with the RMA.
NARA anticipated that the file plan currently used for paper records would work with the
RMA without any adjustment. This was not the case. Granular file plans for paper records
did not work well with the RMA because they are too cumbersome. To alleviate this burden,
the file plans were adapted within the RMA to include larger "buckets" which made the file
plan less granular.

2. User filing is more likely to occur if filing is integrated easily with the user's work processes.
Ifthere were documents needed for part of a work process, users were more likely to file,
rather than taking the time to file each individual email or Word document. This finding is
not unique to NARA.

3. The amount of metadata users are required to supply should be kept to a minimum. The
more fields that a user was required to complete, the less likely they were to file. NARA
adapted the Foremost program to automatically enter default information into a number of



metadata fields. These fields would pop up upon filing, but their contents would be filled in
automatically by the system and would remain constant until changed by user input.

There were also three major IT "lessons learned":

1. The RMA program wasintrusive. The program was slow and wreaked havoc with user's
desktops. Each computer had to be re-baselined to accept the program. This proc~ss was
slow and disruptive to work.

2. Make sure the product is DoD certified for the environment you use. NARA uses
GroupWise for its email package, and not Microsoft Outlook. The Foremost program did not
integrate well with GroupWise.

3. Don't deploy an immature product. This is particularly important in the case of autofiling.
An immature product led to many delays in use and delivering results. The autofiling
capability was not delivered until much later after the start of the pilot.

Project Management "lessons learned":

1. When you develop your statement ofwork and contracts, identify key personnel and how
much knowledge the contractor is bringing to the project. In NARA's case, key contractor IT
personnel left their company after a few months into the pilot. Their replacements were not
as well edu~at~d on the ~ro~l!ct,NA.gA's_~ystem, orN.t\..M'.§ n~~ds.

2. Include a performance clause in your statement of work and contract.

3. Carefully plan your product rollout! Technical problems early on led to slow and
problematic rollout. This prevented everyone in the pilot from starting at the same time. The
records management office should work out any problems before roll out begins.

One important factor of the NARA RMA test was the use ofthe "autofile" feature. The autofile
module was designed to identify a document (with no user interaction), analyze its contents, and
file it in the proper electronic file folder. For the test, however, users continued to manually file
their documents as well. After its accuracy was verified, this manually filed body ofrecords
became the yardstick against which "autofiled" were compared and evaluated. "Autofile"
worked in the background, therefore encouraging users to continue filing manually.

The "autofile's" confidence levels could be tuned to increase its filing accuracy. Theautofiling
was tested at three confidence levels- 25%,50%, and 75%. The higher the level ofconfidence
required, the greater level of accuracy. However, the increased level ofconfidence resulted in
fewer documents being filed.

The NARA RMA pilot concluded with a number of findings. Implementing an RMA system is
not easy. A lot of work and time must go into the implementation, including interviews,



evaluating and restructuring configuration plans, and greater education ofusers. Finally, the
biggest factor to consider when rolling out an RMA (either in pilot fonn as a [mal product) is the
human element. If the product is cumbersome or distracting to use in everyday work
environments, people will easily become frustrated. Individuals at higher levels will have to
come to accept an additional work burden which was once delegated to their secretaries. There
needs to be a "buy-in" of all users for any RMA to be successful.

NARA Updates - Mike Miller

1. Please note that all phone numbers at Archives II have changed. The NARA website has
been updated to reflect these new phone numbers.

2. NARA is the lead on the Electronic Records Management E-Gov Initiative, one ofOMB's
24 E-Gov initiatives. The NARA-led initiative has four issue areas: Correspondence
Management, Enterprise-wide ERM systems, tools for overcoming interoperability barriers,
and transfer ofpennanent electronic records to NARA.

~ As part of the last issue area mentioned above, we are looking for input oli improving the··
current status of transferring permanent electronic records to NARA. See NWM 10.2002
(http://www.nara.gov/records/nwm1O-02.html) for details.

The next BRInG meeting will be on June 18,2002 from lOam until noon at the FDIC building at
at 801 17th Street, NW, Washington, DC. Please contac~ ~t

lci2nara.gov o~ l~fYoU w().uld like!9 a~end. We will be discussing
---....th"""e,...,p""'r""o"""gr""'e""'s...s ""o"-f~ Transfer ofPennanent Electronic Records to NARA issue area of the ERM

Initiative, as well as taking your comments on how you would like to see the guidance structured
when it is published for each fonnat. .
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College Park, Maryland20740-6001 .. • ~~, .. , '0('

June 3, 2002 .

NWM13.2002

MEMORANDUM TO AGENCY RECORDS OFFICERS: Irradiated Records

In response to the discovery of mail contaminated with anthrax spores last October, the U.S.
Postal Service began irradiating mail addressed to Federal agencies in certain Washington, DC
zip codes. Most agencies headquartered in Washington, DC, receive mail that has been
irradiated.. NARA's records management and preservation staffs have prepared the attached
"Frequently Asked Questions About Irradiated Records," to address records management issues
that may be associated with such mail.

NARA has also posted these FAQs on its records management web page at
http://www.archives.gov/records management/policy and guidance/frequently asked questions
irradiated mail.html.

..

For records management information and assistance, contact the Office of Records Services ­
Washington, DC, Modern Records Programs at 301-837-3560. The last FAQ contains additional,
contact information.

~MICHAELL.
Director
Modem Records Programs

Attachment

(00 ~- \1Q- c.\ICfOO59 - 28J

NationalArchives antf.RecordsAdministration .



FREQUENTLY ASKED QUESTIONS
ABOUT IRRADIATED MAIL

The following questions focus on handling irradiated mail from a records management point of
view. The U.S. Postal Service and the General Services Administration providemail
management information relating to irradiated mail on their web sites.

How can I tell if my agency receives irradiated mail?

The U. S. Postal Service has announced that it is irradiating the following types of mail with
postage stamps that are addressed to specific Government offices in Zip Codes 20200 through
20599:
• First class business and letter-size envelopes and flats
• Express and Priority mail
• Other packages. .
Mail with postage n:eter strips and mail that is insured, registered, or certified are not irradi!lte~. ~

Currently all mail directed to the White House, Congress, and the Library of Congress is being
irradiated.

Evidence of irradiation includes weakened or discolored (yellowed) envelopes, visibility of
adhesive through the paper, and transfer of inks.

How does irradiation affect mail?

In the process of irradiation, mail is exposed to extreme heat. Paper is weakened and may appear
to have been aged, with discoloration (e.g., yellowing), and brittleness. Pages may break,
crumble, or fuse to other pages. Documents bound with glue may have loose pages. The printing·
on pages may be distorted or offset onto adjacent pages. If tape is affixed to address labels, the
address may be illegible.

Materials other than paper may also be affected. Plastics and inks may melt and fuse. Irradiation
can affect such enclosures as photographic films, transparencies, and prints; compact disks,
audio cassettes, and electronic, digital, and magnetic media; compact disk jewel cases; and credit
cards.

What are the records management concerns with irradiated mail?

The contents of irradiated mail may be needed to conduct agency business and thereafter
maintained in agency files for a period of time until their scheduled disposition. If the
information is illegible, it will not be available to the agency. If the documents are so dry that
they crumble or break apart, they will not last as long as the other contents of the file.



Do I need to keep irradiated records even if they are clearly damaged?

As with records damaged by fire or water, you should asseSs the condition of irradiated records
and, ifpossible, recover the infollIlation. If the documents are legible, you need to decide
whether they need to be copied to ensure that they will remain legible and usable under nOllIlal
handling for the time period they are needed by the agency, as specified in the records schedule.
If the records are only partly legible or illegible, you may need to determine how to acquire
replacement copies, such as. asking the sender to resubmit using a transmission method other
than the U.S. mail.

How long will irradiated records last?

NARA does not know how long irradiated records will last, though the usable life of such
materials has likely been considerablyreduced by exposure to the irradiation and high
temperatures.

Can the records be re-hydrated to restore their original strength?

Once the fibers have been weakened by high heat, re-hydration cannot restore strength. Even if
such action would be effective, it would be more economical to copy the records.

If I decide to copy the records, do I need NARA approval before discarding the damaged
originals?

No. NARA approval is not needed to discard damaged original Federal records; exact duplicates
are an acceptable replacement for damaged temporary and permanent Federal records.

IfI determine that the original irradiated records are adequate for agency needs, and the
records are scheduled for transfer to the National Archives of the United States, will NARA
accept them?

The agency must ensure that the records are legible and intact for the period oftime they remain
in agency custody, including off-site storage. When permanent records are transferred to the
Natipnal Archives ofthe United States, NARA will take appropriate preservation measures to
ensure their continued availability. The agency should notify NARA at the time of transfer if the
records have been irradiated.

Where can I get additional information?

Information on records management assistance from NARA is available on its web site at
http://www.nara.gov/records/fags/assist.html.



GSA has posted infonnation on irradiated mail on its web site at
http://www.gsa.govlPortaJJcontentlorgs_content.jsp?contentOID=22920&contentType=1005&P
MTM=1. - _. ---- --

_Technical information on the effects of radiation is available onthe Smithsonian Institution-'web
site at http://www.si.edulscmre/mail irradiation.html and
http://www.si.edulscmre/irradiate exam.html.
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June 7, 2002

NWM 14.2002

MEMORANDUM TO AGENCY RECORDS OFFICERS: Status ofNARA e-gov Initiative
interest area - Transfer of Pennanent Electronic Records to NARA

As you know, NARA was asked by the Office of Management and Budget (OMB) to be the
Managing Partner on the E-Gov initiative relating to electronic records managlment (REM) f<hiS
ERM Initiative falls within the Internal Efficiency and Effectiveness Portfolio. (of
NARA's Modem Records Programs), an~ kofNARA's Policy and Communications
Staff), are the Co-Managers of the Initiative.

This initiative will provide the tools that agencies will need to manage their records in electronic
fonn, addressing specific areas of electronic records management where agencies are having
major difficulties. This project will provide guidance on electronic records management applicable
government-wide and will enable agencies to transfer electronic records to NARA in a variety of
data types and fonnats so that they may be preserved in for future use by the government and
citizens. (from E-Government Strategy. February 27,2002)

There are four issue areas within the ERM Initiative, each with a lead partner agency:
1. Correspondence management/tracking (lead DOE)
2. Enterprise-wide ERM (lead EPA)
3. Tools Supporting Interoperability (lead DOD)
4. Transfer ofPennarient E-records to NARA (lead NARA)

NARA is the lead agency on the "transfer ofpennanent electronic records to NARA" issue area. I
have been asked to be the lead for this issue area, and Merisue D'Achille, also ofModem Records
Program, is the main point of contact. We have already made considerable progress, and want to
keep you informed of this progress, as well as our plans for next steps.

The projects in this issue area will address an expansion ofboth the number of formats NARA can
accept and the media and techniques that can be used by Federal agencies when transferring their
permanently valuable electronic records to the National Archives ofthe United States. NARA,
working internally and with its partner agencies, will also develop initial recommendations for
metadata which will support selected archival and records management business processes. Those
data could be formatted as XML schema for sharing and dissemination.

b6
b7C

(o(OF- \.-tQ-Cl J9COS9

National Archives and Records Ad~inistration

- Z8~



a

•
On April 26, 2002, we issued memo NWM 10.2002 asking for your input on the record types this
initiative would address. We provided a list of six formats to choose from: born-digital images, E­
mail with attachments, geographic information systems (GIS), Portable Document Format (PDF),
scanned images, and web records. The goal was to identify three priority categories of electronic
records to address. within this project. These categories are clearly broad, and it will be the work
of the initiative group to determine specific formats (such as .tiffor .jpeg) within each category..

After compiling your input, the top three record types were identified as: email with attachments,
scanned images, and PDF records. Our group will now begin work on developing guidance for
these formats, and we will address them in the order shown above.

NARA is working with a number of agencies on this project. These agencies are participating
both as partners in the initiative as well asby volunteering select permanent records to send to
NARA as test transfers. Currently, NARA is working with the Environmental Projection Agency,
National Science Foundation, Department of Defense, Department ofTransportation, U.S.
Geological Survey, Department of Education, Department of Energy and the Veterans
Administration.

On July 9,2002, our group will meet to develop the transfer guidance for e-mail with attachments.
The guidance will be in two-fold, addressing both how to transfer existing e-mail records and their
attachments, and longer-term guidance on how to develop systems in order to facilitate future
transfers of e-mail records with their attachments.

The guidance for transferring e-mail with attachment records is scheduled for release on
September 30, 2002. Subsequent guidance on-transferring scanned images will be delivered on
December 30, 2002 and PDF guidance will be published on March 30, 2002. Please note that this
guidance will relate specifically to previously scheduled permanent records. If you believe that
your agency currently has records which may be eligible for transfer in any of these formats but
are not scheduled, please contact your appraisal archivist to begin the scheduling process and
discuss transfer options. .

Future updates on our work will be sent throughout the project and will be available via the overall
ERM e-Gov initiatives web page (developmentpending). In addition, we will be discussing our
work to date, in depth at the next BRIDG meeting on June 18, 2002. The meeting will be held at
the FDI building at 80 I 17th Street. NW. Washington, DC. Please contactI lat

'--- ... r via email- ai jillnara.gOY if you.would like to attend.

~~~
MICHAEL L. MILLER
Director
Modem Records Programs
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8601 Adelphi Road College Park, Maryland 20740·6001

June 27, 2002

NWM 15.2002

MEMORANDUM TO AGENCY RECORDS\ OFFICERS, CHIEF INFORMATION
OFFICERS, AND INFORMATION RESOURCES MANAGERS: Request for comment on

, -Proposed Rule on Transfer of electronic records. _

The National Archives and Records Administration has published a proposed rule beginning on
page 43069 in the June 26, Federal Register to update certain procedures in 36 CFR Part
1228.270 - Transfer of electronic records. The proposed rule is posted at
http://www.archives.gov/about us/opportunities for_comment/transfer methods proposed rule.
htm!. You can also access a PDF version via GPO Access.

This proposed rule modifies the transfer regulations to include two additional electronic records
transfer methods, Files Transfer Protocol (FTP) and Digital Linear Tape (DLT), Type IV. It
would pennit agencies to reduce the record preparation, shipping costs, and transfer time
between.agencies. The proposed rule also improves record and files integrity. This proposed
rule is one'ofNARA's planned milestones tinder the Electronic Records Management (ERM) E­
Government initiative.

We urge you to provide comments on this rule. Comments must be sent to Regulation Comment
Desk (NPOL), Room 4100, Policy and Communications Staff, National Archives and Records
Administration, 8601 Adelphi Road, College Park, MD 20740-6001. They may be faxed to 301­
837-0319. You may also comment via electronic mail to comments@nara.gov. Please also
include "Attn: RIN 3095- AB03" and your nmne an8 return address in your email message. All
comments received by August 26, 2002 will be considered in developing the final rule.
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u.s. Depart~ of Justice

Justice Management Division

Office ojGeneral Counsel

H'ashingto~D.C. 20530

JUl 3 2002

MEMORANDUM

TO:

FROM:

SUBJECT:

Records Managers
Offices, Boards and Divisions

Bureau Records Officers

~glind
Records Officer
Office of General Counsel

Request for Comment·on Proposed Rule on Transfer ofElectronic Records to the
National Archives and Records Administration

The National Archives and Records Administration has published the attached proposed rule in
the Federal Register to modify their transfer r~gulations to include two additional electronic
records transfer methods.

Please review the proposed rule and submit any comments to me in Suite 520N, NPB, by
August 9, 2002. Ifyou have any questions, please call me on 514-6283.

Attachment
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NATIONAL ARCHIVES AND RECORDS
ADMINISTRATION

36 CFR Part 1228

RIN 3095-AB03

Expanding Transfer Options for
Electronic Records

AGENCY: National Archives and Records
Administration (NARA).
ACTION: Proposed mIe.

SUMMARY: This proposed rule will
amend the regulations for the transfer of
permanent records to NARA by

permitting two additional electronic
records transfer methods, File Transfer
Protocol (FTP) and Digital Unear Tape
IV (DLTtape IV). NARA is introducing
these transfer methods to reduce the
media and shipping costs of electronic
records transferred from Government
agencies, improve record and file
integrity. and expand the options for
transfer methods. This rule will affect
Government agencies transferring
permanent electronic records to the
National Archives of the United States.
DATES: Comments are due by August 26.
2002.
ADDRESSES: Comments must be sent to
Regulation Comment Desk (NPOL).
Room 4100, Policy and
Communications Staff. National
Archives and Records Administration.
8601 Adelphi Road, College Park. MD
20740-6001. They may be faxed to 301­
837-0319. You may also comment via
the Internet to comments@nara.gov.
FOR FURTHER INFORMATION CONTACT:
Jennifer Davis Heaps at telephone
number 301-837-1801, or fax number
301-837-0319.
SUPPLEMENTARY INFORMATION: NARA
currently accepts magnetic tape and
compact-disk, read only memory (CD­
ROM) as transfer media for records
scheduled for permanent retention in
the National Archives ofthe United
States. DLTtape IV is a kind of magnetic
tape cartridge. NARA has only used
media-based transfer methods in the
past. but has been testing other methods
as well as additional media. With this
rule. NARA proposes the addition of
FI'P transfer methods and DLT transfer
media.

FI'P is a media-less transfer method
that can be used to transfer electronic
records. FI'P operates by using special
software located at the sending and
receiving sites. This software. in
combination with a telecommunications
network. provides the means for
transferring electronic records. The
agency may send any documentation in
electronic format to NARA via FI'P as
part of the transfer of the electronic
records or through any other acceptable
method oftransfer as specified in 36
CFR 1228.270.

DLTtape IV cartridge tape is a high­
density magnetic cartridge tape that can
store up to 40 gigabytes of information
on each cartridge. DLTtape IV tapes are
used by selected tape drive units
produced by several companies.
DLTtape IV preparation will follow
existing cartridge tape specifications.

Paragraphs (a) and (h) in § 1228.270
have been rewritten for clarity and
consistency with the new information in
paragraph (c) of the same section.

Although this proposed rule does not
address the format of electronic records
described in paragraph (d), NARA is
exploring the acceptance offormats
other than ASCII and EBCDIC as part of
its E-Government initiative. Any
proposed changes in this area will be
addressed in a separate rulemaking.

Please submit Internet comments
within the body ofyour email message
or as an attachment. Please also include
"Attn: 3095-AB03" and your name and
retUTIl address in your Internet message.
If you do not receive a confirmation
from the system that we have received
your Internet message, contact the
Regulation Comment Desk at 301-837­
1801.

This proposed rule is a significant
regulatory action for the purposes of
Executive Order 12866 and has been
reviewed by the Office of Management
and Budget. As required by the
Regulatory Flexibility Act, I certify that
this rule will not have a significant
impact on a substantial number of small
entities because it applies only to
Federal agencies..

This regulation does not have any
federalism implications.

List ofSubjects in 36 CFR Part 1228

Archives and records.

For the reasons set forth in the
preamble. NARA proposes to amend
part 1228 of title 36, Code of Federal
Regulations, as follows:

PART 122S-DISPOSITION OF
FEDERAL RECORDS

1. The authority citation for part 1228
continues to read as follows:

Authority: 44 U.S.C. cbs. 21, 29, and 33.

2. Amend § 1228.270 by revising
paragraphs (al. (b). and (c) to read as
follows;

§ 1228.270 Electronic records.
(a) Timing oftransfers. Each agency is

responsible for the integrity of the
permanent records it transfers on
physical media to the National Archives
of the United States. For records
transferred by a media-less method.
NARA works with the agency to ensure
integrity of the records during the
transfer process. To ensure that
permanent electronic records are
preserved. each Federal agency must
transfer electronic records to NARA
promptly in accordance with the
agency's records disposition schedule.
Furthermore, if the agency cannot
provide proper care and handling of the
media (see part 1234 of this chapter), or
ifthe media are becoming obsolete and
the agency cannot migrate the records to
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newer media, the agency must contact
NARA to arrange for timely transfer of
permanent electronic records, even
when sooner than provided in the
records schedule.

(b) Temporary retention of copy. Each
agency must retain a second copy of any
permanent electronic records that it
transfers to the National Archives of the
United States until it receives official
notification from NARA that the transfer
was successful and that NARA has
assumed responsibility for continuing
preservation of the records.

(e) Transfer media. This paragraph
covers the transfer of permanent records
to the National Archives; it does not
apply to the use or storage of records in
agency custody. See 36 CFR 1234.30 for
the requirements governing the
selection of electronic records storage
media for current agency use. The
agency must use only media that is
sound and free from defects for transfers
to the National Archives of the United
States; the agency must choose
reasonable steps to meet this
requirement. The approved media and
media-less transfer forms are open reel
magnetic tape, magnetic tape cartridge;
Compact·Disk, Read Only Memory (CO­
ROM); and File Transfer Protocol(FTP)
as described in paragraphs (c) (1), (2)
and (3) ofthis section.

(1) Magnetic tape. Agencies may
transfer electronic records to the
National Archives on magnetic tape as
follows:

(i) Open-reel magnetic tape must be
on lh inch 9-track tape reels recorded at
1600 or 6250 bpi that meet ANSI X3.39­
1986, American National Standard:
Recorded Magnetic Tape for Information
Interchange (1600 CPI, PEl or ANSI
X3.54-1986, American National
Standard: Recorded Magnetic Tape for
Information Interchange (6250 CPI,
Group Coded Recording), respectively.

(ii) Tape cartridges may be l8-track
3480-class cartridges. The 3480-class
cartridge must be recorded at 37,871 bpi
that meet ANSI X3.180-1990, American
National Standard: Magnetic Tape and
Cartridge for Information Interchange­
18-Track, Parallel, '12 inch (12.65 mm),
37871 cpi (1491 cpmm), Group-Coded­
Requirements for Recording. The data
must be blocked at no more than 32,760
bytes per block.

(iii) Tape cartridges may be DLTtape
IV cartridges that must be recorded in
an uncompressed format and written to
the tape using a Tape Archive {TAR)
utility. The data must be blocked at no
more than 32,760 bytes per block and
must conform to the standards cited in
the table as follows:

If you are copying the ... then, the stand-
record on . . . ard below applies.

DlTtape IV with a ISOIIEC 15307, Infor-
DlT 4000 drive. mation tech­

nology-Data inter­
change on 12,7
mm 128-track mag­
netic tape car-·
tridges-DlT 4 for­
mat (20 GB native,
40 GB com­
pressed, 1.5 MBI
sec).

DlTtape IV with a ISOIIEC 15896. Infor-
DlT 7000 drive. mation tech­

nology-Data inter­
change on 12,7
mm 208-track mag­
netic tape car­
tridges-DLT 5 for­
mat (3S GB native,
70 GB com­
pressed, 5.0 MBI
sec).

DlTtape IV with a ISOIIEC 16382, Infor-
DlT 8000 drive. mation tech­

nology-Data inter­
change on 12,7
mm 20B-track mag­
netic tape car­
tridges-DLT 6 for­
mat (40 GB native,
80 GB com­
pressed, 6.0 MBI
sec).

(2)' • *
(i) CD-ROMs used for this purpose

must conform to ANSIINISO/ISO 9660­
1990, American National Standard for
Volume and File Structure of CD-ROM
for Information Exchange.

(ii) Permanent electronic records must
be stored in discrete files. The CD­
ROMs transferred may contain other
files, such as software or temporary
records, but all permanent records must
be in files that contain only permanent
records. Agencies must indicate at the
time of transfer if a CD-ROM contains
temporary records and, if so, where
those records are located on the CD­
ROM. The agency must also specify
whether NARA should return the CD­
ROM to the agency or dispose of it after
copying the permanent records to an
archival medium.

(iii) [f permanent electronic records
that an agency disseminates on CD­
ROM exist on other media, such as
magnetic tape, the agency and NARA
will mutually agree on the most
appropriate medium for transfer of the
records to the National Archives of the
United States.

(3) File Transfer Protocol. Agencies
may use File Transfer Protocol (FTP) to
transfer electronic records scheduled for
preservation at the National Archives of
the United States. The files transferred
via FTP must comply with the format

and documentation requirements
specified in paragraphs (d) and (e) of
this section.

(il FTP file structure must conform to
an 8.3 file naming convention and file
directory structure as cited in ANSII
NISO/ISO 9660-1990, American
National Standard for Volume and File
Structure of CD-ROM for Information
Exchange.

(ii) Permanent electronic records must
be stored in discrete files, separate from
temporary files. All permanent records
must be transferred in files that contain
only fermanent records.

(iii When permanent electronic
records may be disseminated through
other types of mechanisms (e.g.,
magnetic tape, CD-ROM), the agency
and NARA will mutually agree on the
most appropriate medium for transfer of
the records to the National Archives and
will select the appropriate files for FTP
transfer. Several important factors may
limit the use of FTP as a transfer
method, including the number of
records, record file size, and available
bandwidth. NARA will retain approval
for appropriateness of FTP as the
selected mechanism for each scheduled
records transfer based on certain criteria
(file size, FTP transfer rate, record
classification, etc.). Agencies interested
in sending electronic records scheduled
for transfer to NARA through FTP must
contact NARA's Electronic and Special
Media Records Services Division
(NWME), 8601 Adelphi Rd., College
Park, MD 20740-6001 or by email to
cer@nara.govto initiate the transfer
discussions.

(iv) Each permanent electronic
records transfer must be preceded with
a signed Agreement to Transfer Records
to the National Archives of the United
States (Standard Form 258) sent to the
Office of Records Services­
Washington, DC (NWME), 8601 Adelphi
Road, College Park, MD 20740-6001.

(4) Incorporation by reference. The
standards cited in § 1228.270(c)(1), (2),
and (3) are available from the American
National Standards Institute, 11 West
42nd Street, 13th floor, New York, NY
10036. The standards cited for CD­
ROM, FTP, and DLTTtapeIVare also
available from the National Information
Standards Organization (NISO), Press
Fulfillment, P.O. Box 451, Annapolis
Junction, MD 20701. All these standards
are also available for inspection at the
Office of the Federal Register, 800 North
Capitol Street, NW., Suite 700,
Washington, DC. This incorporation by
reference was approved by the Director
ofthe Federal Register in accordance
with 5 U.S.C. 552(a) and 1 CFR part 51.
These materials are incorporated by
reference as they exist on the date of
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approval and a notice of any change in
these materials will be published in the
Federal Register.

e
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* * * * *
Dated: May 15, 2002.

John W. Carlin,
Archivist a/the United States.
[FR Doc. 02-16047 Filed 6-25-02; 8:45 amI
BIWNG CODE 7515-01-P
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FEDERAL BUREAU OF INVESTIGATION

Precedence: ROUTINE

To: All Field Offices

Date: 08/12/2002

Attn: Administrative Officers

From: Records Management
Records Maintenance and Disposition/Records
Disposition nd Archives Room 4
Contact:

Approved By: Hooton William L
Garrit Robert J b6

b7C

Drafted By:

Case ID #: 66F-HQ-Cl190059 - 2~S

Title: DESTRUCTION OF RECORDS
NATIONAL ARCHIVES AND
RECORDS ADMINISTRATION
APPRAISAL OF FBIHQ AND
FIELD OFFICE RECORDS

Synopsis: Additional disposition authority is being granted in
order to permit destruction of obsolete field office files and
records, after observance of certain restrictions.

Details: In response to a request from the Staffing Unit, Human
Resource Management Section, Administrative Services Division,
authority was sought from the National Archives and Records
Administration (NARA) to reduce the retention period for the
documentation and recordings created as a result of FBIHQ and
Field Office Career Board deliberations generated in conjunction
with the advertising and filling of vacant FBI support employee
(non-agent) positions.

On 5/10/2002, an approved SF-lIS, bearing NARA Job
Number Nl-65-02-0l, was received from NARA granting final
disposition authority to permit the destruction of the
documentation and recordings created as a result of field office
career board deliberations generated in conjunction with the
advertising and filling of vacant FBI support employee (non­
agent) positions.

The support selection documentation for each individual
posting consists of the vacancy announcement, position
applications from candidates, results of any tests or exercises,



To:
Re:

All Field Of~es From: Records Managetlbt
66F-HQ-Cl190059, 08/12/2002

crediting plan(s), evaluations of applications, and
communications containing lists of qualified candidates and final
selection(s). If an interview was afforded to any of the
candidates, the selection documentation will also include the
interview questions, audio tapes, and score sheets. Support
selection documentation is stored by vacancy announc~nt number.
There is no indexing of a candidate's name or social security
number.

Selection files are maintained solely to enable the
reconstruction of the selection process for a particular vacancy
announcement in response to a grievance. Documentation and
recordings are created and maintained at FBIHQ and in the various
FBI Field Offices. The documentary material and recordings may
be destroyed five years after final determination of the Career
Board or after final adjudication of litigation,whichever is
later. Any electronic copies of these records that are created
on electronic mail and word processing systems and used solely to
generate a record-keeping copy of the aforementioned "hard-copy"
textual records may be destroyed within 60 days after the record­
keeping copy has been produced. Material which continues to
serve administrative or research needs may be retained if deemed
necessary. If material is retained beyond the authorized
destruction period, a communication should be generated which
details the need for longer retention and maintained with the
material.

Destruction authorized herein will result in the
destruction of non-essential material, thus eliminating the
needless processing of material in connection with Freedom of
Information-Privacy Acts requests, potential Civil
Discovery lawsuits stemming from discovery and similar matters.
Additionally, the authorized destruction will eliminate the need
to handle and process obsolete material in connection with
routine day-to-day handling and processing of mail that may
correspond to obsolete material. Lastly, file destruction will
recover considerable amounts of prime office space that can be
better utilized to meet the ever-expanding investigative and
administrative programs germane to the overall mission of the
FBI. Therefore, all offices are strongly encouraged to devote,
where possible, all available resources to the file destruction
program. Each office is reminded that records are to be
maintained to document, in linear feet, the volume of records
destroyed.

Any questions concerning the final disposition
authority for the support personnel (non-agent) selection
documentation and recordings may be directed to FBI Archives
Specialisd I b6-1______________________ b7C

2



To:
Re:

All Field Of tiles From: Records ManagJllht
66F-HQ-Cl190059, 08/12/2002

LEAD (s) :

Set Lead 1:

ALL RECEIVING OFFICES

Upon receipt of this communication, field offices are
authorized to destroy obsolete material pertaining to Field
Office Career Board deliberations generated in conjunction with
the advertising and filling of vacant FBI support employee (non­
agent) positions.

Set Lead 2:

ALL RECEIVING OFFICES

Maintain appropriate records to document, in linear·
feet, the volume of records destroyed.

cc:

••

1 - Mr. Hooton, Room 11703
1 Mr Garrity Room 11703
11 -_-I ~11703

.~-----------~Room 4933

3

b6
b7C
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FEDERAL BUREAU OF INVESTIGATION

Precedence: ROUTINE

To: CJIS

b6
b7C

Date: 09/13/2002

Attn: . Michael D. Kirkpatrick
Assistant Director
Module C-3
Lydia C. Pugh.
Acting Deputy Assistant Director
Operations Branch
Mod])) e B-3

Acting Section chief
Identification and Investigative

Services Section
Module E-3

Module D-2

From:

Approved By: William L
Robert J Jr

Drafted By:
'--------------------'

Case ID .. ; 66F-HQ-Cl186292 - lm5~
66F-HQ-C1186292 -CJIS - 1'-1
66F-HQ-Cl1900S9 - ~
66F-HQ-C1327646 -SATI I - ""\b

Title: DESTRUCTION OF RECORDS
NATIONAL ARCHIVES AND
RECORDS ADMINISTRATION
APPRAISAL OF FBIHQ AND FIELD
OFFICE RECORDS

Synopsis: To advise of receipt of approved disposition authority
from the Archivist of the united States.

Enclosure(s): Standard Form (SF) 115 dated 8/22/02, bearing
signature of the Archivist of the United States.

Details: On 9/6/2002, an approved llRequest For Disposition
Authority (SF-11S) was received from the National Archives and
Records Administration (NARA) granting final disposition



------- -----

To:
Re:

CJIS From: eecords Management
66F-HQ-C1186292, 09/13/2002

authority to the Criminal Justice Information Services (CJIS) for
the destruction of fingerprint records and jackets containing
fingerprint cards, rap sheets and related material, alphabetical
name indices, which were generated in connection with the
background investigations of military personnel and certain
Federal civilian job applicants. The contents of these jackets!
records have been provided to the FBI CJIS Division (1992
successor to FBI Identification Division), as a result of Federal
employment, applications, military service, and/or requests by
individuals desiring to have their fingerprints placed on record
with the FBI for personal identification purposes. This request
for disposition authority was submitted to NARA as a revision to
previously approved SF-lIS, dated 6/22/95, bearing NARA Job
Number Nl-65-9S-03.

Any questions concerning the NARA approved disposition
authority for the destruction of the CJIS fingerprint records and
jackets and related material may be directed to Archives
specialistl I b6

b7C

2



To: CJIS From: ~cords Management
Re: 66F-HQ-Cl186292, 09/13/2002

LEAD(s)z

Set Lead J.:

AT CLARKSBURG, WV

As authorized by NARA, CJIS Division may proceed with
the destruction of all fingerprint cards and other corresponding
manual indices when the records indicate that the individual has
reached 75 years of age.

cc:

••

1 - Mr. Hooton, Room 11703
1 Mr Garrity, Room 11703
1
1

-_l---·----.....J1=QQi 11703I ~ Room 4933

3

b6
b7C
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REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See ;"!ltuc:tions on reverse)

LEAve.LANK
JOB NO.

TO: GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 2040B

DATE RECEIVED

O~-- I~-- d:Z
NOTIFICATION TO AGENC'/'

5Jl ,

I hereby ·certlfy that I am authorized to act for this agency In matters pertaining to the d osal of the agency's records;
that the records proposed for disposal In thIs Request of 1 page(s) are not now needed for the business of this
agency or will not be needed after the retention periods specifIed; and that wrItten concurrence from the General
Accounting Office, If required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, Is
attached. '- b6

. D rY1 b7CA. GAO concurrence: Is attached; or I!..J is unnecessary

~=D~e,!;;p:.;;a::..rt;:;m;.;e;:n:,;.t;:"o;,f==J:;u::.::.st::.i.=ce.=... I I" acco,da"ca wllh Ih a ,'lIvlalllll. III 44 U.a.c. ~3rU.
Z. MAJOR5UBDIYISION "," dlopoIII ,"qveol,lnclvdill.l",andll\I"II,ls ',II'OWed

'"clpl'a, lIa"" Ihl' ml' Irl malked 'dll,OIllIo" IIDI
,.....,~.:;.;.:.;.;.,;;;;;,:;;;,;::,.::.:...:.:..:.:..:=;.!!!..;;;.;.;.;~~~ I • PPIO'" d- D' 'willlll'aw,,' '" clllv",,, 10. ""a ,eCOrd.

1'1 p'DpDJld '0' dllPOIII, Ihl .llInIIV'1 0'1111 A,.lIivillll
IIDI Ilqull.d.

8. DATI

5/14/200~

O. TITLE

Archives Specialist
Records Management Division

7.
ITEM
NO.

...... '5"
(Wllh '"clu~lv. D.ru Dr Rat." flo" Plr/odl/

CRIMINAL JUSTICE INFORMATION SERVICES (CJIS) DIVISION
RECORDS (Revision To NARA Job N1-65-95-03]

I. GRS OR
SUPEIUEOED

JOB
CITATION

10. ACTION
TAKEN

(/IIA111 UU
O/>/lYI

Fingerprint records~ackels containing fingerprint cards. rap sheets and related
material, alphabetical name indices, which were generated in connection with the
background Investigations of military personnel and certaIn Federal civilian Job
applicants. The contents of these Jacketsl records have been provided to the FBI
CJ IS Division (1992 successor to FBI Identincalion Division]. as a result of Federal
employment, applications, military servIce, and/or requests by IndivIduals desiring to
have their fingerprints placed on record with the FBI for personal identification
purposes.

1. Manual Records

(a) Civil Fingerprint Cards I Records
N1.f5-95-0J
Item f(iI)

Fingerprint cards and related manual indIces generated in connection
with background investigations of military enlistees. clvman applicants
for Federal positions, etc.

DESTROY all fingerprint cards and other corresponding manual
indices when the reeords indicate that the Individual has reached 7S
years or age

11 5·108 , I NSN 754r-00.1l34.40G4 STANDARD FORM 115 (REV.• ·13)
"'lIcrlltlll Ity GSA
FPUR I., ~FA\ .n,.11 •
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•FEDERAL BUREAU OF INVESTIGATION

Precedence: PRIORITY Date: 10/17/2002

To: Kansas City

Los Angeles

Richmond

washington Field

Attn:

b6
b7C

SAC Kevin L. Stafford
ASAC Monte C. Strait
ASAC Michael Tabman
Aol
AD I"?C........R~o:-:n::-a:::"""l"'"l"C'l'd---:;:-L-.----:;I:-:cd'l"':e:""':'n:----
Acting SAC Herbert M. Brown
Acting ASAC Charles R. Joyner
Aol I
SAC Donald W. Thompson, Jr.
~~~C Roy L, Tubergen I
AD!~ Van A. Harp
~~[;pa SAC Top; Mar; Foa'1

Drafted

From: Records Management
Records Policy and Administration/Room 11703

Contact:1-------"":"'L-----------1
Approved By: Hooton William L~ uo'J.

By, 1Card tv Robart T 'r12' ~

Case ID #: 66F-HQ-Cl190059 - 2e~

Title: NATIONAL ARCHIVES AND RECORDS
ADMINISTRATIONj ASSESSMENT OF
FBI RECORDS MANAGEMENT PROGRAMj
FINAL REPORT WITH FINDINGS AND
RECOMMENDATIONS

Synopsis: Information pertaining to the National Archives and
Records Administration (NARA) assessment of the FBI's current
records management program and the recommendations, made by NARA,
for FBI action.

Reference: 66F-HQ-Cl190059 Serial 180
66F-HQ-Cl190059 Serial 245
66F-HQ-Cl190059 Serial 246
66F-HQ-Cl190059 Serial 253

Enclosure(s): NARA Final Report, dated 10/15/2002, with Findings
and Recommendations pertaining to NARA assessment of FBI Records
Management Program.



To:
Re:

Kansas City 4Ilom: Records Management ~
66F-HQ-Cl190059, 10/17/2002

Details: NARA and the FBI agreed to work together to assess the
FBI's current records management program and to recommend
priorities for FBI action. The purpose of the assessment was to
examine the current state of the records management program and
environment. The resulting final report and recommendations
assist the FBI in identifying deficiencies in the system and
specify goals for improvement.

The NARA assessment, coordinated with the Records
Management Division, commenced on January 23, 2002 and continued
through July, 2002. In addition, the NARA representatives
visited the receiving field offices. Referenced serials provide
details pertaining to the individual field office visits. After
providing a briefing to the field office management, the NARA
representatives conducted interviews with various personnel, both
agent and support, relative to records management issues within
the field office. Personnel interviewed included individuals in
the following positions:

Administrative Officer
Supervisory Administrative Specialist - Records
Information Management Analyst
Squad Operation Assistants (with Information
Management Analyst background)
Special Agent (less than 3 years of service)
Special Agent (more than 10 years of service)
Computer Specialist (with E-Mail management
responsibility)

In addition to the individual interviews the NARA
representatives conducted a random audit of FBI employee E-Mail.
The purpose of the audit was to assist NARA in ascertaining 1) if
the E-Mail may be a federal record, and 2) if they are federal
records, to determine if and how they have been preserved.

Each field office which participated in the assessment
project is requested to review the attached NARA Final Report,
dated 10/15/2002, with Findings and Recommendations pertaining to
NARA's assessment of the FBI Records Management Program. No
later than November 7th, each field office is requested to
provide a point of contact for the purpose of scheduling a
teleconference with representatives of the Records Management
Division, lead representatives of the NARA Targeted Assistant
Assessment Team and individuals from each of the participating
field offices to discuss the findings and the recommendations in
the report. The teleconference is scheduled for 1:00 p.m.,
Eastern Standard Time, on 11/21/2002. Please provide the name

2
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To:
Re:

Kansas City 4Ilom: Records Management ~
66F-HQ-Cl190059, 10/17/2002

and telephone number of a point of contact to Marie B. Allen,
Chief Records Policy and Administration Section.

Thank you for participating in this important
assessment project and for taking the time to r~view and correct
any errors in the NARA report.

3



To:
Re:

Kansas City 4Itom: Records Management ~
66F-HQ-Cl190059, 10/17/2002

LEAD (s) :

Set Lead 1:

ALL RECEIVING OFFICES

Review attached NARA assessment of the FBI's current
records management program and the recommendations, made by NARA,
for FBI action.

Set Lead 2:

ALL RECEIVING OFFICES

No later than November 7, 2002, furnish to FBIHQ a
point of contact for the purpose of scheduling a teleconference.
Name and telephone number of point of contact should be furnished
to SectjOD Chjef Marie B. Allen by E-Mail or by telephone atl

I J. '-----
CC: 1 - Mr. Hooton, Room 11703

1 - Mr. Garrity. Room 11703

1 ~ LEjoom11703
1 - R m 5328 b6
1 Room 4933 b7C

••

4



FINAL REPORT WITH FINDINGS AND RECOMMENDATIONS
NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

ASSESSMENT OF FBI RECORDKEEPING
October 15, 2002

General Background

The FBI is an organization whose core mission depends on
maintaining high quality, accurate, and complete records that can
be easily and efficiently retrieved for a long period of time after
the case is closed. Changes in FBI work processes and
recordkeeping practices brought about by the increasing use of
computers and information technology culminated in the Bureau
instituting a universal case numbering system in 1991, developing
the Automated Case Support (ACS) system in 1995, and eliminating
the headquarters case file as a separate investigative record in
1997.

To begin addressing the impact of these recordkeeping changes I

NARA agreed to conduct a focused records management assessment in
selected headquarters and field offices. The assessment addressed
specific questions developed by NARA and the FBI relating to
agency-wide recordkeeping attitudes and practices. The FBI Records
Management Division requested that NARA focus this assessment on
the core records of the FBI, its investigative files. The principal
goal of the assessment project was to review the management of FBI
investigative records across the records lifecycle (i.e., records
creation and receipt; maintenance and use, and final disposition)
by interviewing selected FBI staff, and to bring specific records
management issues and recommendations to the attention of FBI
management for future action. Another goal of the assessment
project was to· identify a variety of cross-cutting cultural
perceptions relating to FBI records management that the Records
Management Division must also consider as it reorganizes its
records management program. The entire project was coordinated
directly with the Assistant Director and Deputy Assistant Director
of the FBI in charge of the Records Management Division.

Since the early 1980s, NARA's interaction with the FBI has
been defined by a lawsuit filed against the FBI and NARA by the
American Friends Service Committee concerning the FBI's retention
and disposition of records. As part of the resolution of the case
(along with the development of a revised records schedule), the FBI
executed a Memorandum of Understanding with NARA to update the new
schedule at five-year intervals. This assessment is the first of
a series of proj ects required to update the Bureau I s records
schedule as part of the current five-year update cycle

National Archives and Records Administration Final Report, dated
10/15/2002, with Findings and Recommendations

5



FBI Support of the Assessment Proiect

The FBI Records Management Division provided excellent
assistance to the NARA assessment team. They initially provided a
wide range of background information including operations and
procedures manuals, training manuals, and briefing materials. They
also provided tours of FBI records facilities, and arranged
necessary meetings with FBI staff in other headquarters and field
offices, sometimes on short notice. Records management personnel
and individual interview subjects have been universally helpful in
providing information and especially forthcoming in sharing their
opinions about recordkeeping issues at the FBI.

Methodology

Following planning meetings between the FBI and NARA, the NARA
assessment team developed a questionnaire and conducted a series of
test interviews with investigative and support staff at all levels
at headquarters. In addition to receiving background briefings
from the Correspondence Unit, the Archival Unit, and the Historical
and Executive Review Unit to get a baseline understanding of the
FBI records lifecycle, we interviewed an Information Management
Assistant (IMA) , a Supervisory Special Agent, and an Inspector who
formerly served as an Assistant Special Agent in Charge of a field
office. We quickly realized that a traditional view of FBI records
management, with headquarters records and files being the starting
point for examining recordkeeping issues at. the FBI, was not going
to work well for this assessment.

The focus of the pilot assessment shifted to the field offices
because, since 1999, they are the office designated to keep the
"record copy" of all investigative case files. Cases are now
assigned to a "lead" field office (known as the "office of
origin") , with other field offices participating in the
investigation as necessary or as requested by the office of origin.
Headquarters units generally provide case monitoring and oversight,
approvals of special requests and procedures, policy-level guidance
for investigations, and liaison and coordination between field
offices, headquarters staff, and the Department of Justice.
Headquarters units do not typically keep entire copies of
investigative files.

The first phase of the project was the completion of a "pilot"
assessment in selected headquarters offices and one field office,
and the submission of an interim report for review by the FBI. We
organized our pilot questionnaire and analysis around recordkeeping
attitudes and practices relating to the stages of the records life
cycle: creation and receipt; maintenance and use; and final

National Archives and Records Administration Final Report, dated
10/15/2002, with Findings and Recommendations

6



disposition of records in all formats and media. We then
interviewed six Bureau personnel at the washington Field Office:
the Administrative Officer, an agent with more than ten years
experience, an agent with less than three years experience, an
Administrative Unit Supervisor, a Senior Administrative Specialist
for Records, and an Information Management Assistant. We also
reviewed records in the ACS system and in hard copy files when it
was necessary to understand or clarify a point, or when it was
helpful to differentiate the many types of records maintained by
the FBI in various locations.

The interim report identified major issues, findings related
to each issue, and one or more recommendations for each issue. The
assessment team met with the leadership of the Records Management
Division to discuss the focus and format of the final assessment
report. They agreed that it would be most useful to them in its
current bulleted format.

The second phase of the project was to visit three additional
field offices (Richmond, Virginia; Kansas City, Missouri; and Los
Angeles, California), and interview essentially the same cross­
section of staff as in the Washington Field Office visit. Los
Angeles has established new positions to address the problems of
diminished support staff in the field office. These positions
combine the duties of the squad secretary and the investigative
management analyst and are known as Squad Operations Assistants.
They have also established supervisors for the Squad Operations
Assistants known as Office Services Supervisors. We interviewed
two Office Services Supervisors in addition to the Supervisory
Administrative Specialist.

On each of these visits, we identified certain personnel in
the field offices with whom we wanted to speak, but with whom it
would not be appropriate to conduct a full-fledged interview using
the detailed questionnaire. These included a computer specialist
in each office, the Chief Division Counsel and his assistant in
Kansas City, the squad supervisor of a Joint Drug Intelligence
Group (JDIG) in Kansas City, and a former supervisor who had
recently returned to being a street agent in Los Angeles. With
these individuals, we had discussions on a range of issues relating
to FBI recordkeeping. The JDIG supervisor also demonstrated the
capabilities and content of a JDIG document database.

For the second-phase field visits, we reviewed paper and
electronic records with Information Management Assistants to see
the capabilities of the system and to see whether there were any
discrepancies between the paper and electronic case files. We also
identified the use of electronic mail as an area that needed to be
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examined. The FBI has an internal-only electronic mail system for
its employees. Most FBI employees do not have electronic mail
accounts that provide access outside the FBI's network. The FBI
Office of General Counsel did not clear our access to electronic
mail in time for our visits to Richmond and Kansas City. At the
Los Angeles field office, we were able to review the electronic
mail records in the accounts of one agent and one support staff.

Issues, Findings, and Recommendations

1. Issue: There are multiple copies of every investigation case
file, and multiple copies (electronic copy, hard copy, lead
copy and notification copy) of Bureau generated documents.

Findings

• ACS contains a portion of every investigative case file.
ACS consists of documents created by the FBI in a word
processing program. Most FBI offices do not have scanning
equipment, so records received from sources outside the
FBI cannot be loaded into ACS.

• The office of origin for an investigation is designated
as the custodian of the "official" case file. An office
creating or receiving a document in hardcopy should enter
the document attributes into ACS and forward the original
document to the office of origin for inclusion into the
office of origin case file. There is considerable
confusion as to what should be sent to the office of
origin.

• Field offices and headquarters offices that create or
receive documents pertaining to a case maintain a copy of
those documents in a case file, after forwarding the
original to the office of origin. The same case number
is supposed to be used by each field office, headquarters
office, and office of origin.

• Agents often maintain a reference copy of approved
documents they create or receive in the event that
something happens to the paper copy.

• Duplicate files create the potential for the official
file not being complete.

• A review of paper and electronic records during field
office visits verified the creation and maintenance of
multiple copies of investigative files.
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• When office send an original document to the office of

origin, the original is sent by overnight mail and a copy
is emailed or faxed. Duplicate copies of documents also
create the potential for poor filing. Both versions of
the document or neither version of the document might
make it into the office of origin case files.

Recommendations

Short Term

• Establish clear policies for recordkeeping
responsibilities for headquarters offices, the office of
origin and the auxiliary offices.

• Establish clear recordkeeping requirements for working
papers and background material related to investigative
case files, which are not sent to the office of origin.

• Recordkeeping requirements should also cover non­
investigative records, especially in headquarters.
Currently, there is no mechanism for separating and
identifying policy and implementation files in a
headquarters office. These records are often interfiled
with headquarters investigative case files.

Long Term

• Develop a centralized electronic recordkeeping system
that contains a complete record of an investigation and
which includes all electronic approvals and concurrences.

2. Issue: The office of origin file, which is the official
record copy of an investigation, may not always be complete
and up-to-date.

Findings

• On the question asking if there are procedures that
define what documents are included in the official office
of origin case file, most respondents answered yes, and
the rest of the respondents were evenly split between
those who said there were no procedures and those who
said they did not know if there were procedures. Some of
the respondents told us it was up to the agent to decide.

• Field offices and headquarters offices do not send all
the documents to the office of origin. One person
interviewed said that approximately 40% of the documents
in a case were sent to the office of origin. An agent
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stated that her office is the office of origin for a case
and she knew that other offices are working on the case
but she has received very little paper from these other
offices.

• One Information Management Assistant regularly receives
paper copies created in the lead or auxiliary office that
have not been uploaded to the ACS electronic case file.
She stated that if she uploads the attributes (metadata)
of the documents without the text, she is exposing
herself to a penalty when internal office audits are
conducted. She keeps the paper documents and repeatedly
contacts the other office until they upload the
documents. This process can take weeks.

• In reviewing electronic case files at headquarters, the
correspondence unit showed the NARA team instances where
field offices had established case file numbers for cases
in which they were not the office of origin.

• There is a backlog of electronic communications in field
offices that require indexing and uploading into ACS.
Agents across the country may not be using the most
current information in ACS.

Recommendations

• Establish clear policies for where investigative reports
and other records are to be maintained.

• Establish easily understood procedures for transmitting
all case documents to the office of origin in a timely
manner.

3. Issue: Staff believes that the FBI needs to maintain paper
copies of investigative case files.

Findings

• Agents believe that paper case files will always be
required for legal reasons.

• Staff does not trust FBI computer systems for retrieval
of records when they need them.

Recommendations

• Brief staff members on the issue of legal acceptability
of electronic records in training sessions provided by
FBI attorneys.
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• Ensure that FBI systems provide reliable access to needed

documents, and organize users groups to provide feedback
on system problems.

4. Issue: There are both paper and electronic records created or
received in the course of investigations that are maintained
and used outside of standard FBI recordkeeping practices.

Findings

• Areas defined as "High Intensity Drug Traffic Areas", or
HIDTA, by the Office of National Drug Control Policy have
established Joint Drug Intelligence Groups (JDIG) which
coordinate the efforts of multiple federal, state and
local agencies. JDIG squads develop large document
databases (using the Intel Plus program or "Major Case
Database" programs) using the information from all of the
participating agencies.

• The Kansas City JDIG squad demonstrated the capabilities
and content of the document database used by the JDIG
squad. The FBI has not considered the records management
issues associated with creating localized Joint Drug
Intelligence Group document databases (and other similar
systems), especially whether they are official federal
records.

• When the Bureau works on large, high priority, complex
cases (such as the Oklahoma City Bombing, the September
11 terrorist attacks, or the Anthrax investigations),
they enter lead information in a Rapid Start database in
order to track the huge number of leads involved. Rapid
Start is a stand-alone system that does not link to ACS.

• In large white-collar crime or public corruption cases,
squads often collect hundreds of thousands of pages of
documents as evidence (pursuant to subpoena or discovery)
that cannot be effectively managed or retrieved. One
agent noted that there has never been any training in how
to manage large collections of documents collected in the
course of an investigation.

• Investigators also acquired electronic data (membership
databases of professional organizations, electronic bank
records, etc.) as evidence. The FBI is unable to fully
manipulate and analyze this type of information because
it cannot be integrated into the electronic case file.
For example, a WFO squad was unable to use a database
program developed by the National Drug Intelligence
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Center for a specific investigation because it was not
approved for use on FBI computer systems.

• Los Angeles (along with eight other regional centers) has
scanned all of the cases in certain foreign
counterintelligence classifications going back to 1993
for review at headquarters and by the Congress. LA
scanned 3,000,000 pages in three weeks. For these' cases I

the electronic documents are both more complete and
potentially more useful than the correlating cases in ACS
and in the paper files. '

Recommendations

• Conduct a closer examination of the investigative process
to determine exactly where all of the investigative
records are created and maintained.

• Establish a recordkeeping system that effectively manages
all of the records created and maintained by the FBI,
including local or stand-alone databases.

• Develop systems capable of integrating electronic
evidence into the case files, such as data warehouses.

5. Issue: ACS does not function adequately as an indexing I

tracking, or recordkeeping system, and there are quality
control problems for data entry.

Findings

• When indexing, IMAs sometimes enter information
incorrectly, which means the entry cannot be searched.
For example, Mr., Mrs., and Miss are not supposed to be
entered but some IMAs do, which means a user would have
to include those terms in order to search for the name.

• ACS does not contain copies of documents received by the
FBI, any non-textual records, or odd sized documents.
ACS is not capable of storing top secret classified
records, meaning that entire investigative divisions are
unable to use the system and the top secret classified
serials of a case are not uploaded into ACS.

• Certain personnel understand how to limit access to case
information in ACS. Other personnel do not know how to
utilize this capability to help assure ACS/case file
security.
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•
• It takes too long to print documents from ACS so agents

write down information.

• There is no global search capability in ACS, and it is
unclear when hits represent everything that is relevant
in the file.

• Searches with too many hits cause the system to stop
functioning without completing the search.

• One respondent stated that some agents do not use ACS, so
their documents are not uploaded into the system.

Recommendations

• Improve the quality of data entry through increased staff
training, by providing easy-to-follow data entry
procedures, and by establishing uniform quality assurance
standards to verify that information was correctly
entered into FBI systems

• Eliminate any backlog of uploading documents to ensure
that the electronic case file has the most current and
up-to-date information.

• Clearly identify responsibilities of IMA$ and agents and
provide unambiguous procedures for them to follow.

• Conduct periodic inspections or audits for data entry to
ensure that training is successful and procedures are
followed agency-wide.

• To address the search limitations in ACS, explore using
a browser-based system where hits are ranked by their
relevance to the search. Such a system would give users
more confidence in the system.

6. Issue: Records created and received using electronic mail
applications are not compatible with ACS. If an agent creates
or receives a case-related record using email the information
must be converted to the word processing application to be
uploaded into ACS.

Findings

• One agent said that he never uses email for case related
work because email and ACS are not compatible. However,
this practice may vary within the FBI.
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• Agents maintain email in their own electronic mailboxes.
No one we spoke with prints and files email messages.

• According to all of the computer specialists we
interviewed, audits of Bureau employee electronic mail
are not conducted. Consequently, there is no Bureau-wide
understanding of how electronic mail is actually being
used.

• Prior to September 11, there was a 90-day auto-delete
function on the FBI electronic mail system. Headquarters
has directed that function to be turned off since
September 11.

• The assessment team I s visit to the Los Angeles field
office included a review of the electronic mail account
of one agent and one squad operations assistant. Our
review indicated that these individuals use FBI
electronic mail primarily for administrative and
transmittal purposes.

Recommendations

• Establish a written electronic mail policy,which
includes the use of electronic mail for case-related
work.

• Establish an electronic recordkeeping system to enable
external and internal electronic communications to be
maintained with the related case file or be destroyed
after their usefulness ends, in accordance with NARA­
approved dispositions.

7. Issue: Agents and units maintain unofficial drop files in
paper and electronic form.

Findings

• Nearly every agent mentioned the practice of maintaining
drop files or reference files at their desk and also at
the unit level.

• Agents maintain electronic drop files in electronic mail
mailboxes and in word processing programs on personal
computers and floppy disks.

Recommendations
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• The reappraisal of headquarters and field office records
should include these drop or reference files at all
levels.

• Establish clear recordkeeping requirements for these
records.

8. Issue: Procedures manuals are rarely read or followed by
agents and administrative staff.

Findings

• There is a lack of inclusion of field office staff when
changing policies and when implementing new policies.
Often there are new requirements in ACS that field office
staff must learn without any guidance from headquarters.

• In Richmond and in Los Angeles, the administrative
supervisors are developing their own !lIMA handbooks" for
use by administrative staff which consist of procedures
extracted from the Manual of Administrative Procedures
and the Manual of Investigative Operations and
Guidelines. Los Angeles has also issued directives that
define how paperwork should flow through the office.

Recommendations

• Update and simplify all manuals in plain language.
)

• Utilize web-based or interactive prompts to provide easy
lookup of specific information from manuals.

• Produce pocket guides for easy reference on particular
topics.

• Include field staff when developing new policy.

• Notify field staff of policy changes before they are
implemented.

• Utilize the work already done in the field offices (see
findings above) if it is applicable Bureau-wide.

9. Issue: Because of the volume of information and the
deficiencies of the ACS system in transmitting and maintaining
case documents, there is no clear method of identifying the
urgency of a specific document or lead.

Findings
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• Under the old paper-based system, there was such a thing
as an immediate teletype. A veteran agent in Los Angeles
has never seen an "immediate" electronic communication,
that is, a document that requires immediate attention.

• One veteran agent described a situation following
September 11 where he and his partner covered a lead from
Rapid Start, and as he was leaving the interviewee's
residence, two agents from one of the Resident Agencies
arrived to cover the same lead.

Recommendation

• Develop a more effective workload assignment priority and
tracking system module for the new recordkeeping system
where a lead can be prioritized, checked out when it is
assigned and being covered, and checked back into the
system after it is covered and reported.

Cultural Perceptions

The cultural perceptions identified below are crosscutting
issues found throughout FBI divisions, field offices, and
headquarters. Finding solutions to the cultural perceptions of FBI
recordkeeping will be among the most difficult problems facing the
FBI, especially the Records Management Division.

• There is a general lack of trust/respect of headquarters
personnel by agent personnel in the field offices.

• Very few FBI personnel have confidence in ACS or in their
ability to fully utilize ACS functions.

• Staff do not trust ACS, the mail, or other staff to
correctly maintain records so everyone keeps copies of
documents that pass through their hands.

• Because ACS does not contain complete, current, and
accurate information on a case, some agents do not want
to use it at all.

• Every staff member at all levels believes that they need
to maintain a "record" of their transactions, even if the
official record copy is elsewhere. There appears to be
a feeling that since staff members are held accountable
for their work, then their work must be maintained at
their work site or even their work station.

• There is a lack of communication between IMAs and agents.
Agents believe that the IMAs should automatically

National Archives and Records Administration Final Report, dated
10/15/2002, with Findings and Recommendations

16



"-..

.'-:;

complete administrative tasks and the IMAs believe their
job is to follow specific instructions from agents. The
lack of communication inhibits information being entered
into ACS.

• FBI policies and procedures (mainly relating to computer
security) have prevented the FBI, as an organization,
from taking maximum advantage of information technology
including electronic mail for external communication and
the Internet.

• Many people are more comfortable using and maintaining
paper to do their work.

• Most FBI employees do not have external electronic mail
capabilities at their desktop, but have to use central
workstations designated for Internet access.

• Electronic communications using ACS is the principle
method of internal FBI communication, so FBI staff does
not use electronic mail and other common desktop tools as
most other Federal agencies do.

• Agents believe that manuals are out-of-date and are too
"huge" to read and use. Agents said they use manuals
"now and then."

• Staff members do not believ~ that defined procedures
work.

• Although manuals are not widely used, FBI management
expects that the detailed written procedures be followed
exactly.

Conclusion

As in most Federal agencies, records management at the FBI has
largely focused on the disposition of records. This assessment
shows that the Bureau's recordkeeping problems begin with records
creation and maintenance. Finding solutions to these problems and
implementing them will require commitment from FBI leadership and
the efforts of a team of people developed from many parts of the
organization including the Director's office; the Records
Management Division; human resources staff; information technology
staff; security staff; the investigative divisions; and
representatives from the field offices. As the FBI works on
technological solutions to improve records management, it should
especially address issues of maintaining the enormous volume of
records created in FBI offices, and the many cross-cutting cultural
perceptions identified in this assessment report.
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The FBI should produce concise, understandable recordkeeping
requirements for each type of file: office of origin, headquarters,
and other offices working on an investigation. The recordkeeping
requirements should include electronic records such as ACS,
electronic mail, and all future systems. Duplicate files, an age­
old problem in government offices, damage the integrity of the
"record copy" of the case file. For example, documents uploaded
into ACS and electronically sent to the office of origin are also
faxed and sent by mail to the office of origin. In a large case,
the office of origin could receive numerous copies of each
document, and these multiple copies can easily be misfiled and make
cases unmanageable.

Implementing recordkeeping requirements and improved records
management practices is largely a matter of consistency,
communication, staffing and training. The recordkeeping
re,sponsibilities of agents, IMAs and supervisory agents should be
specifically defined, and it must be clear in the FBI that all
staff have important recordkeeping responsibilities regardless of
their position and geographic location. There is a perception,
especially among agents, that recordkeeping means additional
administrative responsibility, and therefore less time for
investigative work. The Records Management Division (and a senior­
level records management task force) should work to change that
perception so that agents understand that better recordkeeping can
actually improve the efficiency of the entire organization.

Strengthening records management staffing is essential for
successfully implementing a comprehensive, nationwide records
management program. A nationwide network of professional records
managers should be responsible for the implementation of new Bureau
records management policies and recordkeeping requirements. An
additional approach might be to assign an experienced records
manager to major task forces or cases.

Records management training is a key element in the
implementation of recordkeeping requirements. Specific training
should be developed for supervisory special agents, special agents,
IMAs and other staff. Short web-based interactive training modules
could be effective training and professional development tools.
Another method of developing a professional records management
staff and providing training is to hold annual Bureau-wide records
management conferences for FBI staff.

Recordkeeping should continue to be included in the regular
FBI inspection program, and the Records Management Division should
develop methods to identify problem areas and weak programs in FBI
offices. In addition to these periodic program evaluations, the
FBI should develop a quality assurance program to regularly audit
recordkeeping on a day-to-day basis.
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Although this assessment found many issues that need to be
addressed by the FBI, it is important to note that the FBI staff
interviewed during the assessment expressed concerns about FBI
recordkeeping and believe it to be an important issue. Developing
consistent policies, opening clear lines of communication,
establishing a comprehensive records management training program,
and developing a professional records management staff throughout
the FBI are proactive measures designed to assist in restoring the
trust of staff in FBI recordkeeping practices.
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U.S. Department of Justice

Federal Bureau of Investigation

Washington, D. C. 20535-0001

October 18, 2002
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Reference Service Branch
Washington National Records Center
National Archives and Records Administration
4205 Suitland Road
Suitland, Maryland 20746-8001
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The purpose of this letter is to provide current
authorization forms which list those FBI employees who are
authorized to pick-up and/or request FBI records currently
maintained at the Washington National Records Center (WNRC).

The enclosed forms are dated October 18, 2002, and
provide the listed individuals with pick-up/request authorization
for Fiscal Year 2003 and supersede any other authorization forms
currently on file at the WNRC.

Any questions concerning·this matter may be directed to
FBI Archives specialis9 latl'-- __

Sincerely yours,

Marie B. Allen
Supervisory Archivist
Records Management Division

- Mr. Hooton, Room ~1703

- Mr. Garrity, Room 11703
- Mrs. Allen, Room 11703
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FE.BUREAU OF INVESTIGATION.

Precedence: ROUTINE Date: 10/25/2002

Attn:

Attn: Marie B. Allen

From: Washington Field
Administrative Officer
Contact: Wanda A. M~~~~

To: Records Management

Approved By:

Drafted By:

Case ID #: 66F-HQ-Cl190059 (Pending)/
66F-WF-202122 (Pending)/, (oW

Title: NATIONAL ARCHIVES AND RECORDS
ADMINISTRATION; ASSESSMENT OF
FBI RECORDS MANAGEMENT PROGRAM;
FINAL REPORT WITH FINDINGS AND
RECOMMENDATIONS

Synopsis: To identifY~r-- ---'\ as Point
ot Contact (POC) forW~willserve
as alternate POCo

b6
b7C

Details: This is to advise that Wanda Montgomery, Acting
Administrative Officer, will serve as POC for WFO for the purpose
of scheduling a teleconference with representatives of the
Records Management Division, lead representatives of the NARA
Targeted Assistant Assessment Team and individuals from each of
the participating field offices to discuss the findings and the
recommendations in the report.

WFO has formulated a team of individuals, some of which
participated in the beginning assessments of the program review
and interviews, that will meet on 11/7/02 at 10:00 a.m. These
individuals will review the NARA Final Report, Findings and
Recommendations in preparation for participation in the
teleconference scheduled for 1:00 p.m., Eastern Standard Time, on
11/21/02.

a:wam29802.ec
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1137 BRANCHTON ROAD.
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FAX: 724-794-2838
wwwironm~untain.com

\.(

• •
RECORDS MANAGEM~NT

August 1, 2002
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Federal Bureau ofInvestigation
Attn:IL....- 1

10th S1. & Pennsylvania Avenu NW
Washington, DC 20535 ------

DearIL...- _

In response to a request received at our office, we are enclosing additional sets of authorization
cards for your use in updating your authorized personnel.

1. Please have the card(s) signed where indicated for the authorized person.
2. Have the card(s) filled in as to what access the authorized person is to have.
3. Have the card(s) signed by an officer of your organization.
4. Please be sure that each authorized person signs the white copy and pink copy with the

identical code number.
5. ..The white copy is returned to us.

6. The pink copy is retained by the authorized person.

Please'note: Only one (1) authorization card required per person.

Sincerely,

.:f·_'-

.. j, " . . .
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. The Leader in Records & Information Management
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College Park, Maryland 20740-6001

August 7, 2002

NWM 16.2002

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE
MANAGERS: Request for comments on "Proposal for a Redesign of Federal Records
Management

NARA is seeking public comment on the Proposal for a Redesign of Federal Records­
Management. This proposal is part ofNARA's series of records management initiatives to
examine and redesign, as necessary, its records management policies and procedures. The
Proposal is available on the NARA Records Management web page at:
http://www.archives.gov/records_managementlpdf/nnJedesign.pdf. A HTMLversion is
available at http://www.archives.govlrecords manaFementlinitiatives/rmJedeSign.html. For a
paper copy of the report, contact i Imnara.gov.

TheStrategic Plan of the National Arcn1ves and Records Administration (NARA) states that
NARAwill en~ure ready access to essential evidence that documents the rights of American
citizens,the actions of Federal officials, and the national experience. In support of the NARA
Strategic Plan, this Proposal for a Redesign.of Federal Records Management lays out a
strategy for a redesigned records management program at NARA. The strategy calls for NARA to
partner with stakeholders to ensure that:

• Federal agencies can economically and effectively create and manage records necessary to
meet business needs, .

• Records are kept long enough to protect rights, assure accountability, and document the
national experience, and

o Records are destroyed when they are no longer needed and it is practical to do so.

b2
b6
b7C
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We urge you to read this document and provide feedback to NARA. Comments must be
received by se:tember 15,2002. Please send your comments to OL) by
email t~ ~nara.gov or by fax t r by mail to NPOL, National
Archives at COlege Park; Room 4100, 8601 Adelphi Rd, College Park, MD 20740-6001.

""------:-A"""":T"ctin~gD~irec---:-to--r~.~. ........--.1 MoF - Hex - c. \\<100S9~ ZCf3
Mod~lfllRecQrdsPrograms , '
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NatiOtllJIArchivesand'RecQrds Administration



NatiOnal.fJrch~ves and Records-Administration
8601 Adelphi Road

College Park, Maryland 20740-6001

'AUG 08 2002

Federal Bureau ofInvestigation
935 Pennsylvania Avenue, NW
J. Edgar Hoover Building
Washington, DC 20535-0001

Dearl ......

In fiscal year 2003 the Records Center Program will offer Stratified Report Invoicing. This new
service will provide you with an invoice that reports records center services below the record
group. Stratified reports will allow you to determine which administrative sub-units within your
agency received records center services. Your agency will continue to receive one invoice from
the NARA Records Center Program each month. If you currently have more than one office
sharing a record group and would like to determine the records center services provided for each
office, Stratified Report Invoicing is for you!

To enable us to provide this service, we will need to work closely together.

You will need to:

• Determine a unique two character alpha-numeric "charge code" for each unit of the
organization for which a report breakout is desired, i.e., an administrative sub-unit that shares
a record group.

• Require that the appropriate charge code is annotated prominently on all requests for RCP
services, i.e., annotate the charge code on every SF 135, OF 11, CIPS request, email request,
letter request, refile document and interfile document sent to NARA records centers for
action. This requirement must be in place prior to the beginning of the fiscal year (October 1,
2002).

• Obtain a list of your current records center holdings from your RCP Account Representative.
You will use this list to annotate each trans~er,(acceflsion) number with a charge code. Once
.this has been completed, you will need:to return the electronic -listing to the Account . -
Representative.

These actions will enable your Account Representative to provide you with a monthly invoice
that reports the records center services by the charge codes within a record group.

Please conta~ ~our Account Repre~~ntative, a~ ~o later than August
16, 2002 for etaIied Instructions if you would 'ike to begin using this service in fiscal year 2003.

Sincerely,

b6
b7C
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Records Center Program Director

NARA's web site is http://www.nara.gov
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August 9, 2002

(*[a1:lIfeaJJ ::v:stigatr.n
J.'EQgar oover"B"uiIamg
935 Pennsylvania Avenue, NW
Washington, DC 20535-0001

Dea~'--- ----J

As discussed in previous correspondence, the Records Center Program of the National
Archives and Records Administration is pleased to announce that transactional billing
will be in place for the upcoming fiscal year. Transactional billing entails billing all
Records Center Program (RCP) customers for services based on the type and volume of
service provided. Transactional billing will become effective October 1, 2002.

Enclosed is a spreadsheet that projects the type of services, volume of services, and
estimated cost of services we expect to provide your agency in Fiscal Year 2003. The
volume projection for services is based on information known to the Records Center
Program. However, you may want to adjust the volume projection based on information
known to you.

Also included in the attachment is a storage projection for Fiscal Year 2003, which
projects the type of storage, volume of storage, and estimated cost of storage. The
volume projection for storage is based on information known to the Records Center
Program. However, you may want to adjust the volume projection based on information
known to you. The storage volume is expressed as an aggregate annual amount (i.e.
monthly total * 12). For Fiscal Year 2003, the storage rate will be shown as a monthly
value instead of as an annual value.

You will note from the attachment that our service line follows the traditional records
center activities of transfers, disposition, reference, refiles, interfiles, and photocopies.
For storage, most agencies will find that their holdings fall in the Standard storage
category. Some agencies may also have holdings in the Classified or Non-Textual
Environmentally Controlled categories, which contain a higher charge for Fiscal Year
2003. A few agencies may also have holdings in the Textual Environmentally Controlled
category. For Fiscal Year 2003 we will bill records in this category at the Standard
storage rate.

Since our inception as a revolving fund in Fiscal Year 2000, we have attempted to meet
the needs of our customers as quickly as possible. Many customers expressed the need to
see RCP billings based on the number of transactions. We believe that this methodology
is both fair and customer responsive, and we are pleased to be able to now offer
transactional billing.

~F -l~Q -tJ J 90059·- 29S-
NARA's web site is bllp://www.nam.gov
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A proposed Fiscal Year 2003 interagency ~greement, which provides details concerning
RCP storage and services, will be f6ny~ar9bdto you shortly. The proposed agreement
will be similar to our existing agreement; b:ut will incorporate the transactional billing
process. Ifyou have any questions or cOI,/,erns as VOJ! ~ew the enclosed projection or
the interagenc[agreement, please contacfL rtI lor via email at

I fYnara.gov. \
<.-v'-

In addition, we will be hosting a Records Center Forum on Au~st20, 2002, at lOAM.
The Forum will be held at the National Archives Building at i and Pennsylvania
Avenue, NW, Room 105. For additional information about the Records Center Forum,
please visit the RCP web site at www.archives.gov/records_center-program. The sole
topic of the forum will be transactional billing for storage and services and RCP staffwill
be available to answer questions.

We look forward to continuing as your provider of choice for records center services.

Sincerely,

DAVID M. WEINBERG
Records Center Program Director

Enclosure

b6
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FY 2003 €ustomer Estimate
Federal Bureau ofInvestigation

'\ Workload

FY 2003 Estimate

Code: Descpription Type Rate Estimate,

Customer Code: A2 \.

Storage
S I: Standard Storage
S3: Classified Storage
ST: Textual Env Control Storage -
Storage Total

Service
AO: Processing Fee Transfer
AI: Standard Transfer

FI: Standard Box Refile
F2: Standard File Refile
RI: Standard Box Reference

R3: Classified Box Reference
-

Service Total
-

Total

b2
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College Park, Maryland 20740·6001

August 16, 2002

NWM 17.2002

MEMORANDUM TO AGENCY RECORDS OFFICERS, CHIEF INFORMATION
OFFICERS, AND INFORMATION RESOURCES MANAGERS: Announcing staff changes
and new website for the Office of Modem Records Programs

As many of you know, the Office of Modern Records Programs has undergone significant
staff changes over the last few months. In addition, the National Archives and Records
Administration has unveiled a new website, in which the Records Management section has
also been reorganized.

In July, Michael L. Miller left his position as Director ofModern Records Programs to take a
position within the Federal Bureau ofInvestigation's new Records Management program.
Marie B. Allen, Director ofNARA's Lifecycle Management Division, has also departed for
the FBI's records management program.

In the upcoming month~ ID~putY-A;sist~tkChivist for~cord~S~~;s~-- .
I ;aShi!On, DC, will oversee the operations of the Modem Records Programs.

ill act as temporary Director of the Lifecyc1e Mana ement Division
e reac ed a~ ILarry can be reached a

'--------------'
Please note that you should still contact the NARA appraisal archivist assigned to your
agency with any records management questions or concerns.

The newly redesign Records Management website can now be accessed at
http://www.archives.gov/records management. You will recognize many ofthe satne
features you used from the old w~bsite. Please take a moment to visit the website and
navigate around. One 'ofthe new-features is the Electronic Records ManageI1)ent Initiative
section. This section provides information on the E-Govemment Electronic Records .
Management Initiative, for which NARA is the managing partner. E-Govemrnent is part of
the President Bush's management agenda aimed at making it simpler for citizens to receive
high-quality service from the Federal Government, while reducing the cost of delivering

b6
b7C
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those services. You can access the E-government section of the Records Management
website at http://www.archives.gov/records management/initiatives/erm overview.html.

If you have any guestions or comments on the website, please contac~,-- ~t
'-- ....J'Ymira.gov. . ..

~;rJ/'." (A ~A{J
MlcHAEL7i6RTz~-D
Assistant Archivist
For Records Services - Washington, DC

.., .,--

b6
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College Park, Maryland20740-6001

, , , August 20, 2002

NWM 18.2002

MEMORANDUM TO AGENCY RECORDS OFFICERS: Records of concern

As we approach the anniversary of the tragic events of September 11 we want to remind all
departments and agencies of the responsibility they have to protect information in their records
from getting into the wrong hands. Ofparticular concern is information that could be used lo
develop weapons of mass destruction, attack or destroy public sites or critical infrastructure, or
threaten emergency planning.

On March 19 the White House issued a memorandum for heads of executive departments and
agencies on safeguarding such sensitive information. The memorandum urged all departments
and agencies to review their records management procedures and their holdings to ensure that
they are protecting this information.

N..<\RA has implemented a nation,.wide-programto identif'y-recordso£.concern that.are in our.
archival holdings, that is, records in our legal custody. When we identify records of concern in
the archives, we withdraw the records from public access. However, records that are in NARA's
Record Centers are not included in NARA's records ofconcern program, because these records
are still in the legal custody of the originating departments and agencies. Therefore, for records
stored in Records Centers, it is the responsibility of each originating department or agency to
implement the provisions of the White House memorandum. Of course, access to records stored
in NARA Records Centers is limited to authorized agency employees or contractors.

We will be happy to provide copies of our guidance on the definition and implementation of
NARA's rFcords of concept program. Questions concerning the overall 1'0 am should be
directed tol.. Shiefof the Special Access/FOIA Staff a uestions

r---C:aD:WnlIl2:.::ieC.l.l!j·ty classified records should be directed t a
Lr- ~an help with questions concerning Recor e may 15:'l':e-;:r':'::ea~c~~~----L--,

Assistant Archivist for
Records Services - Washington, DC

(Pro F- i-tG-C 1/90059 - zcrr;
National Archives and Records Administration
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August 26, 2002

NWM 19.2002

College Park, Maryland 20740·6001

Memorandum To Agency Records Officers: Notice of special Bimonthly Records and
Information Discussion Group (BRInG) Meeting on September 5, 2002

Pleasemark your calendars for a special BRIDG meeting scheduled for Thursday, September 5,
2002.1 ~he Deputy Archivist, will discuss the latest updates on the "Proposal
for A Redesign of Federal Records Management". The meeting will be at 1:30 PM and last one
hour. It will be in Room 105 of the National Archives Building, 700 Pennsylvania Avenue NW.

~, . \

If you have not already done so, you may wish to review the two reports relating to the project
which can be found on our website. The "Report on Current Recordkeeping Practices within the
Federal Government" (also known as the SRA Report) is available on the NARA web site under
Initiative 1 at
http://www.archives.gov/recordsmanagement/initiatives/rIDredesignproject.html#reoort.In _ _
addition, we have recently completed a "Proposal for Redesign of Federal Records Management"
that builds on this report. The proposal is found on NARA's web site under Initiative 2 at
http://www.archives.gov/records management/initiatives/rID redesign project.html#redesign

Due to security requirements and space limitations, an RSVP will be required. To reserve a place
for the meeting, please provide your name, tel{hone number, a~ncy, and number of attendees
t~ rtl ~or emai nara.gov), no later than noon
on Wednesday, September 4, 2002. .

We look forward to seeing you on September 5, 2002.

Acting Director
Modem Records Programs

National Archives and Records Administration

b6
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August 28, 2002

NWM20.2002

MEMORANDUM TO AGENCY RECORDS OFFICERS: FY 2003 choice of records center
storage providers

Effective October 1,2002, Federal agencies may contract with private entities for the storage of
Federal records currently stored at Federal records centers. Although no NARA approval is
required for such contracts, agencies must comply with Federal regulations governing the storage
of Federal records at such facilities. This memo serves to remind Federal agencies ofkey
requirements governing this practice. The requirements are fully set forth in 36 CFR Parts 1220,
1222, and 1228.

Regardless of where Federal records are stored, each agency bears responsibility for ensuring
that records in its legal custody are stored in appropriate space. An agency must ensure that any
records storage facility it uses meets CFR standards. Federal records serve to document Gov-

_________ . __ errunen~ transactio!l~ _®d PI9te_ct rights_of individuaILThey_must-be-stored in-appropr-iate-space--- - -- .-- ­
to ensure that they remain available for their schedule life. The basic facility standards set forth
in 36 CFR 1228 subpart K apply to existing NARA and agency records centers and to commer-
cial records storage facilities currently storing records. Certain noted provisions apply only to
new records storage facilities. To provide appropriate environmental controls and the best possi-
ble protection against records disasters, all new facilities used to store Federal records must meet
higher or additional standards that reflect current knowledge on protecting records from damage.

We encourage Federal agencies to keep the following requirements in mind when considering
contracts with commercial storage centers.

1. Federal agencies may store permanent, temporary (excluding Civilian Personnel Rec­
ords), and unscheduled records, as well as vital records, at any storage facility that meets
the provisions of36 CFR 1228 subpart K for storage ofFederal records (and 36 CFR
1236 for vital records). Special attention must be paid to ensuring appropriate storage
conditions for records on non-paper based media (e.g., film, audio tape, magnetic tape),
especially those scheduled for long-term or permanent retention. Civilian Personnel
Records may only be transferred to the National Personnel Records Center in St. Louis.

2. If your agency contracts with a commercial records storage facility, your agency must
certify to NARA's Space and Security Management Division, least 45 days prior to first
transfer of records, that the facility complies with Subpart K before the agency transfers
records to that facility[36 CFR 1228.240(e)]. The General Services Administration has

National Archives and Records Administration
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not provided this certification to NARA on behalf of other agencies for commercial
facilities on its Federal Supply Schedule.

~ If you store agency records in a commercial records storage facility, you must ensure that
the contract allows NARA staff access to the records for purposes ofconducting a
records management evaluation or processing a schedule for disposition ofthe records
[see 36 CFR 1228.154(e)].

4. Agencies must maintain the same degree of intellectual control over records stored in
commercial records storage facility as records stored in NARA records centers. Moreo­
ver, agencies must report to NARA when permanent or unscheduled records are retired
for storage to a commercial storage facility [36 CFR 1228.156(c)]. Storage ofunsched­
uled records requires submission of an SF-lIS to NARA prior to transfer, and the transfer
can occur only after NARA has determined that the SF-lIS meets the requirements speci­
fied under 36 CFR 1228.154(b).

5. Procedures for the disposal of temporary records must include a requirement that the
facility notify agency records managers or the creating office prior to the disposal of tem­
porary records unless the disposal is initiated by the agency [36 CFR 1228.156(c)]. Pro­
cedures must also ensure that the facility transfers permanent records to the National
Archives as individual series spanning one or more years and in accordance with 36 CFR
1228.172.

6. Agencies must erisure that records which are secmity-~l~~illed-~;~the~;e~e;tricted
from disclosure by statute or regulation are stored and maintained in accordance with
applicable laws, executive orders, and regulations. Agencies must also ensure that dis­
posable records, including those security classified or otherwise exempt from disclosure,
are destroyed in accordance with the requirements specified in 36 CFR 1228.58.

If you have any questions about the 36 CFR 1228 subpart K requirements, please contact b6

Stephen Hannestad, Director of the Space and Security Management Division at 301-837-1790. b 7 C

For questions about other requirements, please contact the appraiser in our Life Cycle
Management Division with whom your agency normally works.

Acting Director
Modem Records Programs



,Nation.Archives! and R~co;.Administration
, Washington National Records Center

4205 Suitland Road ,"
Suitland, MD 20746-8001

September 3,2002

We will close our FY 2002 accession register on September 30,2002. Please submit now all SFs
135 for accessions with a Fiscal Year 2002 accession number. We suggest that you begin assigning
Fiscal Year 2003 accession numbers to new SFs 135 if you are not certain that we will receive the
SFs 135 by October 1, 2002. Please remember to submit the original and one copy of the SF 135.

. , ".: ';' , . J'; l ".," ':~: .
},

His also very important that your boxes are'readyfor shipment when yousubmit your SF 135. We
assign a location to the accession whenwe, approve your SF 135. Please 'do not change the number

.of boxes in the acces'sion afte'r we approve the accession. To use the empty spaces in the Center most
effectively we match the accession to an empty space. If you add or remove boxes from the
accession after we haveapproved the SFs 135, we must delete the original location and assign a new
space.

", , .'

To ensure that we 'c.an provide space for your records, as you need it, we only hold space for an
accession for 90 days from the date of approval ofthe SF 135. Ifwe have not received the boxes
within 90 days, the space is available for other accessions.

Please remember to submit the original and one copy of the SF 135, have yourrecords ready for
shipment, and send your records into the Center within 90 days of approvaL Please distribute this
information to any offices in your agency that ,submits SFs 135 to this Center.

.' . '. ".J '\

Ifyou have any questi~ns, pleas~cal~ I~~I .'; ,
'..,": 1 ,:.,'.) "j" I. 1 ••

S' c'rely ('J) " (,\if', ,',r: ;"'; i::·..~ , : iIne , ,,I;'; ,,~;(l.(I.\~;:~

ITH A. BARNES
Chief, Accessiona~d.bi~posaLBranch-.·

b6
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WNRC's web site is http.'!/wWw.nara.govlrecordsiwnrc.html
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September 10, 2002

NWM21.2002

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE
MANAGERS: FY 2003 Records Management Training and Notifying NARA of Change in Records
Management Officer.

b6
.b7C

Additional co ies onhe trainin brochure may be obtained by cal1in~
electronic copy ofthe FY2003 tra...m...I-n-g-s...,chr-e....dl"'"u"'l"le-an-d';'"c....lr-a-ss---

escnptlOns WI e aVal a e y September 30, 2002 on the NARA Records Management page at
http://www.archives.gov/records management/trainingltraining.htrnl. .

Enclosed is a copy of the brochure for FY2003 NARA records management training. The brochure
ptoviOes the training-stheduk-along-withrt:gistration-information, descriptions ofc1asses,andother- - -- .- _.
training opportunities ititheWashington, DC, area. It also includes information on regional training
activities available from our Office ofRegional Records Services.

Please note that next year's Records Administration Conference, RACO 2003, will be held on Tuesday,
May 13,2003 at the Ronald Reagan Building and International Trade Center, 1300 .Pennsylvania Avenue,
NW, in downtown, Washington, DC. RACO registration information is included on page 3 of the
brochure.

NARA maintains a list ofagency records management officials at
http://www.archives.gov/records management/federal agency records officers/officers lists.html.
Please take a look at that list to make sure your agency information is correct. To ensure that this list is
up-to-date, your agency must inform NARA whenever there is a change in the official, or officials,
responsible for managing the agency's records management program as required by 36 CFR 1220.40.
The name, title, telephone number, and mailing and email addresses of the new official should be sent to
NARA, Life Cycle Management Division (NWML), Room 2200, 8601 Adelphi Road, College Park, MD

_. --20740~600t;-or-seni-vra-emai1-to-records:mgt((i),a~chl~nara:QOV-. ~~. --~_-. .._..__ ~ _

Acting Director
Modem Records Programs

Enclosure

National Archives and Records Administration
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September 16, 2002

Dear Records Officer:

•• ••
National Archives and Records

Administration
Washington National Records

Center
4205 Suitland Road

Suitland, MD 20746­
8001

As the new Chief of the Reference Service Branch at the Washington National Records
Center, I would like to take this oppo~njty. to inforpl yo~ of some changes in our operations.
Effective Monday September 16, 2002;we will tfafisitionto ariew telephone system.
Enclosed you will find a listing of telephone and facsimile numbers that are relative to each
branch of s~rvice .within the Washington National Records Center. Hopefully, the old
teteph~rie numbers will forward.to the new: nm)1bers for90 calendar days.

. ' .., .... '." ",.,'. ..~' '.

Additionaily, upon my review of authorization for access to re~ords, I have found that many
agencies have not submitted current authorization forms identifying personnel who may
access records. The Washington National Records Center (WNRC) wants to provide your
agency the highest level of reference service. We maintain lists of authorized requesters and
need your cooperation in keeping the lists current. If your agency has multiple records
groups, please ensure that you have submitted an authorization form for each Record Group.
Please see the enclosed form.

In order to authorize employees to pick up or request unclassified records, complete blocks 1
through 4 for all individuals within your agency/office who will be permitted to have access
to your records.

For those.individuals who will be authorized' to request and/or pick-up classified records,
please complete blocks 1 through 10. Your agency' s Security Officer must initial in block 10
a~d sign,the fqnn. Hislher signature serves as the verification of the accuracy of the security
clearance information.. '.' - .' .'..-'."- .

• ' , ,y '; . • : ....J '•• ~ T' ',' • I'

..j ':

~F-\-tQ-e\l90oS9- 30 \
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Your signature, as Records Officer, on the form authorizes the listed employees to request
and/or pick-up records from the WNRC. In addition, please provide the address of your
agency, as well as your agency record group in the appropriate blocks.

Beginning with FY2003 all authorization forms will have to be approved by your agency
Security OfficerlRecords Officer and submitted to the Washington National Records Center
by the end of each fiscal year from this point forward. All authorization forms submitted after
September 1,2002 will normally remain in effect until Octob~r 1, 2003. If you have not
submitted a current authorization form for FY2003 prior to September 1, 2002, please do so
at your earliest convenience. __ _ _ _, _

If at any time during the year you wish to add or delete an individual, please send a new
authorization form which will supersede the form in file. In the event that an individual must
be removed immediately, please call the Reference Service Branch at (301) 778-1502 and the
form will be annotated per your instruction. However, we do ask that you send us a follow-up
letter Jor our files. It is your responsibility to monitor access to your records and ensure we
have current authorization forms on file.

1f",," ,",,""li like this Excel fO{'" to be seot to you via e-mail, please e-maill ==
/ ~. JE}nara.gov. If you have any questIOns, please call me atL-J

If I can be of any further assistance to your records management program, please do not
hesitate to call.

Sincerely,

fJry-':? )J • 11~;:Lff
t?t)SEPH N GROOMES III
Chief, Reference Services Branch

- -
Enclosures (2-)

WNRC's web site is http://www.nara.gov/records/wnrc.html
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PERSONNEL AUTHORIZED TO REQUEST OR PICK·UP RECORDS FROM THE WASHINGTON NATIONAL RECORDS CENTER

AUTHORIZATIONS EXPIRE AT THE END OF EACH FISCAL YEAR. INFORMATION SHOULD BE UPDATED PRIOR TO EXPIRATION.
THIS UST SUPERCEDES ALL PREVIOUS USjINGS. PRIOR SUBMISSIONS WILL BE REMOVED FROM AUTHORIZATION FILE.

INSTRUCTIONS:
For persons authorized to pick-up and/or request UNClASSIFIED records complete only items 1through 4on the first line,
For persons authorized to pick-up and/or request QASSIFIED records complete items 1-10 (BOTH UNES). Do not write in shaded areas,
For BLOCKS 3and 4, please write Cfor dassified, Ufor undassified, or BOTH for both dassified and unclassified. '
For BLOCK 10, securi~ Officer should initial all indMduals authorized to ~ck-up and/or request dassified records.

"..'

10·INTITAL

4-REQUEST

4· REQUEST

4· REQUEST

4· REQUEST

HEQUEST

7•lEVEL OF ClfARANCE 8· DATE Of ClEARANCE 9·IlA5IS OF ClEARANCE
'I
i

6·POsmON

6· POSITION
I

6-POsmON i

z•PHONE NUM8E HICK-UP

2· PHONE NUMBf J ',PICK·UP
I

2•PHONE NUMBE J ':PICK·UP

2· PHONE NUMBf nICK-UP1•EMPLOYEE NAME

1· EMPLOYEE NAME 2· PHONE NUMBE J! PICK-UP

I

1· EMPlOYEE NA~1E

1- EMPlOYEE NAME

1. EMPlOYEE NAME

5•SSN OR BIRTHDATE

5•SSN OR 81RTHDATE

5•SSN OR 8IRTHDATE

5· SSN OR 8lRTHDATE 6· POSmON: ,

5.SSN OR BIRTHDATE

, r
'. '.

I authorize lI1e i1dMdua~ ~ntiflfd atme to request ard/CI pQ'up recor:ls from lI1e Washington National RecCIds Ce....;.~ter~~=:-:--'"':"'""":="'""'"'"":_

AGENCY ADDRESS (MUST COMPLETE):

Records Officer ~gnature Telephone Number
'(Do not use OSN or Autovon)

Date of Authorization
Expires At Tbe End Of Each Fiscal Year

E-mail address

Secun Officer Signature Secur.ty Officer -Telephone Number Record Group Numbers:
(Do not use DSN or Autovon)

9/12/2002
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National Archives and Records

Administration
Washington National Records Center

4205 Suitland Road
Suitland, MD 20746-8001

New Telephone And Facsimile Numbers
-- - - ---Effectiy:e_September l6,2QQ.L __

Office Of;fhe Director- Room 121

Director
Assistant Director/Security Officer
Administrative Officer (Acting)
Secretary

CIPS Administrator

Accession and Disposal Branch- Room 1

Branch Chief
Assistant Branch Chief

For:
Scheduling Assistance­

_ReCD.Ids_Recovery/PreservatjOI1_
Transfer Assistance- SFs 135
Training and Workshops

Pick-Up/New Transfers

Reference Service Branch- Room 115

301-778-1600
301-778-1521 FAX

Ii 1,;0" Kr<lfl'lpr

25
FAX

Judith Barnes

FAX

b6
b7C
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Branch Chief
Assistant Branch Chief
Appointments/Classified Research Roo.....l-u.-------....

WNRC's web site is http://www.nara.gov/l'ecords/wnrc.htlJil
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e.
Public and Agency Rcsearch- Room 116

WNRC Delivery Service

Reference Requests
Urgent/Emergency
Emergency Requests

Mailroom

Refiles

b6
b7C
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WNRC's web site is http://www.nara.gov/records/wllrc.html
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\ 8601 Adelphi Road College Park, Maryland 20740·6001
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NWM23.2002

MEMORANDUM'TO AGENGY RECORDS OFFICERS: Bimonthly Records and Information
Discussion Group (BRIDG) Meeting on October 7, 2002 and June 18,2002, BRIDG Meeting
Summary. --"

Please markYQur calendars forthe next BIiIDGmeetingthat is ~cheduled for Monday, Oct~ber
7; from 2 P.M toAP.Mat the Department pfAgri~~ltureJefferson Auditorium,14th and
Independence Avenue SW,o Washingt6iiDC (Independence Avenue exit from Smith~onianMetro
stop).1)1e topic will be an update on NARA's Ele'ctronic Records Management Irihiatiye, as \-vell
as a discussion on possible revisions to NARA's Records ManagemeritWebsite. oIn preparation
for the meeting, please review the Records Management website at
http://www.archives.gov/records management.

~~~~:~:~::::~~e~o~J~I:::ti:::e::e:nwV:'de your n,~; ~%~hone number a enc~~r:~dov),

no later than noon onk 0 y,Oc oe ,'2v Z. o. L..-----,o----,-----1

b6
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-ThiNARA Records Center Programsfaff wHrhost a Recoras CenterFoninffroml-P~M~nn:<j.5-o_~~_._
P.M. before the BRIDG meeting to discuss records center issues and answer questions. To
register for the Records Center Forum, please contac~ ~or email
I ~nara.gov). 0

A summary of the June 18,2002 BRInG meeting is attached. The topic of this meeting was
"Electronic Records Management (ERM) Initiative."

In addition,please join us the next day, October 8, 2002, forthe :first tjJ.~eting on th~ transfer of
scanned digital images to NARA, part ofNARA's Electronic Re¢ords Managemenffuitiative. We
have extended the deadline for signing up for this meeting to Sepptember 2$th'-Ifyou would like
further information on this meeting, please see N\yM22.20Q2 at ' ,
h ://www.archives. ov/records mana ementlolic and uidance/nwm22 2002.html, or
contac

( . ~

National Archives and Records Administration



..
Bimonthly Records and Information Discussion Group (BRIDG)

10:00 a.m. -12:00 p.m., June 18, 2002
FDIC, 801 Seventeenth Street, NW,Washington, DC

--

Topic: Electronic Records Management (ERM) Initiative

Apprqximately 50 people attended the latest BRIDG meeting on June 18, 2002. Michael L.
Miller, Director ofModem Records Programs, welcomed the participants and thanked Ed
Barrese and the Federal Deposit Insurance Corporation (FDIC) for hosting the meeting. A
moment of silence was held for the; passing of Alice Gannon, Records Officer for the Office of
Federal Housing Enterprise Overs'lght. Alice served as a mentor to many and was a prominent
contributor to the field ofRecords Management. -

E-Gov Initiatives1 ~odern Records Programs

wresented an overview of Office ofManagement and Budget's (OMB) E-Gov
...,i:-ru-:-·t-:-ia...,t....iv-e-s~.T~h;--Jese initiatives were established to implement the President's Management Agenda

on Expanded Electronic Government. More information on these initiatives can be found at
http://www.egov.gov/.
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NARA has been deSign~t:: as the manao-ing partner for the Electronic l)ec:rds M:nag:y:ent
(ERM) E-Gov initiative~ ]Modem Records Programs, an~ J.olicy
and Comnnuiications Sta : ~re co-managers of the initiative Unlike the 0 er e::ov lrutiatives,
the ERM initiative-isuruque--itnhat it'is an suite-of different~po1icytools-and-not-a-webportal----­
service delivery or other IT-type of solution. All of the tools are scheduled for completion by
September 2003.

At a meeting held on April 3 with OMB and agency records staffs, four issue areas were targeted
for development:

• Correspondence Tracking will address problems with interagency coordination of
Congressional inquiries and provide solutions which can be used by Cabinet-level
agencies and their Executive Secretariats. This issue was determined to be one of the
primary concerns of the President's Management Council. Karen Evans, CIO of the
Department ofEnergy (DOE) is the issue area lead.

• The second issue area, Enterprise-wide ERM (Electronic Records Management) will
provide the critical information on the infrastructure (hardware, software, business
processes) needed to develop and deploy an enterprise-wide ERM solution. The issue
area lead is Chris O'Donnell, Records Officer of Environmental Protection Agency
(EPA).

• The third issue area, Electronic Information Management Standards, is examining
mandated government wide use of Version 2 of the Department ofDefense (DoD) 5015.2
standard.I 1ofDoD is issue area lead.

• The fourth issue area is Transfer ofPermanent Electronic Records to NARA. (See below
for discussion,) NARA is the issue area lead. Anyone interested in participating in
NARA's part of the ERM initiatives is asked to contactI lor

'-- teYnara.gov.



Transfer of Permanent E-Records to NARA - Mike Miller, Director Modern Records
Programs .

Mike explained that out of the Transfer ofPermanent Electronic Records to NARA piece of the
ERM initiative, the Federal records management community chose three formats for priority.
Transfer requirements will be established for e-mail with attachments, scanned images, and
Portable Document Fonnat (.pdf). The cycle for releasing the new transfer fonnat requirements
begins at the end of September 2002. and will periodically be released through the end ofMarch
2003. The work products for XMLschema are in the early stages ofdevelopment and release
dates have not been detennined.-'

In an effort to increase the transfer method requirements and transfer method options, NARA is
expected to publish the proposed rule for Transfer of Electronic records in the Federal Register
with July 17 being the target date. This is the first step in the ERM initiative will announce FTP
and DLT as transfer methods. (NOTE: The proposed rule was published June 26 and comments
are due by August 26.)

Mike's discussion focused on fonnat transfer requirements. He stated that NARA is currently
developing two pieces of guidance forpennanent e-mail with attachments. The first piece will
provide the requirements for transfers ofpennanent e-mail messages and their attachments to
NARA from existing email systems. The second piece will provide the design requirements for
new agency e-mail systems-that will-facilitatethe-transferofpermanent-e-mailmessagesand-.---~~-­
their attachments to NARA down the road. The work is being done in conjunction with agency
partners. Mike also encouraged agencies to consider participating in pilot transfers by sending a
body of "test" emails with attachments to NARA for technical evaluation ofaccessioning and
archival processing issues.

Mike posed a question to the audience on their preference for mandatory requirements that state
a system must be in compliance with specific provisions or non-mandatory guidance. The .
general consensus was that agencies need a combmation ofboth because guidance does not draw
enough attention from high-level staff, but guidance is needed for processing.

Permanent E-Record Transfersto NARA -Mike Miller, Director Modern Records
Programs

Mike Miller provided the attendees with two handouts. The first handout, "BriefDescription of
the Electronic Records Management Initiative," was a summary ofMark's background on the E­
Gov initiatives. The second handout, "Permanent E-Records Transfers to NARA," was a
detailed work plan including tasks, milestones and work packages for permanent e-records
transfers.



Mike explained that out of the Transfer of Permanent Electronic Records to NARA piece of the
ERM initiative, the Federal records management community chose three formats for priority.
Transfer requirements will be established for e-mail with attachments, scanned images, and
Portable Document Format (.pdf). The cycle for releasing the new transfer fonnat requirements
begins at the end ofSeptember 2002 and will periodically be released through the end ofMarch
2003. The deadlines for these products are firm and have been set by OMB. The work products
for XML schema are in the early stages of development and release dates have not been
detennined.

In an effort to increase the transfer method requirements and transfer method options, NARA is
expected to publish the proposedfule for Transfer of Electronic records in the Federal Register
with July 17 being the target dat~-, .This is the first step in the ERM initiative will announce FTP
and DLT as transfer methods. . .. . . ..

Mike's focus of the discussion was on fonnatissues. He stated that NARA is currently
developing two pieces of guidance for e-mail with attachments. One piece is for agencies that
have e-mails with attachments that are ofpermanent value. NARA will determine what the
transfer package should looklike from the current e-mail system. The second piece is
developing guidance on how a new e-mail system should operate,and what should be built in to
the system to meet NARA guidance. Mike encouraged agencies that have e-mail with .
attachments that have a high probability ofbeing pennanent to work with NARA onsending

. (transferring) these records in order to detenninethe conte~t ofthe guidance. NARA needs
partners to test the transfers. . -.. . - -

- - -

Three other aspects of the guidance are being evaluated. First, determining what is the physical
media, how it should be organized, and how it should be transferred. An example is stating the
type of headers needed and by what factors they are organized. Second is what kind ofmetadata
will be necessary for transfer. And third, what type oforganizational and system infonnation is
needed for transfer. This piece will address how to organize e-mail records for transfer to
NARA.

NARA is also looking at the possible transfer of systems as a whole, transferring ofnative
fonnats, and whether to export to ASCII. Another consideration is whether they can be put into
ARC (Archival Research Catalog) and where they will be more valuable.

Aside from the ERM initiative, NARA is looking at the preservation and storage functions of e­
mail, when to implement legal transfer, and whether some ofthis will be done on a reimbursable·
basis. Access and control was stated as a reason why some agencies may not send pennanent
records to NARA right wayand if there is a real business reason for not transferring archival
records when available, then they need to migrate those records forward.

Mike posed a question to the audience on whether they prefer requirements that state a system
must be in compliance or certified. Or whether they prefer guidance, such as if you guarantee
that is it build in a certain manner then NARA will accept transfer of the records. The general
consensus was that agencies need a combination ofboth because guidance does not draw enough
attention from high-level staff, but guidance is needed for processing.
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Update on Records Management Initiatives (RMI) J"--- Ipolicy and
Planning . L

The RMI was developed to detennine how NARA is helping Federal agencies and how service
can be improved. NARA has been analyzing data collected from various sources such as the.
Report on Current Recordkeeping Practices within the Federal Government
(http://www.archives.gov/records_management/initiatives/report_on_recordkeepingyractices.ht
ml), GAO Report (http://www.gao.gov/cgi-bin/getrpt?GAO-02-586), and interviews with other
government and private archives; The analysis was done in an attempt to develop strategies and
tactics to make records managementmore synchronized with Federal agency business needs, and
also to streamline the scheduling and appraisal process.~ The Concept ofOperations is going to
be released intemallyfor comments arId then sent to OMB for review. Dr. Lewis I3ellardo will
be giving the keynote address a(the Annual Meeting ofNational Association of Govemment
Archives and Record Administrators (NAGARA)( http://www.nagara.org/) to be held in July
2002 where he will discuss RMI. Once approved by OMB, the RMI will be vetted with
government agencies_ and other interest groups. The initial plan is to pilot the concer at NARA.
and then go to outside a:J@Ciesj Ican be contacted for questions at I

I nara.gov.

NARA Updates - Michael Miller

• Irradiated Records. Guidance and FAQs have been posted.

• IT GRS. Currently being reviewed by OMB and should soon be released for comments. It
relates to administrative web records and will cover system backups.

• Web Guidance. OMB is reviewing and will detennine next steps. For those agencies that
need immediate assistance, ROs are encouraged to contact their appraisal archivists.

Other Items

• Mike Miller announced that he has been offered a position at the Federal Bureau of
Investigations. His acceptance and start dates were pending.

• The next BRIDG meeting will be held in September. The topic and place will be amiounced
at a later date.

b6
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1137 BRANCHTON ROAD • a
BOYERS, PENNSYLVANIA 16020~· .,

TOLL FREE 800-687-7867
FPC(: 724-794-2838
www.ironmountain.com

.lRONMOUNTAIN~
RECORDS MANAGEMENT

September 19,2002

Federal Bureau of Investigation
10th Street& Pennsylvania Avenue, NW
Washington, DC 20535

Dearl""-- _

••
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In response to a request received at our office, we are enclosing additional sets ofauthorization
cards for your use in updating your authorized personnel.

1. Please have the card(s) signed where indicated for the authorized person.
2. Have the card(s) filled in as to what access the authorized person is to have.
3. Have the card(s) signed by an officer of your organization.
4. Please be sure that each authorized person signs the white copy and pink copy with the

identical code number.
S. The white copy is returned to us.
6. The pink copy is retained by the authorized person.

Please note: Only one (1) authorization card required per person.

Sincerely,

Sales Assistant
Ene.

tO~f-He,-~ \\90059- 303

The Leader in Records & lriformation Management



College Park, Maryland 20740·6001
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NWM 24.2002

September 30, 2002

MEMORANDUM TO AGENCY RECORDS OFFICERS: Expanding acceptable transfer
fonnats: Transfer Instmctions for Email \vith Attachments

As part of the President's Management Agenda NARA and its partner agencies are engaged in
the Electronic Records Management E-Gov initiative. One component of this initiative is
designed to expand the number and types of electronic records fonnats NARA will accept for
deposit in the National Archives of the United States.

This memo transmits NARA's Interim Guidance on transferring permanent email with their
attachments to the National Archives of the United States. It supplements existing guidance in
36 CFR 1228.270 for transferring existing electronic records. This guidance applies to email
with attachments that can be exported from an email system in a standard markup language or in
their native format. This guidance will remain in effect for an agency for as long as that agency
maintains its current email system. Future email systems will be covered by the Design
Requirements to be issued by NARA at a future date.

If you have any questions, please contact the Life Cycle Management Division archivist assigned
to work with your agency or the Electronic and Special Media Records Services Division (301­
837-3420).

b6
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ASSIstant ArChIVIst
Office of Records Services - Washington,D.C.

Enclosure

National Archives and Records AdministmliOTl
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1.0

Expan~ccePtable T~anS~~r Re"~ents:
Transfer Instructions for-Existing
Email Messages with Attachments

PREFACE

As part of the National Archives and Records Administration's (NARA) e-Gov initiative, and in
cooperation with other Federal agencies, NARA is issuing guidance intended to supplement
existing requirements in 36 CFR 1228.270 for transferring electronic records to NARA.This
guidance expands currently acceptable formats to allow the transfer of email messages and their
attachments to NARA.

2.0 TRANSFER CRITERIA

In addition to ASCII text formats, NARA now will accept transfers of permanent email messages
and their attachments (email records) to NARA in standard markup language, or in their native
formats according to the following:

2.1 Transfers of email records must consist of an identifiable, organized body of records (not
necessarily a traditional series, e.g., the email records of the Deputy Secretary from the
past fiscal year). The records should be scheduled for transfer to NARA using the SF
115, Request for Records Disposition Authority, prior to transfer if an existing approved
schedule does not exist.

2.2 E~ail transfers should come from email systems or from a DoD 5015.2-STD certified
Records Management Application (RMA).I Ifyol! need to send them from some other
kind of system, first contact NARA to see if we can accommodate it.

2.3 For preservation purposes, NARA prefers that agencies transfer email and their
attachments in a rparkup language format that contains:

2.3.1 Delimiters to indicate the beginning and end of each message and the beginning
and end of each attachment, if any. Each attachment must be differentiated from
the body of the message, and uniquely identified.

2.3.2 Labels to identify each part of the message (Date, To [all recipients, including cc:
and bc: copies], From, Subject, Body, and Attachment) including transmission
and receipt information (Time Sent, Time Opened, Message Size, File Name, and
similar infonnation, if available). Agencies that use an email system that
identifies users by codes or nicknames, or identifies addressees only by the name
of a distribution list2 should include information with the transfer-level
documentation, to ensure identification of the sender and addressee(s).

1 See http://jitc.fh.u.disa.miVrecmgtlregister.htmJor a list ofRMAs compliant with DoD 5015.2-STD,
2 DoD 5015.2-STD(TABL~C2.T4.rTransmission and Receipt Data, Ffootnote 1 defines intelligent names as
clear, ~codea;'iden~fi~t1~ili·ofthe'individual. ....•.. ' ,

0913012002 1
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Email Messages with Attachments

2.4 If a markup language cannot be produced, NARA will accept email messages and their
attachments in their native formats. Each attachment should be labeled with its filename
and the default file extension to indicate the proprietary software used to create the
attachment. If attachment file names do not include the default file extension (e.g., .doc;
.xls), agencies must provide documentation identifying the proprietary formats used to
create each attachment.

2.5 At this time NARA will not accept email messages that have been converted to a Portable
Document Format (PDF) or other image file format for purposes oftransfer: NARA will
develop transfer requirements for PDF and scanned images by March 31, 2003, as part of
the Electronic Records Management Initiative.

2.6 Attachments to email messages may be transferred in their native formats, such as PDF,
other image file formats, and common office automation formats.

3.0 TRANSFER DOCUMENTATION

This guidance supplements transfer documentation requirements in 36 CFR 1228.270(e) to
ensure that each body of email records transferred to NARA is clearly described. For each
transfer, agencies must separately ~upply d<:>.-cumef1_tatio~Jllaticl~I]tlfks: _ ~__ -

• Email application and version(s) (e.g., Microsoft Exchange v5.5)
• Operating system and version(s) (e.g., Microsoft Windows NT v4.0)
• RMA (if applicable) and version
• Total number of messages
• Total number of attachments
• List of message delimiters and definitions
o Structure used for each email item in the transfer (see Transfer Criteria 2.3.1-2.3.2)
o Arrangement of records in the transfer

Agencies must also submit a signed Standard Form 258, Agreement to Transfer Records to the
National Archives ofthe United States, as required by 36 CFR 1228.272.

4.0 TRANSFER INFOR1'1ATION

4.1 For preservation processing purposes, NARA prefers that email transfers be contained
within a single uncompressed file on any of the approved media listed in 36 CFR
1228.270(c).

4.2 Agencies may also transfer records on Type IV Digital Linear Tape or through File
Transfer Protocol (FTP).FTP transfers currently are limited to a maximum size of five
Gigabytes (5 GB). ForFTP transfers, the offering agency must provide the following
information to NARA:

09/30/2002



Ex~an~~cePtableTranSfer Req'''ents:
Transfer Instructions for Existing
Email Messages \vith Attachments

• IP address for the Agency FTP site,
• A temporary user name and temporary password for NARA to use in accessing

the Agency FTP site, .
• A designated time or time span for NARA to access the records and download a .

copy to NARA.

5.0 LEVELS OF ACCESS

NARA will provide access to agencies and, after review of the content for FOIA exemptions, to
all researchers requesting email accessioned from Federal agencies. The level of access will
vary according to the formats in which the email records were transferred. At the present time
NARA provides users with a copy of fully releasable electronic record files on anyofthe media
referenced in Section 4.0. For email messages and attachments transferred to NARA in
proprietary formats (e.g., PDF, .Microsoft Outlook), the user will be responsible for obtaining the
necessary hardware and software to view the records.

6.0 CONTACT INFORMATlON

For assistance in sche.duling email contact your agency appraiser in the Life Cycle Management ­
Division (NWML). The NWML general telephone number is 301-837-3560.

For technical assistance in transferring email records to NARA, contact the Electronic and
Special Media Records Service Division (NWME), 8601 Adelphi Road, College Park, MD
20740. The general telephone number is 301-837-3420.

09/30/2002
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1000 CAMPUS DRIVE _ ..
COLLEGEVILLE, PENNSYLVANIA 1942,.,

TELEPHONE: 800-899-IRON
www.ironmountain.com

• IRONMOUNTAIN~
RECORDS MANAGEMENT

October 8, 2002

IFeDeral Burean Of In;stig10llS
10th Street & Pennsy vanta venue
Washington, DC 20535-0001

De'L.....-- _
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_ ~~Effective October 1,2002, Iron Mountain Confidential Destruction will officially be known as Iron
Mountain Secure Shreddlng.-- - '--'---. . . -

The media and recent events (like Enron) have left many with the impression that shredding is bad.
Shredding the right documents, at the right time, and in the appropriate manner is not only a sound business
practice, in some cases it is required by law. Iron Mountain offers secure shredding programs as a valuable
risk-management strategy that assists businesses with regulatory compliance and security.

Additionally, there have been a number of new laws and regulations enacted regarding the protection and
handling of customer and patient information. And, there have been high profile cases of corporate
information being exposed that had been unearthed in dumpsters and other public places.

The name change is a strategic move toward a more accurate and relevant positioning of the service
offering. According to Vlad Vasak, Iron Mountain Secure Shredding President, "Changing the name of our
service from Confidential Destruction to Secure Shredding allows us to more accurately and descriptively
convey what we actually do and leverage the value behind our service. The name change is especially
relevant now that the term shredding is squarely at the media forefront." Vasak also stated that it's
important to note that the name change in no way affects our service offering or our commitment to clients.

Our business solution-Secure Shredding-helps you by reducing your risk through proper compliance
with laws and regulations, and the secure shredding of your corporate confidential and sensitive
information. By having a shredding Rro~am in ~lace, ~ou ~i!l reduce your exposure to fines or criminal
penalties and protect yourself and your company from detrimental exposure and loss of corporate secrets
and value.

If you have any questions, please feel free to contact our toll-free number: 800-899-IRON.

Best regards,

~=-
Bob Miller
President
Iron Mountain Records Management

tOCDF - )-f~- C 11'(005'9- 305'

The Leader in Records & Infonnation Management
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October 16, 2002

Natio.lt/chives and Reco~dministration
Washington National Records Center

4205 Suitland Road
Suitland, MD 20746-8001

';7
ATTENTION: Washington National Records Center (WNRC)

Customers

The WNRC would like to infonn you about our new transactional billing for pick-up and delivery
services mandated under the National Archives and Records Administration's Records Center
Program (RCP). We offer two kinds of reimbursable pick-up and delivery services, one for larger
shipments of records (24 or more Federal records center boxes) and one for smaller shipments (up to
23 Federal records center boxes).

Large Accessions (consisting of 24 or more-boxes)

We charge $300.00 for each WNRC truck visit to your agency to pick-up your records, provided that
the Standard Fonns (SFs) 135 for the records have been reviewed and approved for transfer. This
cost is a part of your National Agreement with the Records Center Program RCP. There are
surcharges for the driver placing and/or arranging boxes on skids or pallets, dealing with problematic
loading dock facilities, picking up classified records (which includes the costs of two WNRC staff
cleared to handle the records), and other special services (see attached RCP Transactional Billing
Rates sheet).

Cost Saving Tips for Small Accessions (for transfers consisting of less than 24
boxes)

Your agency may want to consider using our Metro Courier service. Pickup and delivery costs for
small transfers (accessions) are less expensive than the services for larger transfers (accessions). See
attached sample agreement for the Metro Courier service. For example, if your agency wants
WNRC staff to pick up new accessions, deliver reference requests, or pick-up boxes to be refiled that b6

are under this threshold number, the cost is only $17.00 to $26.00 per visit depending on the location b7C

of your agency in the Washington, DC, metropolitan area. This service can also be used to yick-up
Ior de1iverl~~s 135. If your ageTY is interested in the Metro.Gourierservice, please contactl ----"

The Driver Will Request Someone From Your Agency To Sign A Pick-up Receipt
Form.

When the WNRC truck arrives at your agency, someone from your agency will need to sign the
receipt fonn. This receipt fonn serves as protection to your agency that WNRC has taken the boxes.
If your agency declines to sign the fonn, the WNRC truck driver will not take the boxes and will off
load any boxes already placed on the truck.

PLEASE SEE REVERSE SIDE

http://www.archives.gov/facilities/md/suitland.html
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~ - ··NATIONAL ARCHIVESe

, _ __•• ... .... ..... ~_~_ zoo •

AND RECORDS ADMINISTRATION
-. -~.- -- ( ~::' INTERAGENCV-AGREEMENT

4. Name and Address of NARA Organization
WASHINGTON NATIONAL RECORDS CENTER
4205 SUITLAND ROAD
SUITLAND, MD 20746-8001

1.

Project Period .

Budget Period 10/1>1/2002

:2. Agreement Number,',' ;,.-"::'" ::~ .1" "

NWMW03-
3. Type of Agreement

5. Name and Address of Other Organization

Completion Date
. ,.

09/30/2003 i
. -. Amendment-Number:' I

~..ul;;~U-'"~~:J..!.!lo<lo<L, (Name and Title)

Supervisory Archives Specialist

Tele hone/FaxlE-mail

nara. ov
ress

Same as Box #4

8. Project Title
WNRC Delivery Service

b6
b7C

7. Other Agency Project Officer (Name and Title)

TelephonelFaxlE-maii

9. Purpose IObjective
_Reimbursement for the delive~ and/or pick-up of agency requests, refiles, and SFs 135 by WNRC personnel.

10. Responsibilities. Scope of Goods or Services to be Supplied by Performing Agency
Under contract, the WNRC will deliver agency requests to customer within 24 hours or earlier.
In addition, the WNRC will pick up reflies and SFs 135 for delivery to the WNRC.
The WNRC agrees to process and return SFs 135 within 3 days of pick up date.
WNRC will deliver up to 23 boxes and pick up up to 23 boxes of reflies, when scheduled in advance. This may require a
dedicated delivery and/or pic;k-up. _.
WNRC will pick up new accessions up to 23 boxes, when scheduled in advance. This may require a dedicated pick-up.

11. Responsibilities, Scope of Goods or Services to be Supplied by Ordering Agency
The contracting agency is responsible for generating reference requests using Optional Forms 11, CIPS, or the WNRC
electronic reference requests forms. The contracting agency is responsible for preparing and providing to the WNRC
customer representatives, transmittals which list each item being picked up (i.e. reflies, boxes to be transferred, SFs
135.) The contracting office is responsible for signing receipts for all services that are delivered or picked up.

NATIONALARCHIVES AND RECORDS ADMINISTRATION"'·· -. NA FORM 4000 Page 1 of 2.' , -:'f"



TERMINATION PROCEDURES:

This agreement may be terminated by either Agency upon 60 days advance written notice.

CONTINUATION OF INTERAGENCY
12. Special Provisions

EEMENT

• •
All parties agree that revision or modification of the terms of this agreement may be made only with the consent of the
authorizing officials of both agencies.

13. Estimated Costs

$17.00 per delivery for the Washington, DC core, $18.00 per delivery outside the Washington, DC core, and $26.00 per delivery
for a dedicated delivery whenever the WNRC personnel deliver records to the contracting agency. The WNRC will negotiate any
price adjustments prior to implementation of new price.

Payment Method

[ ] OPAC .
[ ] Deduct from Advance
[ ] GSA 789

[ ] Credit Card
[ ] Other

Billing Schedule
[ ] Annual Advance
[ oJ Quarterly Advance

[ J Monthly Advance
[ ] Monthly Actual

[ ] Monthly Estimate

[ J Other
NARA ALC: 47000016
16: Accauntin '. Classification .7CitelhEl'foUoWirf

·(F'aY!DgAge:ricY;W!!I..lhi1@n~'ApptgfJ'ti$tipri:iA~gClU:iitiQ!i<:;Q9irig'19',R~'~9t1,~tgecl)Wjs1jiri'j!;iiij';;jj NARA ACT Number (when applicable)

Not Applicable

18. A provals - Com lete all that are required b

18a. Name and Title of NARA Financial Officer

ALAN J. KRAMER
Director

rocedures.

Signature Date'

18c. Name and Title of NARA Authorizing Official

ALAN J. KRAMER
Director

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 4000 Page 2 of 2



NSN 7540·00·634·4064 STANDARD FORM 115 (REV. 3·91)
PREVIOUS EDITION NOT USABLE Prescribed by NARA

36 CFR 1228

Coco F- l-+G ~c (/9 0059. - 30 r-;
115-109

i -~

"

"EBLANK fNARA use onlv'
I .-

REQUEST FOR RECORDS 01 SITION AUTHORITY JOBNU R ~)
(See Instructions on reverse) ~ I -,() t. :s-- cJ;;2 -3

TO: NAnONAL ARCHIVES and RECORDS ADMINISTRAnON (NIR) DATE RECEIVED I

WASHINGTON, DC 20408 t/~//-~CJO~

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY
Department of Justice

In accordance with the provisions of 442. MAJOR SUBDIVISION U.S.C. 3303a the disposi'tion request,
Federal Bureau of Investigation including amendments. is approved el\cept

3. MINOR SUBDIVISION b6
for items that may be marked "disposition
not approved" or wi thdrawn" in co 1umn 10.

Records Management Division b7C
4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE

l;ar;;;rJg;: 5fATbS

~ I I IO~11-D~ At! J
VVI "\' •

6~ AGENCY CERTIFICATION rl
I hereby certify that I am authorized to act for this agency in matters pertaining to thi disposition of its records
and that the records proposed for disposal on the attached-3.- page(s) are not now needed for the business
of this agency or wil not be needed after the retention periods specified; and that written concurrence from
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal
Agencies,

m is not required; ~ is attached; or Cl has been requested.

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE
Archives Specialist

04/0112002 Records Management Division

7. 9. GRS OR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONLY)

SUSPICIOUS ACTIVITY REPORT CONTROL FILES

The Federal Bureau of Investigation (FBI) is the recipient of numerous
Suspicious Activity Reports (SARs) which are generated by a United States
Treasury Department computer center in Detroit, Michigan. The SARs are
informational sheets which contain information that originates with various
financial institutions throughout the country. The SARs information is
compiled by the financial institution at such time as suspicious activity is
apparent or suspected within the institution. The SARs information is
entered into the Treasury Department database and is accessible by all
Federal agencies with a jurisdictional interest in any type of suspicious
activity within a financial institution. Information on the SAR includes:

1) reporting institution;
2) suspect information;
3) summary of suspicious activity;
4) witness information;
5) preparer information;
6) contact information, different from item #5;
7) narrative of suspicious activity to support or explain item #3.

On a regular basis, SARs information is downloaded by FBIHQ personnel
and forwarded to the appropriate FBI field office which may have

/

jurisdictional interest in the downloaded SAR information. Upon receipt by
the field office the SAR is printed out and reviewed. Based on the review, an
FD-467 (Financial Institution Fraud Matter) is completed by field personnel
noting what type of action is taken, i.e., investigatory case file opened; no

ee..../f'PPoLt?1J Y'Jb '7?LO/MhJ ~ h )~'7J
u I
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8. DESCRIPTION OF ITEM

(With Inclusive Dates or Retention Periods)

action taken due to state/local prosecution or no action taken due to lack of Federal
violation, In those instances, where a Federal violation within FBI jurisdiction
requires investigation, a case file is opened, the "hard-copy" SAR and the FD-467 is
placed in the investigatory case file. Additionally, the FD-467 and SAR information
is maintained electronically within the Automated Case Support (ACS) System.

In numerous instances, no action is taken by the FBI and the "hard-copy" SARs and
FD-467 is maintained in a control file and also within the ACS.

Inasmuch as the SARs information is readily available from the Treasury
Department database, continuous maintenance of the "hard-copy" SARs and the
FD-467 which are of no value to the FBI is burdensome and unnecessary,

A. Textual Records

Field office investigative case files where a Federal violation within
. isdiction requires investigation, a case file is opened and the

"hard-co I R and the FD-467 is placed in the investigatory
case file.

RETAIN/DESTROY commensu with the disposition authority
applicable to the specific case file c1assl 'on wherein the
material is maintained.

2. Field office control files where no action is taken by the FBI and the
"hard-copy" SARs and FD-467 is maintained in a control file for
administrative purposes only.

DESTROY when six months old or when administrative needs
have expired, whichever is later.

1, EleetJ 01 lie Case File (ECF)

(a) Field 6Kiee investigative case files, vvitliili tile ECF
GOA'lponent of AGS, where a Federal vielation witRifi FBI
jurisdiction requires iR'v'estigetion, a case file is o~eRed end
tfte SAR and tftC FD 467 is plaeee! in tAe investigatory ease

RETAIN/DELETE COllin ,eflsurate witR tRe dis~ositioFl

autAeFi~ a~l=llieablc te tRC speeifie ease file elessifieetieR
'i'v'Rcrein tRe ffiaterial is ffiaiRteined.

9 GRSOR
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CITATION

10. ACTION
TAKEN

(NARS USE
ONLY)

115-204 Four copies, inclUding original 10 be submitted
to the Nalional Archives and RecordS Service.

STANDARD FORM 115.A (REV. 12-83)
Prescribed by GSA
FPMR (41 CFR) 101-11.4
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(b) Field offioe Gontrol files, within the ECF, where no action is
takcn by tAc FBI one tAc SAR one FD 467 is A1aintainee! in
a control file for eelfl'linistrstiove purposes only.

DE:U:TE whon six R10nths olel or 'Nhon aelR1inistrati'v'o
needs have el((3iree, whiehever is later.-

2. Universal Indices (UNI)

(a) Ineliccs records corresponding to field of'fiee investigative
ease files, within ECF, where a Federal violation witt:lin FB+­
jurisdietion reEjuires irwestigotioR, a ease file is opeRed Bl"ld

tAe SAR and the FD 467 is (3laeed in the investigator)' ease,
file.

RETAIN/DELETE ell inelices inferR1Qtion eOR1A1ensurate
with the elis(3osition al:lthority a(3(3licaele to the s(3eeific ease
file classification wherein the material is R1aintained.

(b) Indiees rceords corres(3onding to field office control filcs,
';vithin EGF, where no aetion is talEon bythc FBI and the
SAR and FD 467 is R10intaineel in 0 eentrel file fur
edl i linisl! fllive purposes oflly.

DELETE 011 indices infermotion ·;vAen sil( A10ntAs old or
'Ii.MeR eelfl'linistretive needs Melfe elt(3irod, whiehe'v'or is
leter.

c. Electronic Records

1. Electronic copies of records that are created on electronic mail and
word processing systems and used solely to generate a record­
keeping copy of the records covered by Item A of this schedule.

DESTROY within 60 days after the record-keeping copy has been
produced.

o

115·204 Four copies, including original to be submitted
10 lhe National Archives and Records Service.

STANDARD FORM 11S-A(REV.12-83)
Prescribed by GSA
FPMR (41 CFR) 101-11.4



NOV'132002

National!retPives and Recor8Aninistration
8601 Adelphi Road

College park'~~nd 20740-6001

I--=--:----:--=----~~----'Federal Bureau of Investigation
935 Pennsylvania Avenue, NW
J. Edgar Hoover Building
Washington, DC 20535-0001

~~1.... ...... .......__--
As the Director ofNARA's Records Center Program, I am writing to provide you with an
update of the Program after three years of reimbursable status. In the past year, we have
increased staffing levels and updated our facilities to ensure baseline services and your
storage needs are met and exceeded. Through ongoing initiatives to solicit customer
feedback, we have met with our customers at our bi-monthly Records Center Forums,
regional open houses, and professional meetings such as the Association of Records
Managers and Administrators (ARMA) and NARA's Records Administration Conference
(RACO).

In FY2003, we implemented transactional based pricing for greater accountability for
services rendered. We continue to work on the development of an integrated information
technology system which, when deployed, will allow you to conduct your records service
transactions from your desktop PC across the web. We are acquiring additional space to
ensure NARA's records centers can continue to accept your records in a timely manner.
We are providing our new Metro Courier Service in selected major metropolitan areas for
faster reference service. Based on customer feedback, we will be exploring new records
services to further meet your business needs.

_. _~~ _-. __. How;eyerk)Ve _can only~continueJo_proyide you:witltsuperior,.efficient and .costeffective
records services upon receipt of your signed interagency agreement. In September, we
sent you the FY 2003 interagency agreement to cover the cost of storing and servicing
your agency records for Fiscal Year 2003. To date, we have not received your signed
interagency agreement. I request that you give this your attention to ensure continuing
NARA records center services throughout the year. If you are unable to sign the
interagency agreement because ofthe President's Continuing Resolution, we must have
the appropriate accounting code so we can bill for services rendered consistent with the
terms of the Continuing Resolution.

If you have any questions regarding the Records Center Program. or your FY 2003
a eement, lease call lofmy staff, atl pr via e-mail at

nara.gov. We would, of course, be happy to meet with you and your
L:c:-::o"'TT'::'ea~gu=e~sTo::"'"":71!:::SCUSshow NARA's Records Center Program can better serve you and
your agency. Please contac~ rho can set up a meeting.

b6
b7C

(oCOF-He-c \ICfOOS9-30g
NARA's web site is http://www.nara.gov



e.
We look forward to being your records center provider ofchoice for FY 2003.

Sincerely,

My-
DAVID M. WEINBERG
Director, Records Center Program

--~-~---_. -~~..~.--.-..-.~ -~=---~-,--~~---- -_.__._- --- .~----.~--.
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National Archives and Records Administration
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National Archives and Records Administration
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REQUEST FOR RECORDS 01 SITION AUTHORITY
.e BLANK (NARA use onlvl

JOB NU R
" (See Instructions on reverse) 7J /-r!) to S-~.;{-s-

TO: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED
WASHINGTON, DC 20408 IP -:J 7--0~

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY
Department of Justice

In accordance with lhe provisions of 442. MAJOR SUBDIVISION b6 U.S.C. 3303a the disposition request.
Federal Bureau of Investigation b7C including amendments, is approved excepl

3. MINOR SUBDIVISION for items that may be marked "disposition

Criminal Justice Information Services (CJIS) Division
not approved" or wi Ihdrawn" in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE I~
MST CFf'WATES

I I l 11-22-(;1- Y IAJ. Ji '.. ~
f "'" . -....

6. AGENCY CERTIFICATION tLJ:
I hereby certify that I am authorized to act for this agency in matters pertaining to t e isposition of its records
and that the records froposed for disposal on the attached-..1...- pa1:e(!l are not now needed for the business
of this agency or wil not be needed after the retention periods sped led; and that written concurrence from
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal
Agencies,

CD is not required; 0 is attached; or 0 has been requested.

DATE VE TITLE
Archives Specialist

06/27/2002 Records Management Division

7. 9, GRS OR 10. ACTION
ITEM 6. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONLY)

, UNCLASSIFIED MILITARY FINGERPRINT CARDS

Hard copy of Unclassified Military Fingerprint (UMF) cards generated from
Desert Storm with subjects date of birth 1960 to present. These fingerprint
cards are searched to process Bureau fugitives requests, telephone
requests from numerous Criminal Justice Information Services (CJIS)
Division offices. and the Laboratory Division Latent Fingerprint Section for
identification purposes. Manually searching the paper fingerprint cards was
shown to be inefficient and time consuming.

The volume of fingerprint cards. which are separated by subject's gender
and filed alphabetically by subject's last name. is approximately 1.5 million
military fingerprint cards and currently occupies about400 square feet of
floor space. The UMF cards have been converted to electronic format and
the fingerprint images are stored and are searched in the civil repository of
the Integrated Automated Fingerprint Identification System (lAFIS). Access
to IAFIS and the UMF information is retrievable by entering descriptor data
or an assigned sequential FBI number.

DESTROY hard copy UMF cards after conversion to electronic
format and stored in IAFIS and accuracy of electronic format has
been verified.

115-109 NSN 7540-00-634-4064
PREVIOUS EDITION NOT USABLE

STANDARD FORM 115 (REV. 3-91)
Prescribed by NARA

36CFR1228
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December 12, 2002

NWM 01.2003

Memorandum To Agency Records Officers: Request for participation in e-Gov project
for the transfer ofPortable Document Fonnat (PDF) records to NARA.

NARAis continuing its workwith the Office of Management and Budget(OMB).to
implement the President's Management Agenda for expanding electronic government. As
part of this project, NARA is the lead agency on the issue area relating to the transfer of

. pennanent records to NARA. Products ofthis task will include transfer guidance for three
new fonnats: (1) e-mail with attachments, (2) scanned textual images, and (3) Portable
Document Fonnat (PDF). For more infonnation about this initiative, please visit our web
site.

NARA is planning for the third transfer format cycle, Portable Document Fonnat (PDF).
The PDF cycle will run from January 2 through March 31, with the initial kickoff
meeting scheduled for January 7. We have received enthusiastic cooperation from many
of you who worked with us on the email with attachments cycle and the scanned textual
images cycle, and we are looking forward to productive partnerships on this cycle as
well. As a reminder, to be a partner on this project, your agency must be willing to
commit staff, attend meetings, or provide other resources that will help liS develop the
guidance for the PDF cycle. To make the best use of your time, NARA will prepare draft
guidance for your review and comment, and we will also ask for volunteers to send us
test transfers of PDF records for testing and evaluation.

If you would like to work with us on developing the guidance for the PDF cycle, or
would like to nominate your agency for a test transfer, please let-us know-by contacting

L---:-__""'""':'-r----Lb'"'-'--=D;..:e""'c~em=b..:oe....,r20,2002. She can be reached by phone atl
orbye-mail t nara. OV. -------....

b6
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Acting Director
Modem Records Programs'
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National!r~ves and RecorJ!Aeninistration
8601 Adelphi Road

College Park, Maryland 20740-6001

DEC 122002

Federal Bureau of Investigation
935 Pennsylvania Avenue, NW
1. Edgar Hoover Building
Washington, DC 20535-0001

Dea~,--- _

b6
b7C

In my November 13 letter to you, I advised that we have not received a signed
interagency agreement for FY 2003 from the Federal Bureau ofInvestigation. I am
writing again as we still have not received your interagency agreement. The NARA
Records Center Program can only continue to provide your agency with superior,
efficient, and cost effective records services upon receipt of the signed interagency
agreement. We are committed to implementing Public Law 106-58 and ask that you
please give this matter a high priority.

I understand that you may be reluctant to sign the interagency agreement at this time
because. of the continuing resolution. However, it is imperative that you, at a minimum,
provide us with the proper accounting code so we can bill you for the first quarter of FY
2003.1 1your NARA Account Representative, will call you shortly to
discuss this matter further.

If we do not receive either the signed interagency agreement or the proper accounting
code by January 6, 2003, we may be forced to suspend all records center services that we
provide to the Federal Bureau of Investigation. We are, of course, reluctant to go to such
extreme measures. However, as NARA's Records Center Program receives no
appropriated funds, we must be able to collect timely payments for services rendered so
that we can continue_to operate our records c':lnters nationwide.

If you have any guestions concerning this matter, please contac~ pf my
staff a~ pr via e-mail atl ~nara.go"'v-.--~----'

Sincerely,

David M. Weinberg
Director, Records Center Program

NARA s web site is bttp://www.nara.gov
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December 23, 2002

••
College Park, Maryland 20740·6001

MEMORANDUM TO AGENCY RECORDS OFFICERS: Expanding acceptable transfer
formats: Transfer Instructions for Scanned Images of Textual Records

As part of the President's Management Agenda, NARA and its partner agencies are
engaged in the Electronic Records Management E-Gov initiative. One component of this
initiative is designed to expand the number and types ofelectronic records formats
NARA will accept for deposit in the National Archives of the United States..

This memo transmits NARA's Interim Guidance on transferring permanent scanned
images of textual records to the National Archives of the United States. It supplements
existing guidance in 36 CFR 1228.270 for transferring existing electronic records.

If you have any questions, please contact the Life Cycle Management Division archivist
assigned to work with your agency or the-Electronic and Special Media Records Services
Division (301-837-3420).

~_I
Assistant Archivist
Office of Records Services - Washington, D.C.

b6
b7C

National Archives and Records Administration



EX'di.cceptable Transfer ReqUirem!.
Transfer Instructions for Existing Permanent Electroni!llecords

SCANNED IMAGES OF TEXTUAL RECORDS

1.0 PREFACE

.As part of the National Archives and Records Administration's (NARA) electronic government
(e-gov) initiative, and in cooperation with other Federal agencies, NARA is issuing guidance to
supplement current requirements in 36 CFR Part 1228.270 for transferring permanent electronic
records to NARA. This guidance expands currently acceptable formats to enable the transfer of
existing scanned images of textual records l to NARA. The guidance does not apply to "born
digital" images or scanned images ofprimarily non-textual records (e.g., maps and photographs).

2.0 BACKGROUND

Scanned images is a priority electronic records format identified by NARA and partner agencies
as part of the Electronic Records Management (ERM) initiative, one of the twenty-four e-gov
initiatives under the President's Management Agenda. A major goal of this initiative is to
provide the tools for agencies to access electronic records for as long as required and to transfer
permanent electronic records to NARA for preservation and future use by government and
citizens. Scanned images is the second of three formats examined under this ERM e-gov
initiative; the other priority formats include email with attachments and electronic records in
Adobe's Portable Document Format (PDF).

The following sections provide transfer requirements specifically for existing scanned images
-that-have-beenappraisedoF-scheduled [oF-permanent-retention in electronic (i-;e.,-scaIl..'1edj-fomL-- - - - - - -­
These requirements address acceptable scanned image file formats, image quality specifications,
transfer documentation, and related information on how to transfer these records to NARA. If an
agency has existing permanent scanned images that do not meet the image quality specifications
in this guidance, contact the NARA appraisal archivist (see section 6.0).

Additional information about the ERM e-gov initiative can be found on NARA's web site at:
http://www.archives.gov/recordsmanagementlinitiatives/ermoverview.html.

3.0 TRANSFER REQUIREMENTS FOR SCANNED IMAGES OF TEXTUAL RECORDS

Effective upon promulgation of these requirements, NARA will accept transfers of scanned
images that have been scheduled as permanent records on a SF 115, Request for Records
Disposition Authority. To facilitate preservation processing and future access to these records,
agencies must comply with the following minimum requirements.

3.1 Image File Format

3.1.1 NARA will accept scanned images in the following file formats:

3.1.1.1 Tagged Image File Format (TIFF), in 'II' format,2

1 Hereafter stated as "scanned images."
2 "In the 'II' format (i.e., little-endian), byte order is always from the least significant byte to the most significant
byte."

12/18/02 --FINAL-- 1
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Expldi_cceptable Transfer Requirements.

Transfer Instructions for Existing Permanent Electroni~ecords_

SCANNED IMAGES OF TEXTUAL RECORDS

versions 4.0 (Aprit 1987),5.0 (October 1988), and 6.0
(June 1992).

3.1.1.2

3.1.1.3

3.1.1.4

Graphics Interchange Format (GIF),
versions 87a (June 1987), and 89a (July 1990).

Basic Image Interchange Format (BIIF),
International Standards Organization (ISO) Standard 12087-5,
Part 5 (December 1998).

Portable Network Graphics (PNG),
version 1.0 (October 1996).

3.1.2 NARA will periodically update this set of acceptable formats and versions.

3.1.3 NARA prefers uncompressed images; with prior consultation between NARA and
the transferring agency, NARA may accept compressed images created using a
lossless compression method (e.g., lTV Group 4, LZW) when it is impractical or
technically impossible to transfer uncompressed files (e.g., due to limitations on
bandwidth or storage media capacities). NARA will not accept images created
using lossy compression techniques because the potential information loss that

- _. -_..' - - canresultfrom-compressioncan~make-such-images-unsuitable·forarchival--- --~- - '-~-

preservation.

3.2 Acceptable.Image Quality Specifications

Scanned images of textual records transferred to NARA must meet the following minimum
requirements for scanning resolution and pixel (bit) depth to support archival preservation and.
continued use.

3.2.1 Bitonal (i-bit) scanned at 300-600ppi3
.

This is appropriate for documents that consist exclusively of clean printed type
possessing high inherent contrast (e.g., laser printed or typeset on a white
background). Scanning at 600 ppi is recommended.

3.2.2 Gray scale (8-bit) scanned at 300-400 ppi.
This is appropriate for textual documents of poor legibility because of low
inherent contrast, staining or fading (e.g., carbon copies, thermofax, or documents
with handwritten annotations or other markings), or that contain halftone
illustrations or photographs. Scanning at 400 ppi is recommended.

3 PPI denotes pixels per inch.

12/18/02 --FINAL-- 2
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Transfer Instructions for Existing Permanent Electroni~ecords

SCANNED IMAGES OF TEXTUAL RECORDS

3.2.3 Color (24-bit RGB [Red, Green, Blue]) scanned at 300-400 ppi.
Color mode (iftechnically av~ilable) is appropriate for text containing color
information important to interpretation or content. Scanning at 400 ppi is
recommended.

3.3 Transfer Documentation

This guidance supplements transfer documentation requirements in 36 CFR 1228.270(e)
to ensure that transfers of scanned images oftextual records are clearly identified and
described. Agencies must also submit a signed Standard Form 258, Agreement to
Transfer Records to the National Archives ofthe United States (SF 258), as required by
36 CFR 1228.272.

3.3.1

3.3.2

For each transfer, agencies must supply documentation that identifies:

3.3.1.1 Imaging system and version(s) (i.e., application software and storage
system)

3.3.1.2 Operating system and version(s)
3.3.1.3 Records Management Application (if applicable) and version(s)
3.3.1.4 Image file format(s) and version(s)
3.3.1.5 Image quality specifications (i.e., resolution, pixel (bit) depth,

-compression technique) ----.. ~_.-- -.----. -- ---- ---
3.3.1.6 Total number of documents in the transfer
3.3.1.7 Total number of images in the transfer
3.3.1.8 Arrangement of files on the transfer media
3.3.1.9 Structure of image header (if applicable)

In addition, agencies must supply the following:

3.3.2.1 Control information necessary to enable retrieval of each file, including
whether the file is a single image or multiple images. Such information can
be conveyed through metadata (e.g., a thumbnail index), captured for each
document either in the image header or in accompanying documentation.

3.3.2.2 Finding aids, indexes, and other information used to retrieve the records also
must be transferred to NARA to support future access to the records.

3.3.2.3 The Optical Character Recognition (OCR) versions of the images (i.e.,
additional files enabling full text searches linked to the appropriate scanned
image), if available.

3.3.3 Agencies also must supply a description of the quality control inspection
performed as part of the imaging process and a report on the results of the last
inspection performed on the images and the date of that inspection.

12/18/02 --FINAL-- 3
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SCANNED IMAGES OF TEXTUAL RECORDS

3.3.4 For inspections conducted after the effective date of this guidance, agencies must
use one of the quality sampling methods presented in ANSI/AIIM, Sampling
Procedures for Inspection by Attributes ofImages in Electronic Image
Management and Micrographic Systems (ANSI/AIIM TR34-1996).

4.0 TRANSFER MECHANISMS

4.1 Agencies must transfer scanned images as uncompressed file(s).

4.2 Agencies must transfer scanned images as unaggregated file(s).

4.2 In addition to the approved transfer media listed in 36 CFR 1228.270(c), agencies may
transfer records on Digital Linear Tape (DLT) Type IV or through File Transfer Protocol
(FTP). FTP transfers currently are limited to a maximum size of five Gigabytes (5 GB).
For FTP transfers, the offering agency must provide the following information to NARA:

• IP address for the Agency FTP site,
• A temporary user name and temporary password for NARA to use in accessing the

Agency FTP site,
• A designated time or time span for NARA to access the records and download a copy

toNARA.
~---~----_._---,--- ._--' _. - ---- -- ------,-

5.0 LEVELS OF ACCESS

NARA will provide access to the creating agency and to all researchers requesting scanned
images accessioned from Federal agencies, subject to review of content for FOIA exemptions as
is feasible. While compliance with these requirements will improve future access to accessioned
scanned images, NARA's ability to provide access to certain records will vary according to their
hardware and software dependencies. At the present time, NARA provides users with a copy of
fully releasable electronic record files on any of the media currently approved by NARA. For
scanned images transferred to NARA the user will be responsible for obtaining the necessary
hardware and software to view the records.

6.0 . CONTACT INFORMATION

For assistance in scheduling scanned images, or to discuss how to handle permanent scanned
images that do not meet the specifications in section 3.0, contact your agency appraisal archivist

.in the Life Cycle Management Division (NWML). The NWML general telephone number is
301-837-3560.

For technical assistance in transferring scanned image records to NARA, contact the Electronic
and Special Media Records Services Division (NWME), 8601 Adelphi Road, College Park, MD
20740. The general telephone number is 301-837-3420.

12/18/02 --FINAL-- 4
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8601 Adelphi Road

- January 16, 2003

NWM 03.2003

College Park, Maryland 20740-6001

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMAnON
RESOURCE MANAGERS: NARA Endorsement ofDoD 5015.2 version 2-STD Records
Management Application Design Criteria Standard.

We are pleased to announce, through NARA Bulletin 2003-03 issued today, that the
National Arcliives and Records Administration (NARA) endorses version 2 of the
Department of Defense Records Management Application Design Criteria Standard
(DoD 5015.2-STD, June 2002) for use by all Federal agencies. The Bulletin is posted at
http://www.archives.gov/recordsmanagement/policyandguidancelbulletin200303.ht
ml. Printed copies will be distributed in the normal fashion in the next few weeks.

NARA endorsed the original DoD 5015.2 standard for use by all Federal agencies in
November 1998. NARA also reviewed and endorsed the software certification testing
process used by DoD's Joint Interoperability Test Command to certify RMA applications.

The revised DoD 5015.2-STD, which -incorporates requirements for records management
applications (RMAs) to manage classified records and other enhancements, was released
in June 2002. NARA participated in the development of this version and is supporting
further enhancement of the standard to encompass transfer of permanent records to the
National Archives in a future version.

Additional information on 00050 15.2-STD and certification process are available at
http://jitc.fhu.disa.mil/recmgt/index.html, or through NARA's website at
http://www.archives.gov/recordsmanagementlinitiatives/dodstandard50l52.html.
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Acting DIrector
Modem Records Programs
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Precedence: ROUTINE

To: Records Management

Sacramento
Contact: Ossl

Approved By:

Date: 03/03/2003

At tn: IL...- _____
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Drafted By:

Case ID #: 66F-HQ-Cl190059"" 315­
SC 66F-A929 - /0
SC 66F-A5 - /6

Title: DESTRUCTION OF RECORDS
NATIONAL ARCHIVES AND RECORDS
ADMINISTRATION APPRAISAL OF FBIHQ
AND FIELD OFFICE RECORDS

Synopsis: Destruction of the documentation of career board
deliberations.

Reference: 66F-HQ-Cl190059 Serial 285

Details: Sacramento Division has destroyed 6 inches of obsolete
material pertaining to Field Office Career Board deliberations
generated in conjunction with the advertising and filling of
vacant FBI support employee (non-agent) position.

UPLOADED
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AT WASHINGTON, DC
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U.S. Department of JU•

Federal Bureau of Investigation

Washington, D. C. 20535-0001

March 4, 2003
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l

Asslstant Archlvlst
Office of Regional Records Services
Room 3600, National Archives
College Park, Maryland 20740-6001

Dear 1 _

(NR)

In accordance with NWM 07.2003, please provide disposal
notices for FBI records to the following address:

Record Group 65
Federal Bureau of Investigation

Robert J. Garrity, Jr., or
Marie B. Allen
Room 11703
935 Pennsylvania Avenue, N.W.
Washington, D.C. 20535-0001

since/lours,
Robert J. Garrity,
Assistant Director
Records Officer

Jr.
(Acting)

Jep.Dir.~ _~)~
:hiefofStalT 1 66F-HQ-Cl190059 ~

JlTofGen - Ms. Allen, Rm. 11703
:oun501 I CI .
".ssrDir.. 1- Ms. 0 alr, Rm.5328

Admin. Serv.
Ctrterronsm
Crim.lnv
CJ1S ~

Financc _
Info. Res.
Insp. _
lllv. Servo
Lab. --,-,,--__
National Sec.
OPR ,..--,- --

)IT of Public
& Congo Affs. _
Training _

Jff.ofEEOA MAIL ROOM~
~(rec(Or's Office FBIIDOJ
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FEB 4 2003

NWM 07.2003 \ /' ~~t>1

MEMORANDUM TO AGENCY RECORDS ~CERS: Changes in records disposal
procedures at NARA records centers

This memorandum announces a change in the procedure relating to records disposal notices sent
to agencies. Currently, as announced in NARA Bulletin ~9-03, Changes in dIsposition
procedures, and NWM 09.99, NARA records centers would be sending NA 13001, Notice of
Eligibility for Disposal, to you via certified mail with a return receipt requested. NARA policy
also requires positive written concurrence from the responsible agency supporting the disposal
action before NARA will dispose of any records for a customer agency.

After reviewing the entire disposal process, and this mail practice in particular, we believe the
use ofcertified mail, return receipt requested, duplicates controls we .alr~ady built into the system
through the written positive concurrence requirement. Since using certified mail return receipt
requested does notprovide any additional records security, NARA records centers will no longer
send the notices via c~rtifiedmail.' ", ..

Based on your agency's response to NARA Bulletin 99-03, Records Centers will send the NA
Form(s) 13001 to the person you designated. If you wish to change the individual who should
receive the notices, please furnish that information as outlined below to:1 1
Assistant Archivist, Office ofRegional Records Services (NR), Room 3600, 8601 Adelphi Road,
College Park, MD 20740-6001: '

• Record group
• Office/Agency.name "
• Specific instructions, e.g" give specific name and address of individual to receive

forms.

If you have any questions about this change, please contact[r-- ·lin the Office of
Regional Records Services atl pr by e-mail a~ ~ara.gov or the
Director of Records Center Operations at your 10cal~aBA.~IiCdS~ii1i;r::::===~......=--___,

b6
b7C

Assfstarit Archivist for
Re,cords Services:- Washington, DC

I . , , L...-....,..."""T~=~~~......-.-..,.-----------IASSIstant ArChIvist for
Regional Records ~eIvices

National Archives and Records Administration
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College Park, Maryland 20740-6001
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MEMORANDUM TO AGENCY RECORDS OFFICERS: Changes in records disposal
procedures at NARA records centers

This memorandum announces a change in the procedure relating to records disposal notices sent
to agencies. Currently; as announced in NARA Bulletin 99-03, Changes in disposition-- --- --'--­
procedures, and NWM 09.99, NARA records centers would be sending NA 13001, Notice of
Eligibility for Disposal, to you via certified mail with a return receipt requested. NARA policy .
also requires positive written concurrence from the responsible agency supporting the disposal
action before NARA will dispose of any records for a customer agency.

After reviewing the entire disposal process, and this mail practice in particular, we believe the
use of certified mail, return receipt requested, duplicates controls we already built into the system
through the written positive concurrence requirement. Since using certified mail return receipt
requested does not provide any additional records security, NARA records centers will no longer
send the notices via certified mail.

. Based on your agency's response to NARA Bulletin 99-03, Records Centers will send the NA
Form(s) 13001 to the person you designated. Ifyou wish to change the individual who should
receive the notices, please furnish that information as outlined below to:1 1

Assistant Archivist, Office ofRegional Records Services (NR), Room 3600, 8601 Adelphi Road,
College Park, MD 20740-6001:

• Record group
• OfficelAg'ency name
• Specific instructions, e.g., give specific name and address of individual to receive

forms.

Ify6u have any questions about this change,please contac~r-- .....,~n the Office of
Regional Records Services a~ pr by e-mail a~ ~ra.gov or the
Director ofRecords Center OperatIons at your local NARA~rds center.

b6
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/
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Assistant Archivist for
Records Services - Washington, DC

Assistant Archivist for
Regional Records Services

&w-HQ-CllcrooSCr -3 {7
National Archives and Records Administration
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NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91)
PREVIOUS EDITION NOT USABLE Prescribed by NARA

C00F~HG -c.., \9005''1 _ 319 36 CFR 1228

115-109

·. ! . b BLANK INARA use on,.1-
REQUEST F.OR RECORDS 01 SITION AUTHORITY JOB NU R

(See Instructions on reverse) 7J /-tJ & s- tJd-S
TO: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED S)WASHINGTON, DC 20408 tb -::J -=}--o d
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY

Department of Justice
In accordance with the provisions of 442. MAJOR SUBDIVISION U.S.c. 3303a the disposition request.

Federal Bureau of Investigation including amendments, is approved except

3. MINOR SUBDIVISION for items that may be marked "disposition

Criminal Justice Information Services (CJIS) Division
not approved" or withdrawn" in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE ~ WIST ~rrE't!'Jrff;y
I I II I 1/-22 -(; 1.- f/ 'A; II 'A';.

VI v" vv

6. AGENCY CERTIFICATION tWi
I hereby certify that I am authorized to act for this agency in matters pertaining to t e isposition of its records
and that the records rroposed for· disposal on the attached....1...- page(& are not now needed for the business
of this agency or wil not be needed after the retention periods speci led; and that written concurrence from
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal
Agencies, b6
[il is not required; Cl is attached; or 0 has been requested. b7C

DATE 1t:'", II .... IIr '''I "" t:'1 :"1 II E TITLE
Archives Specialist

06/27/2002 Records Management Division

7.
8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION

9. GRS OR 10. ACTION
ITEM SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONLY)

UNCLASSIFIED MILITARY FINGERPRINT CARDS

Hard copy of Unclassified Military Fingerprint (UMF) cards generated from
Desert Storm with subjects date of birth 1960 to present. These fingerprint
cards are searched to process Bureau fugitives requests, telephone.
requests from numerous Criminal Justice Information Services (CJIS)
Division offices, and the Laboratory Division Latent Fingerprint Section for
identification purposes. Manually searching the paper fingerprint cards was
shown to be inefficient and time consuming.

The volume of fingerprint cards, which are separated by subject's gender
and filed alphabetically by subject's last name, is apprOXimately 1.5 million
military fingerprint cards and currently occupies about 400 square feet of
floor space. The UMF cards have been converted to electronic format and
the fingerprint images are stored and are searched in the civil repository of
the Integrated Automated Fingerprint Identification System (IAFIS). Access
to IAFIS and the UMF information is retrievable by entering descriptor data
or an assigned sequential FBI number.

DESTROY hard copy UMF cards after conversion to electronic
format and stored in IAFIS and accuracy of electronic format has
been verified.

.
- - -.
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National •.•:A.rchzves at College Park
8601 Adelphi Road

February 5,2003

IDepartment ofJusocelFelIerai Bore.! of Investigatiou
J. Edgar Hoover Building
Room lB327 Box 20
935 Pennsylvania Ave NW
W~~hingto!!>}).g~2Q5}5

Demi .....

•• J)
College Park, Maryland 20740-6001

b6
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We are returning without further action Job No. Nl-65-03-1, which covers the records created by
the FBI Finance Division Travel Advance and Payment Unit. Our appraisal determined that the
records are covered by an approved disposition authority, GRS 9/items l(a) and 3(a).

Sincerel

Work Group Leader
WorkGroup 2
Life Cycle Management Division

Enclosure

~F - HG -L J r900Sq - 320

National Archives and Records Administration
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E BLANK INARA use only)

REQUEST FOR RECORDS 01 SITION AUTHORITY JOB NU ER

(See Instructions on reverse) Aif - ()65- 0:) - I
TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED

WASHINGTON, DC 20408 It- - to' 'l([:J(!)2-
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY

Department of Justice
In accordance with the provisions of 442. MAJOR SUBDIVISION U.S.C. 3303a the disposition request,

Federal Bureau of Investigation including amendments, is approved except

3. MINOR SUBDIVISION for items that may be marked "disposition

Records Management Division
not approved" 0t: withdrawn" in col umn 10.

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE

AACHW1nm[AW~rJ I I
6. AGENCY CERTIFICATION
} hereby certify that·} am authorized to act for this agency in matters pertaining to the disposition of its records
and that the records Eroposed for disposal On the attached _2_ page~) are not now needed for the business
of this agency or wi 1 not be needed after the retention periods sped led; and that written concurrence from
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federai
Agencies, b6

[]] is not required; Cl is attached; or Cl has been requested. b7C

DATE ~ : r-. /1 IR~ 11= /1r:::~r-.Ir.V R~PR~~~/IJ '/1 \/~ TITLE
Archives Specialist

12/18/2002 Records Policy and Administration Section

7. 9. GRS OR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO .. JOB CITATION USE ONLY)

TRAVEL ADVANCE AND PAYMENT UNIT
ACCOUNTING SECTION

FINANCE DIVISION

The Travel Advance and Payment Unit (TAPU) is responsible for
conducting internal Financial Management (FM) and Electronic Data
Processing (EDP) audits of FBI operations and activities to ensure
compliance with applicable statutes, regulations, rules and guidelines. The
audits are conducted on a periodic basis in accordance with General
Accounting Office (GAO), Department of Justice (DOJ) and other
professional standards. The TAPU conducts FM and EDP audits of field
offices and FBIHQ Divisions as part of the inspection process; conducts

- -.-

- audits as mandated or requested by Congress, GAO, DOJ and by FBI
Executive Management (EM); prepares Congressional Audit Reports as
required for Undercover Operations (UCOs); and assists the Office of
Inspections (01) by conducting pre~inspection reviews of Legat Field
Support Accounts (FSA) and providing briefings to 01 personnel conducting
the on-site Legat FSA audits. The TAPU also provides assistance,
guidance and training to field offices and FBIHQ Divisions on FM and EDP
matters.

Upon completion of each audit, the TAPU compiles workpapers for each
area reviewed and then prepares a co"ncise final report based on the
workpapers. Upon approval the final report is forwarded to the appropriate
FBIHQ case file(s).

NOTE: These records were previously covered by GRS 22, Item 2

115-109 NSN 7540-00-634-4064
PREVIOUS EDITION NOT USABLE

STANDARD FORM 115 (REV. 3-91)
Prescribed by NARA

36CFR1228
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PAGE
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9. GRS OR

SUPERSEDED
JOB

CITATION

••
8. DESCRIPTION OF ITEM

(With 'nclusive Dates or Retention Periods)

7.
ITEM

NO.

REQUEST FOR RECORDS DISPOSITIO AUTHORITY· CONTINUATION

A. Travel Advance and Payment Unit Workpapers

Cut off at end of fiscal year in which case is closed. Transfer
to Federal Records Center for storage at close of fiscal year.
DESTROY 6 years / 6 months after cutoff, or when agency
use has been exhausted, whichever is later.

B. Travel Advance and Payment Unit Final Reports

RETAIN/DESTROY commensurate with the disposition
authority applicable to the specific case file classification
wherein the material is maintained.

C. Electronic Records

Electronic copies of records that are created on electronic mail
and word processing systems and used solely to generate a
record-keeping copy of the records covered by this schedule.

DESTROY within 60 days after the record-keeping copy has been
produced.

115-204 Four caples, Including original to be submitted
to the National Archives and Records Service.

STANDARD FORM 115-A (REV. 12-83)
Prescribed by GSA
FPMR (41 CFR)101-11.4



~--------------------------

8601 Adelphi Road College Park, Mary/an 20740·6001
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FEB 20 2003

NWM.082003

MEMORANDUM TO AGENCY RECORDS OFFICERS, INFORMATION TECHNOLOGY
MANAGERS, AND CHIEF INFORMATION OFFICERS: RACO 2003, Nominations for Archivist
Achievement Award in Records Management

I am pleased to announce that the National Archives and Records Administration will present a new
Archivist's Achievement Award in Records Management at our annual records administration
conference, RACO 2003, on Tuesday, May~13, atJhe International Trade Center-Ronald Reagan
Building, in Washington, DC. The awards will recognize outstanding records management programs or
activities in a Federal agency and will also provide a way for agencies to learn about noteworthy records
activities, which can be used as models for similar undertakings in other organizations.

To assist NARA in identifying noteworthy nominees, please submit nominations that you think represent
outstanding records management activities. Award selections are made based on evaluations ofthe
nominations received by NARA. You may nominate any Federal entity deserving of special recognition,
including your ownagency.

Please submit your nomination directly to NARA and provide the name of the agency and/or program
being nominated; an agency contact; a brief description of the agency's achievement in records

~ management; documentation that supports your nomination; and your name, telephone number,
address, and email address.

We must receive all required information no later than March 15, and it may be submitted by mail,
fax, or email t~ INational Archives and Records Administration, Life Cycle
Management DIV1slOn;N'WMt, Room 5320,8601 Adelphi Road, College Park, MD 20740. Fax:
I ~maili t'Ynara.gov.

IlfXi have any questions or need additional information, please contac~ H
or by email. --------' ------'

Additional information about RACO 2003, including conference registration information, is available
at th(( NARA web site at www.archives.gov/records management/training/rac02003.html. We win
periodically update this site, as more information becomes available.

I look forward to seeing yoU at RACO 2003.

Sincerely,

b6
b7C
b2

(06F- HQ-C 119epS't -32/
Acting Director
Modem Records Programs

National Archives and Records Administration
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March 3, 2003

NWM092003

MEMORANDUM TO AGENCY RECORDS OFFICERS: Bimonthly Records and Information
Discussion Group (BRIDG) Meeting on March 20, 2003

rl~ase mark_Y9!!r c~l~~'l(!ar§ for th~J}ext BRID.0.meeting that is scheduled.for--Thursday,_March__
20, from lOAM to noon at the Federal Deposit Insurance Corporation, 80 I 17Ut Street NW,
Washington DC (Farragut West Metro stop). Topics include an update on NARA's Records
Management Initiatives by the Deputy Archivist and a dialog session on the Electronic Records
Archive (ERA). In preparation for the meeting, please review the Records Management website
at http://www.archives.gov/records management.

To reserve a place for the meeting, please rovide your name, telephone number, agency, and
number of attendees t r via email ai~nara.gov.no
later than noon on Tues ay, Marc 18,2003.

The NARA Records Center Program staff will host a Records Center Forum from 9 to 9:45 AM
before the BRlDG meeting to discuss records center issues and answer questions. To register for
the RecordsC~ Forum, please contaci ~r via emailI ynara.gov.. . '

""""------_I
Acting Director
Modem Records Programs

. ~

"
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National Archives and Records Administration
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March 25, 2003

NWM.I0.2003

Y5

MEMORANDUM TO AGENCY RECORDS OFFICERS, INFORMATION TECHNOLOGY
MANAGERS, AND CHIEF INFORMATION OFFICERS: Request for Comments on Draft
Appraisal Policy

NARA is seeking public comment on its draft Appraisal Policy. This proposal is part 0[­

NARA's series of records management initiatives to examine and redesign, as necessary, its
records management policies and procedures. The draft policy is available on the NARA
Records Management web page at:
http://www.archives.gov/about_us/opportunities_for_comment/draft_appraisal-.rolicy.html

The Strategic Plan of the National Archives and Records Administration (NARA) states that
NARA will ensure ready access to essential evidence that documents the rights ofAmerican
citizens, the actions ofFederal officials, and the national experience. In support of the NARA
Strategic Plan, this draft Appraisal Policy sets out the strategic framework, objectives, and
guidelines that the National Archives and Records Administration uses to determine whether
Federal records have archival value. It also provides more specific guidelines for appraising the
continuing historical value ofcertain categories of records including personal data records,
research and development records, scientific observations, and environmental information.

We urge you to read this document and provide feedback to NARA. Comments must be received
by April 18 2003. Please send your comments tC ICNP.OL) by email to

z..: tIDnara.gov or by fax t~ ~or by maIl to NPOL, National Archives at
~C:-ollTle":"""g--e""P~.ar""K:-,""R~oom 4100, 8601 Ade~ Rd. College Park. MD 20740-6001. IfJ'Ou would like

ad4itional information! please contact J ~_.

This request for comments is also being sent to the CIO Council.

~F-(-\G-L \ 1.'fOO59-· 323

National Archives and Records Administration
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March 31, 2003

College Park, Mary/and 20740·6001

MEMORANDUM TO AGE~CYRECORDS OFFICERS: Expanding acceptable transfer
formats: Transfer Instructions for Records in Portable Document Format (PDF).

As part of the President's Management Agenda, NARA and its partner agencies are
engaged in the Electronic Records Management E-Gov initiative. One component of this
initiative is designed to expand the number and types of electronic records formats
NARA will accept for deposit in the National Archives ofthe United States.

This memo transmits NARA's Interim Guidance on transferring permanent records in
PDF to the National Archives of the United States. It supplements existing guidance in
36 CFR 1228.270 for transferring existing electronic records.

If you have any questions, please contact the Life Cycle Management Division archivist
assigned to work with your agency or the Electronic and Special Media Records Services
Division (301-837-3420).

~~I
Assistant ArchIVIst
Office of Records Services - Washington, D.C.

b6
b7C

~0F- H~ - C.II qQ:)59

National Archives and RecordsAdministration
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April 11, 2003

NWM 13.2003

7)
College Park, Maryland 20740-6001

MEMORANDUM TO FEDERAL AGENCY CONTACTS: Announcing new e-mail
address for the Office ofModem Records Programs

. As many of you know, the Modern Records Program coordinates-electronic and hard
copy distribution of a wide variety ofNARA records management communications.
These include meeting notices; informational memos; requests for participation in NARA
activities; and requests for comment on proposed rulemaking, policy, and guidelines.

To better manage our communications, we will be sending all future Modem Records
Program electronic correspondence from RMCommunications@nara.gov.

If you have any gUestiors or comments OD:!use of this new address, please contact
"-- ...Jlat _ j@nara.gov'b6

~----...JI b7C

Acting Director
Modem Records Programs

~CoF -I-IQ -C J rQco59 - 325"

National Archives and Records Administration
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April 21, 2003

ArchIves SpecIalIst
Federal Bureau ofInvestigation
935 Pennsylvania Avenue NW
Washington DC 20535

b6
b7C

Enclosed are signed copies of Standard Form 258 (our numbers NN3-065-03-002, NN3-065-03­
003, NN3-065-03-004, and NN3 065-03-005) for records ofyour agency recently transferred to
the custody ofthe National Archives and Records Administration. The signature on Line 16
confirms that the records have been accepted into the archives of the United States.

If you have any questions about this transfer, please let me know by telePhonel lor
by e-mail ~nara.gov

Sincerely,

Supervisory Archivist
Initial Processing and Declassification Division

Enclosure

. National Archives and Records Administration

-320



AGREEMENT TRtaFER RECORDS TO
THE NATIONAL ARCHIVE_F THE UNITED STATES

1. INTERIM CONTROL NO. (NARA Use Only)

l\JoAJl'",-f) 01-"';)':>-~

b6
b7C

3A. NARA APPROVAL

AME TITLE MAILING ADDRESS

Signatu

In accordance with 44 U.S.C. 2108, custody of these records becomes the
responsibility of the Archivist of the United States at the time of transfer of the
records. It is agreed that these records will be administered in accordance with the
provisions of 44 U.S.C. Chapter 21, 36 CFR XII, 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

TERMS OF AGREEMENT
The records described below and on the attached..l:- pages are deposited in the these records will be imposed other than the general and specific restrictions on
National Archives of the United States in accordance with 44 U.S.C. 2107. The the use of records in the National Archives of the United States that have been
transferring agency certifies that any restrictions on the use of these records are in published in 36 CFR Part 1256 or in the Guide to the National Archives of the
conformance w~h the requirements of 5 U.S;C. 552. United states. The Archivist may destroy, donate, or otherwise dispose of any

containers, duplicate copies, unused forms, blank stationery, nonarchival printed or
processed material, or other nonrecord material in any manner authorized by law
or regulation. Without further consent. the Archivist may destroy deteriorating or
damaged documents after they have been copies in a form .that retains all of the
informati on in the original document. The Archivist will use the General Records
Schedule and any applicable records dispositio sch ule (SF 115) of the transf<~rring

agency to dispose of nonarchival m r.ials cIa' d' 'B eposi ':. ?/03
2A.AGENC

Archives Specialist
......-===".-T"...,.,............=,......,...........,....ndve S t iga t i on

Avenue, NW
20535

RECORDS INFORMATION

4A. RECORDS SERIES TIRE

31 Classification -Fifth interim FBIHQ microfilm reels pertaining to investigations
White Slave Traffic Act
48. DATE SPAN OF SERIES 1937 thru 1943 (Attach any additional description.)

SA. AGENCY OR ESTABLISHMENT 9. PHYSICAL FORMS

Department of Justice 0 Paper Documents 0 Posters

5B. AGENCY MAJOR SUBDIVISION 0 Paper Publications 0 Maps and Charts

Federal Bureau of Investioation IXl Microfilm I Microfiche 0 Arch I Eng Drawings

5C. AGENCY MINOR SUBDIVISION 0 Electronic Records 0 Motion I Sound Video

Records Management Division 0 Photographs 0 Other (specify)'

5D. UNIT THAT CREATED RECORDS 10. VOLUME: CONTAINERS

Records Disposition Unit Cu. Mtr. (Cu. Ft. L.!l..D) Number 160 Reelrrtpe

5E. AGENC OUT THE RECORDS 11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

Name:! I 3/28/2003
Telephone Number:1 I 12. ARE RECORDS FULLY AVAiLABLE FOR PUBLIC USE?

6. DISPOSITION AUTHORITY: IXI YES D NO (if no, attach limits on use and justificatIOn.)

N1 65-82-4 Part B Item 31
7. IS SECURITY CLASSIFIED INFORMATION PRESENT? IZI NO DYES 13. ARE RECORDS SUBJECT TO THE PRIVACY ACT?

LEVEL: o Confidential o Secret D Top Secret (If yes, cite Agency System Number and
SPECIAL MARKINGS: o RD/FRD o SCI '0 NATO Federal Register volume and page numbero Other DYES lXI NO of most recent notice and attach a copy of
INFORMATION STATUS: 0 Segregated Qg Declassified this notice.)

8. CURRENTLOCATION OF RECORDS

~Agency (Co;"plete 8A only)
14. ATIACHMENTS

___Federal Records Center (Complete 8B only) o Agency Manual Excerpt ~ Listing of Records Transferred

8A. ADDRESS o Additional Description 0 NA Form 14097 or Equivalent

Federal Bureau of Investigation o Privacy Act Notice 0 Microform Inspection Report

935 Pennsylvania Avenue, NW ~ Other (specify): 0 SF(s) 135

Washington, D.C. 20535 Diskette

8B FRC ACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION

NARA PROVIDES
15, SHIPPING INSTRUCTIONS TO AGENCIES JREMARKS REGARDING DISPOSITION RG

5ec~{/~/ ;L~J 7 0&<'
16. RECORDS Ij.lZ'CEPTED INTO"l'HE NATIONAL ARCHIVES OF THE UNITED STATES 17. NATIONAL ARCHIVES ACCESSION NO.

Signature ~~ r .~c.n:-v~. Date If (~d 03 ,V/Il ~- O~s- 02> - D05""
NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

TJ) 4-~6 Lf
SF 258 (9/95)



AGREEMENT ~FERRECORDS TO _
THE NATIONAL ARCHI'V~FTHE UNITED STATES

1. INTERIM CONTROL NO. (NARA Use Only)

, ,..J..,.;...\,) 0) - ,()5"3

.~

Date· Q101 (OJ
i

b6
b7C

3B. NAME, TITLE, MAILING ADDRESS

In accordance with 44 U.S.C. 2108, custody of these records becomes the
responsibility of the Archivist of the United States at the time of transfer of the
records. ~ is agreed that these records will be administered in accordance with the
provisions of 44 U.S.C. Chapter 21. 36 CFR XII, 36 CFR Part 1256 and such other
rules and regulations as may be prescribed by the Archivist of the United Slates
(the Archivist). Unless specified and justified below, no restrictions of the use of

TERMS OF AGREEMENT
The records described below and on the attached _1_ pages are deposited in the these records will be imposed other than the general and specific restrictions on
National Archives of the United Slates in accordance with 44 U.S.C. 2107. The the use of records in the National Archives of the United States that have been
transferring agency certifies that any restrictions on the use of these records are in published in 36 CFR Part 1256 or in the Guide t6 the National Archives of the
conformance with the requirements of 5 U.S.C. 552. United States. The Archivist may destroy. donate. or otherwise dispose of any

containers, duplicate copies, unused forms, blank stationery. nonarchival printed or
processed material, or other nonrecord material in any manner authorized by law
or regulation. Without further consent, the Archivist may destroy deteriorating or
damaged documents after they have been copies in a form that retains all of the
infornnati on in the original document The Archivist will use the General Records
Schedule and any applicable records disposition hed Ie (SF 115) of the transferring
agency to dispose of nonarchival mat conla' e ·n posit

2A. AGENCf'...r..2iiilli.C::u.uu.... .,

l-'oii/o"jl:l.Ql;iWiiio...u.J........w.::.IIoIl,;l,:.i~DRESS

rchives Specialist
Federal Bureau of Investigation
935 Pennsylvania Avenue, NW
Washin ton DC 20535

RECORDS INFORMATION

4A. RECORDS SERIES TITLE

44 Classification -Fifth interim transfer of FBIHQ case files pertaining to
investigations of civil rights violations.
4B. DATE SPAN OF SERIES 1968 - 1969 (ATtach any additional descflption )

5A. AGENCY OR ESTABLISHMENT 9. PHYSICAL FORMS

Denartment of Justice 1XI Paper Documents 0 Posters

5B. AGENCY MAJOR SUBDIVISION o Paper PUblications 0 Maps and Charts

Feder'll Bureau of Investil'atioll o Microfilm I Microfiche 0 Arch I Eng Drawings

5C. AGENCY MINOR SUBDIVISION o Electronic Records 0 Motion I Sound Videa

Records Manal!ement Division o Photographs 0 Other (specify)

50. UNIT THAT CREATED RECORDS 10. VOLUME: CONTAINERS

Records Disposition Unit Cu. Mtr. (Cu. Ft. 61Llll.l. )Number Type
5E. AGENCY PERSON WITH WHOM 0 CONFER ABOUT THE RECORDS 11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

Namel I 3/28/2003
Telephone Number:1 I 12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?

6. DISPOSITION AUTHORITY: DYES IXI NO (il no. attach limits on use and justificat'on.)

Nl-65-82-04 PilI1 B Item 44
7. IS SECURITY CLASSIFIED INFORMATION PRESENT? 0 NO IXI YES 13. ARE RECORDS SUBJECT TO THE PRIVACY ACT?

LEVEL: D Confidential !Xl Secret 0 Tap Secret. (If yes, cite Agency System Number and
SPECIAL MARKINGS: o RDIFRD o SCI o NATO Federal Register volume and page numbero Other DYES [XI NO of most recent notice and attach a copy of
INFORMATION STATUS: 0 Segregated o Declassified this notice.)

8. CURRENT LOCATION OF RECORDS

~Agency (Complete 8A only)
14. ATIACHMENTS

___Federal Records Center (Complete 8B only) o Agency Manual Excerpt 0 Listing of Records Transferred

8A.ADDRESS o Additional Description 0 NA Farm 14097 or Equivalent

Federal Bureau of Investigation o Privacy Act Notice 0 Microform Inspection Report

935 Pennsvlvania Avenue, NW lXI Other (specify): 0 SF(s) 135

Washington, DC 20535 Diskette

8B FRC ACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION

NARA PROVIDES
15. SHIPPING INSTRUCTIONS TO AGENCIES I REMARKS REGARDING DISPOSITION RG

5t:c~ ct·<1;4-~/ ;;LW/.- O~<'
16. RECORDS ACCEPTED INTO THE tPiTIONAL ARCHIVES OF THE UNITED STATES 17. NATIONAL ARCHIVES ACCESSION NO.

Signature !L~~ r 'Vvt-v-r( Date riLl/OJ N,v'3-o"s-~ D.3~ 001
NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

XV <.j.!kJ3
SF 258 (9/9S)



AGREEMENT _ TR
THE NATIONAL ARCHIVE

FER RECORDS TO
F THE UNITED STATES

1. INTERIM CONTROL NO. (NARA Use Only)

.v.N';A) ~.s ·-L/;;.{D

Date ojBlI~
I

Signature

3B. NAME, TITLE, MAILING ADDR.ESS

b6
b7C

3A. NARA APPROVAL

TERMS OF AGREEMENT
The records described below and on the attached -!.- pages are deposited in the these records will be imposed other than the general and specific restrictions on
National Archives of the United States in accordance with 44 U.S.C. 2107. The the use of records in the National Archives of the United States that have been
transferring agency certifies that any restrictions on the use of these records are in published in 36 CFR Part 1256 or in the Guide to the National Archives of the
conformance with the requirements of 5 U.S.C. 552. United States. The Archivist may destroy, donate, or otherwise dispose of any

containers, duplicate copies, unused forms, blank stationery, nonarchival printed or
processed material, or other nonrecord material in any manner authorized by law
or regulation. Without further consent, the Archivist may destroy deteriorating or
damaged documents after they have been copies in a form that retains all of the
informati on in the original document. The Archivist will use the General Records
Schedule and any applicable records di positi n schedule (SF 115) of the transferring
agency to dispose of nonarch', m te a i in this deposit.

2B. NAME, TITLE, MAILING ADDRESS

Signatur

2A. AGENC

In accordance with 44 U.S.C. 2108, custody of these records becomes the
responsibility of the Archivist of the United States at the time of transfer of the
records. tt is agreed that the·se records will be administered in accordance with the
provisions of 44 U.S.C. Chapter 21,36 CFR XII, 36 CFR Part 1256 am;! 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

~~-=-_-=-=- --:::--:~Archive s Special i s t
Federal Bureau of Investigation
935 pennsylvania Avenue, NW

hin 2

RECORDS INFORMATION

4A. RECORDS SERIES TIlLE

65 Classification - Sixth interim transfer of FBIHQ case files pertaining to
investigations of Espionage
4B. DATE SPAN OF SERIES 1940 thru 1944 (Attach any additional description.)

SA. AGENCY OR ESTABLISHMENT 9. PHYSICAL FORMS

Department of Justice IXl Paper Documents 0 Posters

56. AGENCY MAJOR SUBDIVISION o Paper Publications 0 Maps and Charts

F~d~ral Bureau of Investiaation o Microfilm I Microfiche 0 Arch I Eng Drawings

SC. AGENCY MINOR SUBDIVISION o Electronic Records 0 Motion I Sound Video

Records Management Division o Photographs 0 Other (specify):

5D. UNIT THAT CREATED RECORDS 10. VOLUME: CONTAINERS

Records Disposition Unit Cu. Mtr. (Cu. Ft. .fi.L....5)Number Type
5E.AGENC "" rH WHnM nNFFR AROUTTHE RECORDS 11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

Name:1 I b6
3/28/03

Telephone Number: I I
D7C·

12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?

6. DISPOSITION AUTHORI DYES IZI NO (if no, attach limits on use and justdicatlon)

Nl - 65 - 82- 04 Part B Item 65
7. is SECURITY CLASSIFIED iNFORMATION PRESENT? 0 NO ~YES 13. ARE RECORDS SUBJECTTO THE PRIVACY ACT?

LEVEL: o Confidential IRl Secret 0 Top Secret (If yes, cite Agency System Number and
SPECIAL MARKINGS: o RDIFRD o SCI D NATO Federal Register volume and page numbero Other DYES 00 NO of most recent notice and attach a copy of
INFORMATION STATUS: 0 Segregated IZJ Declassified this notice.)

8. CURRENT LOCATION OF RECORDS

~Agency (Complete 8A only)
14. ATIACHMENTS

___Federal Records Center (Complete 8B only) o Agency Manual Excerpt QQ Listing of Records Transferred

8A.ADDRESS o Additional Description 0 NA Form 14097 or Equivalent

Federal Bureau of Investigation o Privacy Act Notice 0 Microform Inspection Report

935 Pennsylvania Avenue, N.W. [Xl Other (specify): 0 SF(s) 135

Washington, D.C. 20535 Diskette

8B FRC ACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION

NARA PROVIDES
15. SHIPPING iNSTRUCTIONS TO AGENCIES I REMARKS REGARDING DISPOSITION RG

Date

17. NATiONAL ARCH IVES ACCESSION NO.

NATIONAL ARCHIVES AND RECORDS ADMINISTRAliON

r:ry 'i~5 0

SF 258 (9/95)



Date

,. INTERIM CONTROL NO. (NARA Use Only)

/)/);,,0 OJ -'-/;; -f:::'

3B. NAME, TITLE, MAILING ADDRESS

b6
b7C

SFER RECORDS TO _
OF THE UNITED STATES

,.--:--.

In accordance with 44 U.S.C. 2108, custody of these records becomes the
responsibility of the Archivist of the United States at the lime of transfer of the
records. ~ is agreed that these records will be administered in accordance with the
provisions of 44 U.S.C. Chapter 21, 36 CFR XII. 36 CFR Part 1256 and such other
rules and regulalions as may be prescribed by the Archivist of the United States
(the Archivist). Unless specified and justified below, no restrictions of the use of

TERMS OF AGREEMENT
The records described below and on the attached -l:.... pages are deposited in the these records will be imposed other than the general and specific restrictions on
National Archives of the United Slates in accordance with 44 U.S.C. 2107. The the use of records in the National Archives of the United States that have been
transferring agency certifies that any restrictions on the use of these records are in published in 36 CFR Part 1256 or in the GUide' to the National Archives of the
confonnance with the requirements of 5 U.S.C. 552. United States. The Archivist may destroy, donate, or otherwise dispose of any

containers, duplicate copies, unused forms, blank stationery. nonarchival printed or
processed material, or other nonrecord material in any manner authorized by law
or regulation. Without further consent. the Archivist may destroy deteriorating or
damaged documents after they have been copies in a form that retains all of the
infonnalion in the original document. The Archivist will use the General Records
Schedule and any applicable records d'sposi on schedule (SF 115) olthe transferring
agency to dispose of nonarc I m ri Is ined in this de asit.

2A.AGENC

Archives Specialist
""=......,,......,......,,......,,,,...---....,.......,,,,......,......
Federal Bureau of Investigation
935 Pennsylvania Avenue NW
Washin ton, D.C. 20535

."
7 ~---------~ -:-.,.....~~

AGREE MEN
THE NATIONAL A

'-'-.-'--~'-----. RECORDS INFORMATION

4A. RECORDS SERIES TITLE !

176 Classification - The completion of PG, SU, SE and WFO Field Office case files I
pertaining to investigations of Anti-Riot Laws. i
46. DATE SPAN OF SERIES 1977 through 1983 (Attach any addilional description j ,

SA. AGENCY OR ESTABLISHMENT 9. PHYSICAL FORMS
IDepartment of Justice !Xl Paper Documents D Posters

56. AGENCY MAJOR SUBDIVISION D Paper Publications D Maps and Charts

IFederal B11rp.:l.u nf InvP!'lt-.iorl t-inn D Microfilm I Microfiche D Arch I Eng Drawings

5C. AGENCY MINOR SUBDIVISION D Electronic Records D Motion I Sound Video

Records Management Division D Photographs 0 Other (specify)' I
50. UNIT THAT CREATED RECORDS 10. VOLUME: CONTAINERS

jRecords Disposition Unit 6.67
Cu. Mtr. (Cu. Ft. )Number Type

5E. ~~:Nej pERSON WIT; WHOM TQ CONEER rBOUT THE RECORDS 11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

3/28/2003
Telephone Number: I 12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?

I6. DISPOSITION AUTHORITY: IXJ YES D NO (if no. 3ttach Unfits on use and justification.,;

N1 65-82-4 Part D Item 176 :

7. IS SECURI1Y CLASSIFIED INFORMATION PRESENT? ONO ~YES 13. ARE RECORDS SUBJECT TO THE PRIVACY ACT? I
LEVEL: o Confidential IXJ Secret DTop Secrel (If yes. cite Agency System Number and

,
I

SPECIAL MARKINGS: o RD/FRD o SCI o NATO Federal Register volume an'd page number I
o Other DYES lXI NO of most recent notice and attach a copy of I

INFORMATION STATUS: 0 Segregated 1ZI Declassified this notice,)
I8. CURRENT lOCATION OF RECORDS

~Agency (Complete 8A only)
14. ATIACHMENTS !

___Federal Records Center (Complete 86 only) D Agency Manual Excerpt !ZI Listing of Records Transferred

8A. ADDRESS D Additional Description D NA Form 14097 or Equivalent

Federal Bureau of Investigation D Privacy Act Notice D Microform Inspection Report

935 pennsylvania Avenue NW IXI Other (specify): D SF(s) 135

Washington, D.C. 20535 Diskette
I

BB FRC ACCESSiON NUMBER CONTAINER NUM6ER(S) FRC lOCATION

I
i

I

I
I

NARA PROVIDES
15. SHIPPING INSTRUCTIONS TO AGENCiES I REMARKS REGARDING DISPOSITION RG

Date

()~<

17. NATIONAL ARCH IVES ACCESSION NO.

002
NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

+- \) Lt~LtJ
SF 258 (9195



- •National Artives and Records Atministration
Washington National Records Center

4205 Suitland Road

Suitland, MD 20746-8001

April 22, 2003

Department of Justice
J. Edgar Hoover Bldg., Room 4933
935 Pennsylvania Avenue, NW
Washington, DC 20535

~ea~"-- ..............,....--.-_.......,.

b6
b7C

As the ChiefNARA official for the reference operations at the Washington National
Records Center (WNRC), I have discovered material weaknesses with the
accountability and verification process when my staff receives National Security
Information (NSI) folders and box refiles from your messengers or couriers.

There is no procedure in place to verify what has been delivered on any given day.
We are proposing that beginning June 1,2003, the following policy will be
impl~,mentedfor your protecti?ll.

NEW POLICY", AGENCY MANIFEST/TRANSMITTAL

The reason for this memorandum is to inform each agency of the new requirements.
All NSI material (folders and boxes) being returned for refile must be listed and
presented by your agency courier to our staff on an official agency
manifest/transmittal with your letterhead and be presented by your courier at the
time of delivery. The manifest/transmittal should be in a sealed envelope.

Your agency is responsible for creating this manifest/transmittal and ensuring
that all NSI.J11ateriaIJ)eiI!g_d~Jiy_eredjslisted. The manifest/transmittal should list
each individual file or box being retu~~d'-'We ~iil ret"ai~-yo-Ur ~"anlfe;t dO~Ulrients
as a record of their return. Our staff will not accept deliveries from agencies sending
material without these manifests. The courier will be instructed by WNRC staff to
return the NSI material to the sending agency unless he/she presents a manifest listing
precisely whathe/slle is delivering.

If you would like to retain proof of delivery, please provide a duplicate copy of the
manifest/transmittal. Normally, my staff will not sign the manifest/transmittal copy
or original until your delivery ofNSI refiles has been checked and verified. If you
ar'e returning NSI material 'by the US Postal Service, or: commercial carrier, ensure
that there is a return address and point of contact on the manifest/transmittal in the
first box anhe shipment odnside the manila envelope with the individual folder or
folders.

NARA's web site is http://www.nara.gov/records/wnrc.html



• • ,e
REQUIREMENTS OF A MANIFEST/TRANSMITTAL

An example of the infonnation a manifest should contain follows:

1. Volume of boxes/folders being returned
2. The accession and box number of each returned item
3. The folder identification number of each individual file (this applies to folder

refiles only and does not require an entire box inventory)
4. Courier's name
5. Agency person and telephone number who prepared the shipment
6. List the levels of classification on the manifest. Do not mix NSI and unclassified

material. Do not mix Top Secret with Secret, etc.

-.. Eac1ibOxormamralofcIer with Tndlvldulll fulderrefifes-rlliistlJetaped-c'Iosedto--- -- ----~

ensure that there has been no evidence of tampering, No classification markings are
to appear on the outside of boxes or envelopes.

We hope that you do not find this requirement to be onerous. We are implementing
this policy to protect your NSI materials and to provide better accountability for these
materials for both your agency and the WNRC The reason for this letter is to infonn
each agency of these new safeguards.

AN INVITATION

We invite you to join us to discuss this new procedure at either of the Focus Groups
to be held at WNRC on May 15 or May 20. Please see the enclosed announcement.
We will gather to discuss this and other important issues regarding the handling of
NSI material.

It is our intent here at WNRC to be proactive when handling National Security
Infonnation material rather than reactive. Given the current world situation, we want
to be sure that your records are handled in a precise and accurate manner. We must

- -, -be abIe-to-ver-ifythat-what-your-agency believes-to-have-been-returned, has in fact ­
been returned. While this may cause some initial inconvenience, once the manifests
have been developed and implemented, the system will become second nature.

Again, please consider joining us at our first Focus Group on May 15 at 10:00 a.m. or
our second Focus Group on May 20 at 1:30 p,m, Please circulate the flyer to those in
your organization that may need to attend.

Sincerely,

9urAJ.;d~ )!J

JOSEPH N. GROOMES III
Chief, Reference Service Branch
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College Park, Maryland 20740-6001

• • j)

April 25, 2003

NWM 14.2003

MEMORANDUM TO FEDERAL AGENCY CONTACTS: Announcing a change in
communications format and a request for updated mailing information

Beginning June 1,2003, the Modern Records.Program will send hard copy memoranda
only to those agency contacts who do llothav,S;} access to inter.;agencyemail. Many of
our communications are directed to particular client groups and are time sensitive. We
believe that the use of email will disseminate information more efficiently than other
modes of delivery.

To assist us in this transition, please reply by May 23,2003 with the following
information (as applicable):

Your email address, or, if you do not have an agency internet email address,
the correct U.S.P.S. address for hard copy mail; -
New records management contact name and address;
Request to delete from mailing list if you are not the appropriate contact.

Please note that this change does not apply to communications regarding training
conducted by the NARA Life Cycle Management Division.

Questions, comments, and informatio"n updates may be sent to
RMCommunications@nara.gov or to the attention of your appraisal archivist, NARA Life
Cycle Management Division, 8601 Adelphi Road, Room 2200, College Park, MD
20740.

b6
b7C

Acting Ulreetor
Modern Records Programs

. ;,
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May 2, 2003

NWM 15.2003

J)
College Park, Maryland 20740-6001

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION
RESOURCES MANAGERS: Vital Records Program Training Session

I am pleased to announce tlIat the National Archives and Records Administration (NARA) will
hold, at no cost, a special Vi day vital records management training session on Thursday, June 26,
2003, from 9:00 a.m. to 12:30 p.m. at the Department ofAgriculture's Jefferson Auditorium, 14th

and Independence Avenue, SW, Washington, DC. Speakers will discuss how to establish and
implement a vital records program, and where this program fits in an agency's disaster planning
efforts.

The enclosed announcement sheet contains details about the session's content, directions to the
location, and registration information. The session is open to anyone with an interest in or has
responsibilities for managing Federal records. Please register soon to ensure a place in the class.
Security measures require that registration be closed at 9:00 am on Tuesday, June 24, 2003.

To register please emaiJ la~ ~nara.govo~ latI fg)nara.gov. Please mclude your name, telephone and fax numbers, agency name, and
email address. b 6

b7C

NARA looks forward to working with you to ensure that the vital information needed by our
Government is secure and accessible. Ifyou have any questions, please email either ofthe
addresses indicated in the announcement.

-1~__
Actmg Director
Modern Records Programs

c06F- ~~- C-) \cto059 - 329
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
VITAL RECORDS SEMINAR

The National Archives and Records Administration (NARA) is pleased to announce another no-cost
Y:z day vital records seminar in Washington, DC.

Thursday, June 26,2003

9:00 am -12:30 pm

TopiCS to be c_overed:

Department of Agriculture (USDA)
Jefferson Auditorium
14th and Independence Avenue SW
Washington DC

e; What are Vital Records?
e; Why are Vital Records important?
e; Laws, regulations, and guidance on Vital Records
e; Essential elements of a Vital Records Program
e; Important first steps to take in response to a disaster
~ How to identify and protect Vital Records
e;. Risk Assessment
e; Implementing the Vital Records Program
e; "Real Life" Vital Records Program Scenarios
e; The necessity of periodically reviewing a Vital Records Program

Directions:
Take the Metro to the Smithsonian stop and use the Independence Avenue exit. As you walk
straight ahead, the building is on the left. The entrance is about Y:z way down the building on the left.
Security will direct you to the Jefferson Auditorium.

Cancellation PolicV:
The vital records seminar will be canceled if the Office of Personnel Management (OPM) announces
an unscheduled leave or delayed arrival policy for Federal employees for thatday;--Please be sure
to listen to a local radio or television station in the case of an emergency.

SecuritY Measures:
Bring your Federal photo 10 and arrive early to allow time to go through Security.

For more information or to register:
Email Nancy Fortna at nancy.fortna@nara.gov or Kitty Carter at
kitty.carter@nara.gov. Please include your name, telephone and fax
numbers, agency name, and email address. NARA will respond with an
Email confirmation.

REGISTRATION DEADLINE: 9:00 am, Tuesday, June 24, 2003
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College Park, Maryland 20740-6001

May 29, 2003

NWM 17.2003

MEMORANDUM TO AGENCY RECORDS OFFICERS, INFORMATION RESOURCE
MANAGERS AND CHIEF INFORMATION OFFICERS: New Managers' Records
Management Briefing

I am pleased to announce that the National Archives and Records Administration (NARA) has
developed a new briefing entitled "Federal Records Management for Managers: What's in it for
me?" This briefing supplements and expands upon information in NARA's August 2001 records
management briefing entitled "Everything You Need to Know: A Briefing for Managers" that
was directed at upper level managers and provided guidance about handling official files and
explained the differences between records and personal papers.

This second briefing is aimed at program managers. It discusses how records support program
and agency business, why they are important to the Federal Government and to the public, and

---~-- --tiowtney~document oui'lilition:'smsfory~Iilcltidedare·-suggestioiiSf6rdetermimfig rec-m'ds-- --'.- - --­
management priorities, particularly when you suspect records may be at risk, examples of the
consequences ofpoor records management, and tips to ensure that your records are trustworthy.
A copy of this new briefing is included on the enclosed CD-ROM. .

Based on feedback from records officers, we've included speaker's notes with the briefing. They
underscore the points made on the slides and provide additional useful information. The notes
and slides use generic language, so you may want to adjust the language and references.
Interspersed among the speaker notes are cues for mouse clicks to advance individual points and
animation on each slide.

The presentation, which must be viewed using Microsoft PowerPoint, is designed to last
approximately 40 minutes but can be lengthened or shortened as necessary. To view the show,
open the program using PowerPoint and click on either "slide show/view show" to view
animations or "view/notes page" to view speaker's notes. You may want to print out the notes
and slides in hard copy for your own use.

Included on this CD-ROM are three files:
• Managers Briefing 2003 is the full PowerPoint presentation with an embedded video and

speaker notes. Slide 21 contains a text box with instructions for activating the embedded
video;

• Judge Gonzales.v is a video clip released by the White House of Counsel of the President
Alberto Gonzales speaking on the importance of records management; and

\.

\

ecwr.:-HQ-ClI9CDS1-·-
National Archives and Records Administration
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•
• Managers Briefing 2003 Handouts is the PowerPoint presentation without animation that is

suitable for producing hard copy handouts.

I hope you will find NARA's newest education tool helpful in ensuring that agency program
managers understand the important role of records in conducting the business ofthe Federal
Government.

If you have not received a hard copy of this memorandum including the CD-ROM, please
request your copy by email at records.mQt@mira.gov. Be sure to include your mailing address. If
you have any questions, please contact }r by email at
I t'Ynara.gov.

Acting DIrector
Modem Records Programs

b6
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College Park, Maryland 20740-6001

June 2, 2003

NWM 18.2003

MEMORANDUM TO AGENCY RECORDS OFFICERS: Bimonthly Records and Information
Discussion Group (BRIDG) Meeting on June 19,2003

Please mark your calendars for the next BRIDG meeting that is scheduled for Thursday, June 19,
2003.ThemeetiAg will be in Room 105 of the National Archives Building, 700 Pennsylvania
Avenue NW beginning at 10AM and lasting approximately until noon.

NARA is in the process of updating its Strategic Plan and needs your help. We want to be sure
that we address your concerns and needs in this r~Yision. Deputy Archivist Lewis J. Bellardo will
discuss changes we have made thus far to the plan and take your comments and questions. The
draft plan is available for review on NARA's web site at
http://www.archives.gov/about_us/strategic_planning_and_reporting/2000_strategic_plan_draft.ht
ml.

In addition, Dr. Bellardo will provide an update on NARA's current activities to improve Federal
records management in the areas of scheduling and appraisal.

To reserve a place for the meeting, please provide your name, telephone number, and agency via
email to RM.Communications@nara.qov, no later than noon on Monday, June 16,2003. You
may reserve places for several staff in the same email, but for security purposes we must have
each individual's name.

The NARA Records Center Program staff will host a Records Center Forum from 9 to 9:45 AM
before the BRIDG meeting to discuss records center issues and answer questions. To register for
the Records Center Forum please conta1t your Records Center Account Representative orI lor via emait )nara.gov.

I I: .~;C' - -
Acting Director
Modern Records Programs
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NWM20.2003

June 16,2003

MEMORANDUM TO AGENCY RECORDS OFFICERS: Request for Participation in E-Gov
Project for the Transfer of Digital Photography Records to NARA.

- .~.__.-.- - --
NARA is contmulng hs work with the Office of Management and Budget (OMB) to implement
the President's Management Agenda for expanding electronic government through a variety of
Electronic Records Management (ERM) Initiatives. As part of this project, NARA is the lead
agency on the ERM issue area relating to the transfer ofpermanent electronic records to NARA
in formats not previously accepted by NARA for preservation. Completed work in this issue
area includes transfer requirements and guidance for three electronic formats: (1) email with
attachments, (2) scanned images of textual records, and (3) records in Portable Document Format
(PDF). For more information onNARA's E-Gov ERM Initiative and the completed products,
please visit our web site at:
http://www.archives.gov/records management/initiatives/eml overview.html.

NARA is now planning for the fourth transfer format cycle, which will include digital
photography records. Records covered under the scope of this cycle include digital photographs
from handheld digital cameras and scanned images of photographs. These records may he " . '
created a~d/or maintained in file formats such as JPEG/JFIE (JPEG File. Interch~nge Format) and
TIFF (Tagged Image File Format). Other digital photography records including aerial
photography, photogrammetry, and satellite imagery will not be addressed until specific issues

, .
relating to the preservation and use of scientific data and metadata are resolved.

This cycle will run from JulyJ -throughNovember 12,2003, with the initial kickoff meeting with
Federal agencies scheduled for July 17. While each of the previous three cycles were limited to
90 days, NARA has extended this cycle to 145 days to allow more time for agency review and
comment on the draft guidance. We have rec,~ived enthusiastic cooperationJrom many of you
who worked with us on the previous cycles, and we are looking fo~ardto,productive

part;nerships on this cycle as well. If you woulcilike to be a partner with us on this projeyt, your.
agency mus,t be, ,willing to participate in meetings, commit staff time, and provide other r~sources
',". , " •• 1

.~ '! .;
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that will help us develop the transfer guidance for digital photography records. To make the best
use of your time, NARA will draft guidance documents for your review and comment, and we
will also ask for volunteers to provide us with test transfers of digital photography records for
processing and evaluation at NARA.

If ou are interested in working with us on this p'roject, please let us know by contacting
before July 11 either by phonel pr email

nara. ov . You may choose to participate by attending the partner meetings,
l.:r""'ev...,l""'e....w.,...,m""'g,.....,.,an...,......,.,odmmE~e~n~ti~n~g-:on the draft transfer guidance, and/or by sending samples of your
digital photography records to NARA for testing and evaluation.

b6
b7C

~-i----,--------.,_I
Acting Director
Modem Records Programs
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June 23, 2003

MEMORANDUM TO AGENCY RECORDS OFFICERS: Guidance for Coordinating the
Evaluation of Capital Planning and Investment Control (CPIC) Proposals for ERM Applications

I am pleased to notify you that NARA has issued Guidance for Coordinating the Evaluation of
Capital Planning and Investment Control (CPIC) Proposals for ERMApplications as part of the E­
Gov Electronic Records Management (ERM) Initiative. The Guidance has been posted on the
NARA web site at
www.archives.gov/records management/policy and guidance/epic guidance.html.

This guidance document is designed for use in the capital planning and investment control (CPIC)
process to provide criteria by which IT proposals can be evaluated for ERM functionality and to
select candidate systems for enterprise-wide deployment. One of its key points is that agencies
should have their Agency Records Management staff review all CPIC proposals to determine if the
system requires or includes ERM functionality and/or that functionality overlaps with the proposed
enterprise ERM system.

The guidance document supplements guidance to agencies contained in Section 53 (Information
technology and e-government) and Part 7 (Planning, Budgeting, Acquisition, and Management of
Capital Assets) of the Office of Management and Budget's OMB Circular No. A-II, Preparation,
Submission, Execution ofthe Budget.

This is the first of four planned documents being developed as part of the Enterprise-wide ERM Issue
Area of the ERM Initiative. These documents are aimed at helping agencies understand the
technology and policy issues associated with procuring and deploying an enterprise-wide ERM
system.

b6
b7C

Deputy Archivist of the United States

NARA's web site is http://www.archives.gov
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Guidance for Coordinating the Evaluation of Capital Planning and
Investment Control (CPIC) Proposals for ERM Applications

1. INTRODUCTION

The strategic focus of the Office of Management and Budget's (OMB) E-Gov Initiatives is to
utilize commercial best practices in key government operations. The National Archives and
Records Administration (NARA) is the managing partner for the Electronic Records
Management (ERM) E-Gov Initiative. NARA's ERM Initiative will provide a policy framework
and guidance for electronic records management applicable government-wide.

This guidance document is one of a suite of documents to be produced under NARA's ERM
Initiative that, when taken together, form the structural support for ensuring a level of uniform
maturity in both the Federal government's management of its electronic records and its ability to
transfer electronic records to NARA.

NARA's ERM Initiative

NARA's ERM Initiative is intended to promote effective management and access to federal
agency information in support of accelerated decision making. The project will provide federal
agencies guidance in managing their electronic records and enable agencies to transfer electronic
records to NARA. To this end, the ERM Initiative is divided into four subject or Issue Areas,
each led by a different federal agency. They are:

• Correspondence management and tracking (Department of Energy (DOE)).

• Enterprise-wide ERM (Environmental Protection Agency (EPA)).

• Electronic Information Management Standards (Department of Defense (DOD)).

• Transfer of permanent e-records to NARA (NARA).

Goals for the four issues areas include: improving communications through documentation
sharing and collaboration; providing information on the infrastructure needed to develop and
implement ERM systems; providing guidance in managing records in compliance with statutory
record management requirements; and addressing the transfer ofpermanent electronic records to
NARA. These documents are interdependent and provide federal agencies with the full
complement ofguidance needed to implement ERM.

This document is the first of four documents to be produced under the Enterprise-wide ERM
Issue Area. The Enterprise-wide ERM documents are aimed at helping agencies understand the
technology and policy issues associated with procuring and deploying an enterprise-wide ERM
system. They include guidance for evaluating Capital Planning and Investment Control (CPIC)
proposals; guidance on developing agency-specific functional requirements for ERM systems;
guidance on developing and launching an ERM pilot project; and a "lessons learned" paper from
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the Environmental Protection Agency's proof of concept ERM pilot as well as other agencies'
implementation experiences.

2. APPLICATION OF THIS GUIDANCE DOCUMENT

This guidance provides three basic steps for evaluating CPIC proposals for ERM applications
from the perspective of encouraging an enterprise-wide approach. The primary audience for this
document consists of those federal agencies that have already made the decision to acquire and
implement an ERM system. As such, this document makes a number of assumptions (detailed
below) about the level of knowledge ofERM systems and about the capabilities an Agency
possesses to acquire and implement an ERM system. Those agencies that have not yet made the
decision to acquire and implement an ERM system will still benefit from this guidance document
as it details the direction these agencies will need to move in the future. The assumptions are:

• An enterprise-wide ERM system has been implemented or is planned.

• The agency is developing or has developed an Enterprise Architecture that includes an
enterprise-wide ERM solution.

• The agency senior managers and Investment Review Board are cognizant of the Federal
Enterprise Architecture Framework.

• The Department or Agency Records Officer has an understanding ofERM (purpose,
components, and functionality) and how it differs from paper recordkeeping.

• The agency has other ERM systems or ERM related CPIC proposals.

This guidance is meant to help agency staff effectively coordinate and control the acquisition and
implementation of ERM capabilities enterprise-wide. It is designed for use by Agency managers
who are in the process of making funding decisions for their enterprise-wide ERM system, while
at the same time considering multiple CPIC proposals for systems with similar functions or
requirements. Written from the perspective of an administrator evaluating a portfolio ofERM­
related projects, the criteria presented in the guidance provide a set of decision points to help
determine if office-specific ERM systems should be funded independently or integrated with an
agency's enterprise-wide ERM system. It may also be useful for agencies in reviewing other
CPIC proposals for systems that need ERM functionality.

This guidance was borne out of the experience of federal agency managers whose aim was to
have one enterprise-wide ERM system and who received multiple ePIC proposals (Exhibit 300s)
(from offices within their agencies) that were either operating or contemplating acquiring ERM
systems.

NOTE: This guidance is not meant to assist in evaluating the business case of individual
proposals or to assist agencies in selecting particular technologies or software
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applications (these comparisons should be done separately); rather, the criteria contained
in the steps below should help agencies manage an enterprise-wide approach to ERM.

A glossary is included at the end of this document for the general understanding of the terms and
concepts used throughout this document. The appendix provides background on applicable
records management statutes and regulations.

3. ENTERPRISE-WIDE ERM FUNCTIONALITY

NARA defines electronic records management as "using automated techniques to manage
records regardless of format. ERM is the broadest term that refers to electronically managing
records on varied formats, be they electronic, paper, microform, etc."1 Electronic record keeping
or management systems are defined by NARA as "a system that meets an agency's record
keeping needs...an electronic information system in which records are collected, organized, and
categorized to facilitate preservation, retrieval, use and disposition (36 CFR 1234.2). An
electronic system that will ensure that the records it maintains will have sufficient authenticity
and reliability to meet all of the agency's record keeping needs."2

For the purpose of this initiative, ERM is defined to include functionality supporting record
collection, organization, categorization, storage, metadata capture, physical record tracking,
retrieval, use, and disposition.3 This definition is consistent with NARA's definition but
elaborates further on the functionality generally offered in ERM systems.

It is important to understand these definitions since the majority of records produced today are
electronic and federal agencies will need to have the capability to create, manage, and legally
dispose of and/or permanently retain electronic records. Electronic records must be managed in a
manner that preserves the integrity of the record and facilitates electronic access to the record
now and into the future.

Centralized Versus Decentralized ERM

While many agencies have established records management systems for retaining and retiring
paper records, many do not have electronic systems to assist individual employees in their day to
day creation, management and disposition of electronic records. Consequently, e-mail and other
electronic documents that are records must be printed to paper and filed in an approved record
keeping system.

I"Context For Electronic Records Management," Fast Track Guidance, National Archives and Records
Administration, 11/30/99.

2<'Context For Electronic Records Management," Fast Track Guidance, National Archives and Records
Administration, 11/30/99.

3ERM definition adapted from "electronic recordkeeping system" entry in the EPA Glossary of Common Records
Management Terms; http://www.epa.gov/records/gloss/index.htm.
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Federal agencies may want to consider an enterprise-wide centralized approach to ERM for the
following reasons:

• ERM systems provide mechanisms to manage agency records as required by law
throughout their life cycle, that is, from their creation, to their maintenance and use, and
then to their ultimate disposition. This includes "locking down" documents so that they
are unalterable, and managing version control of specific documents. They also include
the functionality to store and destroy records at the appropriate time. Storing records in
an enterprise-wide system may provide agencies with better management control of their
records.

• Enterprise-wide systems or cross-agency partnering can often reduce the cost otherwise
associated with operating multiple, disparate records management systems, including
administration, maintenance, training, etc. They also support the Administration's goals
to unify and simplify E-Government.

• Often records ofcontinuing value must be kept well beyond the life of the system that
created the record. Doing so requires having the technology to read these records.
Having a central ERM system with the capability to read these records into the future
alleviates the need to maintain generally outdated software on many agency systems.

• An ERM system can provide a central access point to active and inactive information
assets (records) of an agency.

Agencies should examine their technology needs, plans, and architecture when contemplating
centralized versus decentralized electronic records management. This decision should be made
early as it will have a great impact on how systems should be evaluated. Step Two below offers
factors to consider when contemplating this decision.

4. EVALUATING CPIC PROPOSALS WITH AN AIM TOWARD ENTERPRISE-WIDE
ERMSYSTEMS

Agencies endeavoring to implement an enterprise-wide ERM should consider the following steps
when reviewing their CPIC proposals.

NOTE: The criteria included in the steps below are not intended to assist agencies in
selecting particular technologies or software applications (these comparisons should be
done separately); rather, the criteria should help agencies manage an enterprise-wide
approach to ERM.

I Step One - Identify projects with ERM components

The purpose of this step is to identify CPIC proposals that require the purchase ofERM tools
(i.e., records management application software), keeping in mind the goal of an enterprise ERM
system.
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Because of the complexity of the effort and high costs to the agencies, it takes a significant
amount of time to procure and implement an enterprise ERM system. As agencies methodically
move towards enterprise ERM, individual agency program offices may propose projects that
include ERM software, components, or functionality for local use.

Records officers must be involved in the CPIC proposal evaluation process for any proposals that
contain ERM components or functionality. Their focus should be on the Agency ERM solution
and how an identified proposal supports, compliments, or duplicates the Agency solution. Where
it is unclear if a specific proposal contains ERM components or functionality, the records officer
may need to do a quick preview of the proposal to determine if it is ERM related. If a CPIC
proposal requests funding for a program-specific ERM system (rather than use of the agency's
enterprise ERM system), it should be further investigated before funding.

Proposals that provide ERM functionality should be examined to see if they overlap with the
enterprise ERM goal.

CPIC proposals may have ERM requirements or functionality if they can:

•

•

•

•

•

•

Declare documentary materials as a record

Capture records in a secure repository

Organize records for efficient retrieval

Limit access to records to authorized users

Preserve records for their entire life cycle

Allow for disposition of records based on approved agency schedules

Outcome: In addition to your CPIC proposal for an enterprise-wide ERM system, you may now
have identified other CPIC proposals that requested funding for program-specific ERM
functionality, separate from the enterprise ERM system.

6



I Step Two - Evaluate whether separate funding for program-specific ERM is warranted

The purpose of this step is to evaluate whether those CPIC proposals identified in step one
(proposals that requested funding for program-specific or local ERM systems) should be funded
separately from the enterpri,se ERM system.

Funding restrictions, unique functional requirements, and security concerns may be compelling
business reasons for separately funding program-specific ERM systems. The compelling
business need for one agency may not be the same for another. Each agency must look at their
own mission, needs, and environment to make these determinations.

Compelling business reasons for separately funding program-specific ERM systems:

• The system may be funded in a way that requires separate accounting
(e.g., Congressional).

• There may be an urgent need for a system to be implemented before an enterprise-wide
system will be in place (e.g. national security, legal mandate).

• The system may have unique functionality that cannot be supported by an enterprise-wide
system (e.g. integrations with hardware or software that cannot be supported by potential
ERM COTS products).

• There may be security concerns for the storage of some data in a centralized system.

Outcome: You have now identified those projects that for compelling business reasons should
continue to be funded in tandem with your enterprise-wide ERM system. The CPIC proposal
should clearly justify this need.

IStep Three - Determine project's life cycle status and the value ofcontinuing or endingproject I
The purpose of this step is to evaluate whether those CPIC proposals for ERM systems identified
in step two as not meeting the criteria for separate funding, should continue to be funded.

In certain circumstances, agencies may want to continue funding legacy ERM systems in the
maintenance and upgrades phases but apply standards that would enable them to be incorporated
into an enterprise-wide system in the future. Doing so allows legacy ERM systems to continue to
provide needed functionality until these systems can be integrated with or migrated to the
enterprise-wide ERM system. Agencies may also consider continuing to fund ERM projects in
the early life-cycle phase as they may yield significant value. Additionally, the requirements
analysis conducted in the early phase of ERM systems development may yield useful
configuration information applicable to an enterprise-wide system.

7



Questions for evaluating whether to continue funding program-specific projects in the
development phase:

• Is this a legacy system already in place or a new project that could be coordinated as part
of an enterprise-wide implementation?

• Is the project in a life-cycle phase that would benefit the overall organization? For
example, if an office is gathering requirements, this could be useful for an enterprise-wide
system down the road. Projects that are ready to acquire products but have not yet
considered enterprise-wide needs should be halted.

• Are there related agency projects that could be expanded or merged?

• Will the project require functionality that is not currently available in the enterprise-wide
system but is planned for a future phase?

Outcome: You have now identified those ERM projects that while duplicative of the enterprise­
wide ERM system, may warrant continued funding. The CPIC proposal should show how the
results of these projects will be used to add value to the enterprise-wide ERM project. You may
also have identified CPIC proposals that don't warrant continued funding.

5. SUMMARY

There are three basic steps for evaluating CPIC propo~als for enterprise ERM applications:
I) have records staff review all CPIC proposals for ERM functionality that may overlap with the
proposed enterprise ERM system; 2) determine if the system has a compelling business reason to
be continued separately from an enterprise-wide ERM system; 3) determine if systems may have
some value in continuing, to some degree, even when they may be duplicative ofan agency ERM
system. A guiding factor in the fund/don't fund decision is the determination of which ERM
approach, enterprise or program-specific, provides the best opportunity to manage electronic
records in a way that ensures accessibility and integrity throughout their life cycle.

8



Glossary

• Capital Planning and Investment Control (CPIC ) Proposal- A management technique
used by the management branch to review and evaluate large federal IT investments.

• Electronic Records - Information, in an electronic state, that is determined to be a record.

• Electronic Records Management (ERM) - Functionality to support record collection,
organization, categorization, storage of electronic records, metadata, and location of
physical records, retrieval, use, and disposition.

• Electronic Document Management (EDM) - Functionality to support the computerized
management of electronic and paper-based documents. Associated components include a
system to convert paper documents to electronic form, a mechanism to capture documents
from authoring tools, a database to organize the storage of documents, and a search
mechanism to locate the documents.

• Enterprise and Enterprise-wide - Deployment or use ofa single software application
throughout all subdivisions or components of an organization.

• Investment Review Board - A federal agency group that reviews large IT investments
requested by agencies in their CPIC proposals.

• Program-specific - Pertaining to a single or local organization. For example, within the
Department of Interior (DOn, a system for the Bureau of Land Management (BLM)
might be characterized as program-specific as it would not necessarily be affected by or
integrated the other DOl systems.

9



...::;.. •
Appendix A. Federal Records Management Statutes and Regulations

This appendix provides background on some of the applicable statutes and regulations requiring
federal agencies and their employees to implement records management practices for all records,
including records in electronic form.

Federal Records Act (FRA): Requires federal agencies to make and preserve records that
document the actions of the federal government. Generally, records are those documents,
regardless of media, that record agency functions, policies, decisions, procedures and essential
transactions. The mandates of the FRA require federal agencies to have the capabilities to create
and maintain trustworthy records. Trustworthy records not only help preserve the rights of the
government and its citizens but also promote quality decision making and efficient business
practices.

The FRA charges NARA with providing guidance and assistance to federal agencies with respect
to ensuring adequate and proper documentation of the policies and transactions of the Federal
Government and ensuring proper records disposition.

Freedom ofInformation Act (FOIA): Requires agencies to locate, retrieve, screen, and respond
with documents deemed to be legally releasable at any point in the document/record life cycle.

Electronic Freedom ofInformation Act (E-FOIA) Amendments of1996: Requires agencies to
provide documents in electronic format when requested.

Government Paperwork Elimination Act: Requires that, when practicable, Federal agencies use
electronic forms, electronic filing, and electronic signatures to conduct official business with the
public by 2003.

The Privacy Act (PA) of1974: Requires that Federal agencies properly create, maintain, use,
disseminate, and document the disposition authority for records maintained about individuals
(either citizens or aliens legally admitted to the United States).

The E-Government Act of2002: Requires the management and promotion of electronic
Government services and processes. This has broad application to the accessibility, usability,
and preservation of Government information, including records.

10



,..
Nati01Ull '.

~¢~~"~CO~".r :A.rchzves at College Park
.... ..... "'b
~ § 8601 Adelphi Road
:;i . t !4
~ I:
':~ .,,""

198> \'"

College Park, Maryland 20740-6001

July 1,2003
~c.z..2..()0.3

NWM~2003

MEMORANDUM TO AGENCY RECORDS OFFICERS: Draft ERM Initiative guidance for
agency review

Attached for your review and comment is the draft Methodology for Determining Agency-unique
Requirements. This document was developed by Issue Area 2, Enterprise-wide ERM, of the E­
Gov Electronic Records Management (ERM) Initiative under the leadership of the Environmental
Protection Agency. It is intended to help agencies manage and scope the requirements analysis
step of an enterprise-wide ERM acquisition project. It provides a process for identifying potential
ERM system requirements that are not included in the Design Criteria Standard for Electronic
Records Management Applications, DOD 50l5.2-STD (v.2).

The draft is also being shared with the CIa Council with a request that agency CIa and records
officer comments be coordinated. Please provide your comments or concurrence via email to

I ~nara.gov) by July 25.
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Electronic Records Management (ERM) Electronic Government (E-Gov) Initiative

Enterprise-wide Electronic Records Management Issue Area

Methodology for Determining Agency-unique Requirements

Introduction

The strategic focus of the Office of Management and Budget's (OMB) Electronic Government
(E-Gov) Initiatives is to utilize commercial best practices in key government operations. The
National Archives and Records Administration (NARA) is the managing partner for the
Electronic Records Management (ERM) E-Gov Initiative. NARA's ERM Initiative will provide
a government-wide policy framework and guidance for electronic records management.

This guidance document is one of a suite of documents to be produced under NARA's ERM
Initiative that; when taken together, form the structural support for ensuring a level ofuniform
maturity in both the federal government's management of its electronic records and its ability to
transfer electronic records to NARA.

NARA's ERM Initiative

NARA's ERM Initiative is intended to promote effective management and access to federal
agency information in support of accelerated decision-making. The project will provide federal
agencies guidance in managing their electronic records and enable agencies to transfer electronic
records to NARA. To this end, the ERM Initiative is divided into four subject or Issue Areas,
each led by a different federal agency. They are:

• Correspondence management and tracking (Department of Energy (DOE))

• Enterprise-wide ERM (Environmental Protection Agency (EPA))

• Electronic Information Management Standards (Department of Defense (DOD))

• Transfer ofpermanent e-records to NARA

Goals for the four issues areas include: improving communications through documentation
sharing and collaboration; providing information on the infrastructure needed to develop and
implement ERM systems l

; providing guidance in managing records in compliance with statutory
records management (RM) requirements; and addressing the transfer of permanent electronic

1 ERM system - A collection of hardware, software, staff, policies, and procedures that work in concert to enable an
agency to manage records electronically.
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records to NARA. The four issue areas are interdependent and provide federal agencies with the
full complement of guidance needed to implement ERM.

This document is the second of four documents to be produced under the Enterprise-wide ERM
Issue Area. The Enterprise-wide ERM documents are aimed at helping agencies understand the
technology and policy issues associated with procuring and deploying an enterprise-wide ERM
system. They include guidance for evaluating Capital Planning and Investment Control (CPIC)
proposals; guidance on developing agency-specific functional requirements for ERM systems;
guidance on developing and launching an ERM pilot project; and a "lessons learned" paper from
the Environmental Protection Agency's proofofconcept ERM pilot as well as other agencies'
implementation experiences.

Application of This Guidance Document

This document is intended to help agencies manage and scope the requirements analysis step of
an enterprise-wide ERM acquisition project. It provides a process for identifying potential ERM
system requirements that are not included in the Design Criteria Standard for Electronic Records
Management Applications, DOD 5015.2-STD (v.2) (http://jitc.fhu.disa.mil/recmgt/index.htm),
which has been endorsed by the Archivist of the United States for civilian agency use
(http://www.archives.gov/records management/policy and guidancelbulletin 2003 03.html).

Differences in agency cultures, business needs, and technology infrastructure may generate
unique RM requirements for an enterprise-wide implementation ofERM systems that the DOD
standard doesn't address. Furthermore, enterprise-wide ERM systems may interact with other
record-producing, enterprise-wide applications, including document management,
correspondence tracking, and workflow systems. These additional requirements are not
addressed in DOD 5015.2-STD, as they are outside of the RM scope of the design standard.

The primary audience for this document is the project management team of those federal
agencies that have already made the decision to acquire and implement an ERM system. This
document makes a number of assumptions (detailed below) about the level of knowledge of
ERM systems and about the capabilities an agency possesses to acquire and implement an ERM
system. Those agencies that are contemplating implementation of an ERM system should use
this guidance document in their early planning efforts. The assumptions are:

• An enterprise-wide ERM system is being planned and has successfully emerged from the
capital planning investment process
(http://www.whitehouse.gov/omb/circulars/all/2002/S300.pdf).[URL will be updated for
July 2003 Circular A-II]

• Enterprise-wide deployment of an ERM system is accounted for in the agency enterprise
architecture and conforms to the Federal Enterprise Architecture Framework (FEAF)
http://feapmo.gov/
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• The agency records officer has an understanding ofERM (purpose, components, and
functionality) and how it differs from paper recordkeeping.

• The agency will incorporate all ofthe requirements of the Design Criteria Standard for
Electronic Records Management Applications, DOD 5015.2-STD into their ERM system.

This guidance was developed from the experience of federal agency managers whose aim was to
have one enterprise-wide ERM system but found the need to incorporate additional, agency­
unique requirements beyond those contained in the 5015.2 (v.2) specification. It is intended to
assist other agencies as they plan and design their own enterprise-wide ERM systems.

Gathering requirements is just one of the steps in implementing an ERM system or any
information technology (IT) system. Prior steps may include program creation, business case
analysis, enterprise architecture analysis, and business process analysis. Further steps may
include product evaluations, cost-benefit analysis, pilots, and implementation. Each organization
must map out its own process for implementing an ERM system.

This methodology provides additional guidance, based on the experience of one federal agency,
regarding the requirements gathering step. While every organization will perform this step, each
may perform it differently and will obtain different results. This methodology discusses the
process of gathering requirements at a high level so that each organization can apply it to their
own environment.

A glossary is included at the end of this document for the general understanding ofthe terms and
concepts used throughout this document.

ERM Applications - Background/Context

The ERM requirements addressed in this document will be used to implement an ERM
application2

, using DOD 5015.2 (v.2) as a requirements baseline. ERM applications provide the
business logic required to capture, control, maintain and dispose of electronic records. They
provide the user the ability to declare electronic files as records and associate them to a file code
and corresponding disposition authority. DOD 5015.2-STD-certified ERM applications
(http://jitc.fhu.disa.millrecmgt/register.htm) accomplish such in a manner that guarantees
conformance with federal recordkeeping statutes and regulations.

Using ERM applications, agencies can implement file plans, control dispositions and access
agency records. Initially, these products were standalone systems. Recently, some electronic
document management (EDM) companies and enterprise content management (ECM) vendors
have acquired ERM products and integrated their records management capabilities into their

2 ERM Application - A software product that identifies, classifies, and disposes of records according to specified
records disposition policies.
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products. In these cases, the ERM application provides the records management logic and the
EDM or ECM system supports such tasks as document capture, storage, search, access, and
workflow.

The capabilities of some ERM products have been extended to include many of the functions
commonly associated with EDM or ECM products. An ERM product may offer workflow and
versioning tools, in addition to its standard records management functions.

Market forces continue to drive ERMlEDMIECM software producers to develop systems with
various combinations ofdocument, content and records management capabilities. Agencies will
have to decide which product combinations best meet their business needs and information
architecture. The process outlined in this document for identifying agency-unique requirements
is applicable to any system, or combination of systems, that is intended to implement records
management capabilities.

The DOD 5015.2-STD - a Current Requirements Standard

In November 1997, the Defense Information Systems Agency's (DISA) Joint Interoperability
Test Command (JITC) released the Design Criteria Standardfor Electronic Records
Management Applications, DOD 5015.2-STD. This standard described the minimum
requirements derived from federal statute and regulation that an ERM application must support
for use within DOD. JITC revised 5015.2 in June 2002 to include additional requirements
including classified markings, access control, declassification, and downgrading. JITC has also
developed a test program to certify products against 5015.2.

The 5015.2 standard sets minimum functional requirements for ERM applications. It specifies
design criteria needed to identify, mark, store, and dispose of electronic records. It does not
define how the product is to provide these capabilities. It does not define how an agency
manages electronic records or how an ERM program is to be implemented. Its original purpose
was to specify mandatory and optional design requirements that a commercial off-the-shelf
(COTS) product must support before DOD components could use it.

While 5015.2 mandates ERM application requirements for DOD, it has become the de facto
standard for the rest ofthe 'federal government. NARA endorsed 5015.2-certified products for
use by civilian agencies in 1998. Many agencies and government organizations, including EPA,
DOE, the Federal Deposit Insurance Company (FDIC), and others, require 5015.2 certification in
selecting ERM applications.

As the managing partner of Electronic Records Management Initiative under the U.S. E-Gov
Initiatives program, NARA is again promoting the use of 5015.2 for use by civilian agencies.
NARA Bulletin 2003-03, released January 2003, recommends the use of the second version of
the 5015.2 standard and 5015.2 certified ERM applications by non-DOD agencies.
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Section 1 - Requirements Gathering Beyond 5015.2

DOD 5015.2 provides a generic set of requirements for ERM applications. These requirements
may not be sufficient for use by other agencies or organizations. An organization will want to
start with the 5015.2 requirements as a baseline and then determine if they have additional
specific requirements.

The steps in Section 1 will assist in identifying agency-specific ERM requirements by examining
project scope, existing electronic records systems, information technology architecture, and
information policies. After a list ofnon-5015.2 requirements is identified, each requirement will
be reviewed for inclusion in the ERM system (Section 2).

Step 1 - Determine ERM Scope

While the intent is to develop an enterprise-wide system, some agency records may not be
managed by the ERM for operational reasons (e.g., budget, security). The goal ofthis step is to
gather basic information on what records the system will (and won't) manage. Defining the
scope will establish what end users can expect the system to accomplish.

• Even if an ERM system is implemented enterprise-wide, it may not be practical or cost.:.
effective to manage all records in all formats.

Record formats to consider including:

E-mail
Office automation software suites
Forms (including electronic)
Web content
Paper
Output and transactions from age~cy information systems

• Who will use the system? These stakeholders need to be consulted on how the system
will create, capture, maintain, disseminate, and dispose of the records they generate in the
course of agency business. Stakeholders may be able to identify unique business processes
or activities that some ERM systems may not be able to manage.

Stakeholders with potential requirements:

Record keepers
Records officers
Agency staff

3 Agencies may use different titles, combine some positions into a single position, or not currently support some
positions.

5
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Governmental agencies
Citizens and other interested parties
IT staff

• Agencies will have a variety of records that include sensitive information.

What types of sensitive information will the system include?

Privacy Act systems ofrecords
FOIA exempt
Confidential business information
.Law enforcement

• All organizations have existing systems that create or store electronic records. Most of
these are not designed to provide basic recordkeeping functionality, such as file plan
organization and disposition. Once systems that create or store electronic records are
identified, the decision to migrate3 or integrate4 them into an ERM system may generate
agency-specific requirements. An existing system that creates electronic records may
require a specific type of application programming interface (API) to integrate properly
with the proposed ERM.

Review existing systems to determine:

What information systems create or contain records?
What types of records do they create or contain?
What records management functionality do they provide?
Will legacy systems be integrated or migrated?

o If integrated, what functionality between the legacy system and
ERM application should integration support?

o Ifmigrated, what legacy system functionality should be
replicated in the ERM system?

For each item found to be in-scope, determine ifthe 5015.2 requirements adequately address the
business processes of the organization. Ifnot, a new requirement may need to be defined.

Step 2 - Review Infrastructure/lT Architecture

Identify unique agency infrastructure or architecture that could result in unique requirements for

3 Migrate - Records are moved from the legacy system to the ERM application and use of the legacy system is discontinued.
4 Integrate - Records remain in the legacy system with record status information maintained by the ERM application.

I Integration - Records remain in the legacy system with record ·status information maintained by the ERM application.
2 Migration - Records are moved from the legacy system to the ERM application and use of the legacy system is discontinued.

6
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the ERM system. Agencies should have an enterprise-wide IT architecture that provides the
baseline for the existing infrastructure and lays the foundation for future infrastructure
improvements. Any ERM system must fit within the existing infrastructure and the organization
must incorporate ERM into the enterprise architecture.

Items to review include:

• Network - servers and system software

• Security
• Desktop applications
• Standard desktop configuration

An ERM system managed at the agency level will have different IT architectural implications
than one managed at the branch level.· For example, an agency-level ERM system might require
different server resources or architecture than a system for a single division or branch.

• At wHat organizational level will the system be administered?

Agency or at a lower level (e.g., program, division, branch)

Step 3 - Review Agency Records and Information Resources Management (IRM) Guidance
and Directives

Organizations have records and organizationally-unique IRM policies that support paper records.
Some organizations have organizationally-unique RM policies to address a limited set of
electronic records (e.g., e-mail). Any ERM system should be required to support those
prOVISIons.

For example, an agency might have a very detailed file plan that doesn't work effectively with
certain ERM systems. This may force the agency to decide which approach is more productive;
changing the file plan to accommodate the ERM, or finding an ERM that works better with the
existing file plan. If the decision is to have an ERM that will accommodate the file plan, a new
requirement may need to be defined.

Items to review include:

• RM policies
• IRM policies
• Security policies
• File plans
• Schedules - Disposition and Retention

Step 4 - Review Available Standards

7
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In addition to 5015.2, there are standards available or under development that may also provide
requirements, guidance, or insight into ERM systems. While these standards will not be agency
specific, they represent proven ideas and best practices within the industry and by other
organizations in addressing an ERM system implementation.

Standards to review include:

.• Model Requirements for the Management ofElectronic Records (MoReq)
http://europa.eu.int/ISPO/ida/export/files/en!635 .pdf

• AIIM Standards Committee on Integrating Records Management and Document
Management Requirements (Under development at this time)

http://www.aiim.org/standards.asp?ID=24484

• Reports by Doculabs on ERM, EDM, and ECM systems
. http://www.doculabs.com

• International Standard ISO 15489-1: Information and Documentation - Records
Management

http://www.iso.chliso/en!ISOOnline.frontpage

Section 2 - Requirements Analysis

After completing the steps in Section 1, a list of potential new requirements has been generated..
Now each requirement must be analyzed to determine ifit will be included in the final list of
ERM system requirements. The following steps outline the analysis process.

Step 1 - Review Requirements

Review the characteristics ofeach requirement according to the following questions. The
answers to these questions will determine which requirements need to be revised or eliminated.

• Tests of a well written requirement:

Does it describe a system functionality?
Is it clear?
Is it concise?
Is it testable or verifiable?
Does it express a single idea?
Describe high-level functionality (too vague)?
Describe low-level functionality (too implementation dependent)?
Describe the right level functionality (can be used to evaluate solutions)?

8
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Step 2 - Requirements Classification

-e

To prioritize requirements, assess the functionality of each additional agency-unique requirement
as to whether:

• The system cannot function without it
• It provides significant savings in time or resources
• It smoothes the path for the end-user
• It provides the records manager with useful tools
• It provides the system manager with audit trails

Requirements that meet the first criterion are mandatory. Requirements that meet the next four
criteria are optional and may be judged on a sliding scale depending on the individual priorities
of the agency.

Step 3 - Stakeholder Review

It is important to give the stakeholders an opportunity to review additional, agency-unique
requirements after they have been drafted. Several methods are available in order to facilitate
this exercise:

• Ask stakeholders to identifY their "Ten Most Wanted" and/or "Ten Least Wanted"
requirements.
• Ask stakeholders to rank requirements in terms of importance on a sliding scale
• Present the stakeholders with a picture of the system as it could be built from the
requirements and request that they critique it.
• Arrange a stakeholder meeting to assess the requirements either in detail or as a whole.
• Publish the draft requirements and request written comments.

Once stakeholder comments or opinions are known, it is possible to broaden the mandatory
requirements to include those requirements ofmost use to stakeholders, to re-write requirements
as needed, and to prioritize optional requirements according to their usefulness.

Depending on the extent and substance of stakeholder comments, the requirements may be re­
written and resubmitted for stakeholder evaluation. In the event ofthe previous existence of
legacy systems, this may be an especially important step for the owners and operators of those
systems. Where there are many competing voices to be heard, an iterative process or re-write, re­
prioritizing, and review is needed to sufficiently refine the requirements.

Part of the review process includes a re-assessment of requirement priorities in tenns of a cost­
benefit analysis and in tenns of available resources.

9



Final requirements should only be valid for a given interval, and should be periodically reviewed
until the system they describe has been built.

Conclusion

A disciplined step-by-step approach to identifying and defining system requirements is necessary
to provide the building blocks for agency ERMs. Using the guidance provided by this document,
agencies can develop requirements that:

• support the agency's fully identified business processes,
• make the best use of its resources,
• harmonize with its current systems, and
• produce a system that provides tangible benefits to the organization and end users.

Agency-specific requirements can be used in combination with the 5015.2 standard to acquire a
COTS ERM system or to develop a custom ERM system. For COTS acquisition, the
requirements 'will be used to develop selection criteria. COTS products will be evaluated against
the criteria to determine which product best fits the agency needs. For custom development, the
requirements will be used in the design of the system.

10



Glossary

• DOD 5015.2 or Design Criteria Standardfor Electronic Records Management
Applications, DOD 5015.2-STD - A DOD and NARA approved set of requirements for ERM
applications.

• Enterprise Content Management (ECM) - An automated system with the functionality to
capture, manipulate, retrieve, and publish the entire inventory of digital assets (e.g., web
pages, office documents, databases, scanned images, e-mail) created by an organization.

• Electronic Document Management (EDM) - Functionality to support the computerized
management of electronic and paper-based documents. Associated components include a
system to convert paper documents to electronic form, a mechanism to capture documents
from authoring tools, a database to organize the storage ofdocuments, and a search
mechanism to locate the documents.

• Electronic Records - Information, in an electronic state, that is determined to be a record.

• Electronic Records Management (ERM) - Functionality to support record collection,
\

organization, categorization, storage of electronic records, metadata, and location ofphysical
records, retrieval, use, and disposition.

• Enterprise and Enterprise-wide - Implementation of a single software application
throughout all levels and components of an agency or organization.

• Federal Enterprise Architecture (FEA) - A strategic information asset base, which
defines the business, the information necessary to operate the business, the technologies
necessary to support the business operations, and the transitional processes necessary for
implementing new technologies in response to the changing business needs. It is a
representation or blueprint.

• Federal Enterprise Architecture Framework (FEAF) - An organizing mechanism for
managing development, maintenance, and facilitated decision making for federal information
technology resources. The framework provides a structure for organizing federal resources
and for describing and managing Federal Enterprise Architecture activities.

• Program-specific - Pertaining to a single or local organization. Within Department of
Interior (DOl), a system for the Bureau of Land Management (BLM) might be characterized
as program-specific as it would not necessarily be affected by the other DOl bureaus.

11



College Park, Maryland 20740·6001

July 3,2003

NWM 23.2003

MEMORANDUM TO FEDERAL AGENCY CONTACTS: Special Bimonthly Records and
Information Discussion Group (BRIDG) Meeting on July 30,2003

- -- - --- ---------- ... -- -.--- - - ... -- -

Please mark your calendars for a special BRIDG meeting that is scheduled for
Wednesday, July 30, from 9:30 AM to noon at the Federal Deposit Insurance
Corporation, 801 17th Street'NW,Washington DC (Farragut West Metro stop). Topics
include an update on NARA's Records Management Initiatives by the Deputy Archivist
and a briefing on the proposed FY 2005 joint business case for the E-Gov ERM
Initiative. This meeting will be your opportunity to provide feedback on the business
case and possible involvement of your agency in the initiative before the business case .
is submitted to OMB.

To reserve a place for the meeting, please provide your name, telephone number, and
agency via email to RM.Communications@nara.gov, no later than noon on Friday, July
25,2003. You may reserve places for several staff in the same email, but for security
purposes we must have each individual's name and telephone number

b6
b7C

Acting Director
Modern Records Programs

~(DF - H~- e.ll c =t 005'1-
....

. .'-

National Archives and Records Administration
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July 31, 2003

NWM 25.2003

College Park, Maryland 20740·6001

MEMORANDUM TO FEDERAL RECORDS OFFICERS: Clarification on GAO approval
requirements for records schedules

The General Accounting Office (GAO) administers the Policies and Procedures Manual for
Guidance of Federal Agencies. Title 8: Records Management in this manual requires that
agencies must obtain specific GAO approval if they want to hold program records for less than
3 years or other records for less than the retention periods outlined in NARA's General Records
Schedules (GRS). Pursuant to a June 13,2003, letter from GAO to the Deputy Archivist, GAO
has determined that its approval is no longer necessary for schedules where the only change is
in record media.

However, NARA guidance still requires agencies to submit a SF-115, Request for Records
Disposition Authority, when an agency automates its recordkeeping system and the resulting'
electronic records are not covered by the GRS. We are re-examining this policy and will notify
you of any changes

Questions regarding the scheduling process in general or the scheduling of specific records
should be discussed with your appraisal archivist. More information about NARA scheduling
and appraisal agency assignments may be found at
http://www.archives.gov/recordsmanagement/policyandguidance/workgroups.html.

b6
b7C

Acting Director
Modern Records Programs

-- 330

National Archives and Records Administration



August 4, 2003

NWM26.2003

MEMORANDUM TO AGENCY RECORDS OFFICERS: Request for comment on draft NARA
Guidance on Managing Web Records

Attached for your review are five HTML files and four associated image files that comprise the
draft NARA Guidance on Managing Web Records';, To a;c;cess.these files, and for the hyperlinks to
work properly, please download the nine files found in the attached .zip file to the same directory.

The guidance is organized into four sections and a separate overview/table of contents:
• GENERAL BACKGROUND, RESPONSIBILITIES, AND REQUIREMENTS
• MANAGING WEB RECORDS
• SCHEDULINGWE~RECORDS
• APPENDIXES

. As stated in the overview/table of contents, web site operations are an integral part of an agency's
program. Managing'web records property is-essential to effective web site operations, especially"

, the mitigation of the risks an agency faces by using the,web to carry out agency business. This
guidance will assist agency officials in this regard, including agency program staff, webmasters,
IT staff, and other agency 9ffici~ls who have a role in web site management and administration.

. b6
b7C. ,,",:':'

, I'"

'.C'\

\

The draft is also being shared with the, CIO Council with a request tpat agency CIO, web program,
and records officer comments bec00rdinated. Please provide your comments or concurrence via
email t9 tmnara.gov)by September 3,2003.

, .'; , .'. I _, . . . i I ." . ,!,) . i i' .• i, ' .:.' :": 1~,

If you have.any questions, please contactl Ior'~ia email.

~__I
Acting Director
Modern Records Programs

National Archives and Records Administration
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August 14, 2003

NWM27.2003

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION
RESOURCE MANAGERS: FY 2004 Records Management Training Class Schedule in the
Washington, DC, area

I am pleased to announce that the National Archives and Records Administration (NARA) has
developed its Fiscal Year 2004 records management training class schedule for the Washington,
DC, area. The schedule is now available on the NARA web site at
www.archives.gov/records management/training/training.html. Information about registration,
location and other logistical issues can also be found at the web site.

This year NARA is pleased to offer a copy of the registration form at the web site listed above to
assist with course registration. You may print the form and either mail or fax it to NARA at the
location listed below to register for classes:

Training Registrar
National Archives & Records Administration
Room '5320 (NWML)
8601 Adelphi Road
College Park, MD 20740-6001
Fax: 301-837-3699

b6
b7C

Once the ?ardcopy brochure has been printed, we will send yo~ conies Meanwhile if yoI! have
any questlOns, please contactI Jo~
NARA's Washington, DC, area Records Management Training~C=:-o-o-rd~i""n-at':'""o-rs-.-----------'

Information on NARA's regional records management training schedule for FY 2004 will be
posted to the web site by October 1,2003.

I~-Acting Director
Modem Records Programs
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College Park, Maryland 20740-6001

b6
b7C

MEMORANDUM TO FEDERAL AGENCY CONTACTS: Bimonthly Records and Information Discussion
Group (BRIDG) Meeting on September 18, 2003

Please mark your calendars for the next BRIDG meeting that is scheduled for Thursday, September 18,
-,; '.' 2003: The meeting will be at the Office of Thrift Supervision, 1700 G~Street NW (Farragut West metro _

stop) beginning at 10:15 AM and lasting approximately until noon. " .

The agenda for this meeting has not been finalized. You may suggest a topic by sending an email to
RM.Communications@nara.gov no later than Thursday, September 4,2003. A final agenda will'be
distributed on September 9.

To reserve a place for the meeting, please provide your name; telephone number, and agency via email
to RM.Communications@nara.gov, no later than noon on Monday; September 15.; 2003. You may
reserve places for several staff in the same email, but for security purposes we must have each
individual's name and telephone number.

The NARA Records Center Program staff will host a Records Center Forum from. 9 to 10' AM before the
BRIDG meeting to discuss records center issues and answer questions. .To reClisterforthe Re~co.;;.;r;.;;d~s _

,Center F~rum. p.lease 'contact your Records Center Account Representative o{ la~
~r via sma,' ~nara.gov. . . _ .. -----

~_I
Acting Director
Modern Records Programs

U;Gf -H~ -C.JJ90oSCl

National Archives and Records Administration

33/



National·,
~~0':')~;0R~f;\ :A.rchzves at College Park

I~.. . "~) 8601 Adelphi Road
.:t... _,

'f+ ~
....~ ;;~ ~~V'

•
College Park, Maryland 20740·6001

August 28, 2003
;r

NwMS~~2003

MEMORANDUM TO FEDERAL AGENCY CONTACTS: Update on Federal Records
Management documents

• J •

NARA is pleased to announce the release of its new strategy document -- Strategic Directions for
Federal Records Management. This document includes the strategies, tactics, and measures
NARA will use as we move forward in our redesign of Federal records management. It builds Qfh.
the 2002 Proposal for a Redesign of Federal Records Management and incorporates the valuable
comments we received from interested stakeholders in the Federal records management
community. As more information is available about specific tactics, links will be provided from the
main document. Strategic Directions for Federal Records Management is available at
htt ://www.archives. ov/records mana ement/initiatives/strate icdirections.html. If you have
questions about Strategic Directions, please contac atI ~nara.gov. .

One of the tactics identified in the document is Business Process Reengineering (BPR). We are
also pleased to announce the-completion ofthe initial phase of a NARA-wide records Iifecycle
BPR. -In support of-the Records Management Initiatives (RMI) and Electronic Records Archives
(ERA), the BPR helps us to address the challenges presented by. changes in the volume and kind
of records, particularly electronic records, which we,mustmanage,.preserve,.and make available.

b6
b7C

This high-level to-be records Iifecycle model is a flexible framework designed to a~sjst NARA in
making some very real changes in the processes by which we do our work. For example, the
model calls for the development of disposition standards, an automated system to assist
agencies in submitting schedules using those standards, and different workflow tracks for
schedules depending upon their characteristics and risk level. These changes will decrease the
time and effort needed by agencies and NARA to develop, submit, and approve records
schedules. At the heart of the new records processes would be a Iifecycle data repository and a
management data repository to improve the sharing of data and help us make better decisions.
Other key changes will enable NARA to provide access to records as soon after accessioning as
possible. These changes include the ability for NARA to begin processing records before they
are in our legal custody, and the recognition that accession-level description may be suitable for
public access to archival materials.

3YQ(001=- H8--Cl 1'100S9. ..-

In the coming weeks, we will develop a roadmap for how to proceed from our as-is processes to
the to-be model. Along the way, we will continue to seek stakeholder input. In the meantime, I
urge you to visit the Records Lifecycle BPR web page at
htt ://www.archives. ov/electronic records archives/lifec cle
about the Lifecycle BPR, please cantac tL .J'=:":'::::'="-='-'-

~_I
Acting Director
Modern Records Programs

National Archives and Records Administration
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College Park, Maryland 20740-6001

MEMORANDUM TO FEDERAL AGENCY CONTACTS: Agenda for Bimonthly Records and Information
Discussion Group (BRIDG) Meeting on September 18, 2003

Please mark your calendars for the next BRIDG meeting that is scheduled for Thursday, September 18,
2003. The meeting will be at the Office of Thrift Supervision, 1700 G Street NW(Farragut West metro
stop) beginning at 10:15 AM and lasting approximately until noon~ The agenda will have two
presentations described below. Each will last approximately Y2 hour and have time at the end for
questions.

Presentation 1
b 6 I ~f the Lifecycle Management Division will discuss the methodology NARAhas developed
b 7 c ·for prioritizing requests for records management assistance. based on risk to records, and the Signi~

of records for documenting citizens rights, government accountability, and the national experience.
_~__will also explain how this was used as a records management assessment tool for the Department 0

Ho~~nd .

··Presentation 2 -....-', _.- . -
I pf the Policy and Communications staff will discuss NARA's recent Life Cycle Business

Process Reengineering (BPR) and its proposal for a "to be" model for Federal records management
activities. Information about the BPR can be found at
http://www.archives.gov/electronic_records_archives/liefcycle_bpr.html.

To reserve a place for the meeting, please provide your name, telephone number, and agency via email
to RM.Communications@nara.gov, no later than noon on Monday, September 15, 2003. You may
reserve places for several staff in the same email, but for security purposes we must have each
individual's name and telephone number.

The NARA Records Center Program staff will host a Records Center Forum from 9 to 10 AM before the
BRIDG meeting to discuss records center issues and answer questions. To reaister for the Records
~rF~rum, p.lease contact your Records Center Account Representative o~
L-Jor via email ~nara.gov. L...- _

~__I
Acbng Director
Modern Records Programs

b6
b7C

National Archives and Records Administration
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PHONE: 724-742-1360
FAX: 724-742-1022
www.ironmountain.com

.A IRON MOUNTAIN*
RECORDS MANAGEMENT
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Pearl I.... .',;:;,;:",:~",: .'. {' .'.
As some ofyou are aware, Iron'Mountairi:,.9,~\!i'11~(~~~ete4th~:processof reevaluating the supply boxes
that are available to our customers. ~~r.i~§butghJliSh':iCt-i!dliPPY~tO--aP..Bounee4hato\'iecare-keepiTie;"n"o[~'-~-.~
the existing boxes. You may continue to use the Iron Mountain boxes you have always used.

September 18, 2003

I I

Enclosed is a flyer of our boxes that are all' currently in stock Listed below are the prices for our standard,
and most popular, boxes. Please note the pricing will take affect on November 1,2003.

Standard: (letterllegal)
'Description: Double-ended construction. ",
Dimensions: 15"L x 12"W x 10"H
Order Code: 2000
Price: $1.05 per box

DeluXe: (letter/legal)
Description: Triple-walled construction for stability and durability

. Dimensions: 15"L x 12"W x lO"H
Order Code: 2750
Price: $1.55 per box

Auto'-Fold: (letterllegal)
, : Description: Double-walled construction that provides easy pop-up assembly

Dimensions: 15"L x 12"W x 10"H
Order Code: 2000A
Price: $1.95 per box

As illustrated on the flyer we provide three different styles to satisfy the various needs of our customers.
In" addition, we provide all different sizes and styles of boxes to hold materials like x-rays, checks,
blueprints, etc. In addition we provide acid free boxes, specifically designed for archival material, which
are suitable for long-term storage. If you have any specific needs, please contact your Account Manager
or Customer Service and they will be more than happy to assist.

You will see additional mailings from us in the coming weeks. We have a lot of great news and
information to share with yoll.
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The Leader in Records & Information Managcmcont

INFORMATION - TODAY, IT'S THE SINGLE MOST

IMPORTANT ASSET YOUR ORGANIZATION POSSESSES.

For more than 50 years, Iron Mountain has been

the leader in records and information management

services. That's why we take protecting and

preserving your most valuable information

very seriously.

One way to ensure the integrity of your company's

valuable information is to use storage cartons

specifically designed for the job. Whether you store

your information on site, or with Iron Mountain off

site, we can prOVide you with a wide variety of

cartons - each one manufactured to exacting

standa rds, designed for ease of assembly and

convenience, and tested for strength and durability.

~CART.o~S D~SIG~~DTO MEET YOUR NEEDS

Records come in a wide variety of shapes, sizes,

and mediums. To ensure that yours are adequately

protected, Iron Mountain offers cartons designed

to store such items as:

• Standard, letter-sized busine')s documents

• Legal and oversized documents

• Medical records, X rays, and ledgers

• Blueprints, architectural plans, and

engineering drawings

• Business checks, deposit slips, and time cards

• Cassette tapes and Videotapes

• Any other important document

A variety of cartons to meet your

specific storage requirements

All of Iron Mountain's cartons are enVironmentally

friendly. They are composed of both virgin and

recycled materials, and are recyclable, as well.

HOW TOORDER IRON'MOUNTArNCARTONS

Ordering Iron Mountain cartons is easy! You can

order online through SafeKeeperPLUS.com, or by

contacting our Customer Service department at

1800 FastFile" Regardless of the method, one of

our customer service representatives will be happy

to assist you. For more efficient ordering, please

provide the carton model number, located on the

hand-hold side of each carton

When it comes to serving the document needs of

your business, small or large, trust Iron Mountain.

...

1 800 FastFile' www.ironmountain.com
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2000

2750

450

550

200

Standard (letter/legal)
• Easy-to-assemble, sturdy, letter/legal storage solution
· Double-ended construction
• 200 lb. test corrugated

Auto-fold (letter/legal)
· Pop-up assembly, durable, letter/legal storage solution
• Double-walled construction
• 200 lb. test corrugated

Deluxe (letter/legal)

• Durable enough to withstand the demands of frequent reference
and retrieval

• Triple-walled construction
• 200 lb. test corrugated

Letter Transfer

• Double the space capacity of the Standard carton, the Letter Transfer
carton conveniently holds the contents of an entire file drawer

• Double-walled construction
• 200 lb. test corrugated

Legal Transfer

• Larger storage capacity than our Standard carton in order to
accommodate legal-sized documents

• Double-walled construction
• 200 lb. test corrugated

X-ray

• Securely holds X rays, ledger books and similarly sized documents
upright and in order

• Single-walled construction

• 27S lb. test corrugated

Small Planner

· Convenient storage for rolled maps, blueprints, plans and drawings
• Single-walled construction
• 200 lb. test corrugated

-,---,,_:c!l~2~'_'L~_x~_4,,-"ccW~~_~~_4~,·~·~",':'",.-----",------ ='--'---'-'-----'t-"-----=~=-----2.....-_.- ~--"-----~_~-"-'- c . _"_-_'~~=~~_~_~

44" Lx 9.25" W x 9.25" H

24" Lx 9" W x 4.5" H

Large Planner
• Designed to hold the contents of four Small Planner cartons_ Provides

maximum storage capacity for rolled maps, blueprints, plans and drawings
• Single-walled construction
• 275 lb. test corrugated

Check
• Convenient storage for all types of checks, deposit slips, time cards,

cassette tapes, videotapes, and similarly sized documents
• Double-walled construction
• 200 lb. test corrugated

.~ IRON MOUNTAIN$

Th" Lealle,- in Records & Information l"lanagcmcnt

© 2003 Iron Mountain Incorporated. All rights reserved. Iron Mountain, the design of the mountain, and SafeKeeperPlUS
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(Rev. 01-31-2003) ~ •
FEDERAL BUREAU OF INVESTIGATION

From:

Precedence: ROUTINE

To: Records Management

Sacramento
Contact: Aol

Approved By:

Drafted By:

Case ID #: 66F-HQ-Cl190059 - 3'-1 l.f
SC 66F-A929 - I i..f
66F-SC-A37427 - ,~

Date: 09/02/2004

Attn: IL...- I

I

b6
b7C

Title: DESTRUCTION OF RECORDS
NATIONAL ARCHIVES AND RECORDS
ADMINISTRATION APPRAISAL OF FBIHQ
AND FIELD OFFICE RECORDS

Synopsis: Destruction of the documentation of career board
deliberations.

Reference: 66F-HQ-Cl190059 Serial 285

Detaiis: Sacramento Division has destroyed 4 inches of obsolete
material pertaining to Field Office Career Board deliberations
generated in conjunction with the advertising and filling of
vacant FBI support employee (non-agent) positions.



·.
To:
Re:

Records Mana~ent From: Sacramento
66F-HQ-Cl190059, 09/02/2004 •

LEAD (s) :

Set Lead 1: (Info)

RECORDS MANAGEMENT

AT WASHINGTON, DC

Read and Clear .

••

2



(Rev. 01-31-2003) • •FEDERAL BUREAU OF INVESTIGATION

From:

Precedence: ROUTINE

To: Records Management

Sacramento
Contact: Aol

Approved By:

Date: 09/17/2004

Attn: 1'-- _

I

b6
b7C

Drafted By:

Case ID #: 66F-HQ-Cl190059 .... ~4S
SC 66F-A929-1C)
66F-SC-A37427~~

Title: DESTRUCTION OF RECORDS
NATIONAL ARCHIVES AND RECORDS
ADMINISTRATION APPRAISAL OF FBIHQ
AND FIELD OFFICE RECORDS

synopsis: Destruction of the documentation of career board
deliberations.

Reference: 66F-HQ-C1190059 Serial 285

Details: Sacramento Division has destroyed 3.5 inches of
obsolete material pertaining to Field Office Career Board
deliberations generated in conjunction with the advertising and
filling of vacant FBI support employee (non-agent) positions.



ii;"•• >_ r.

To:
Re:

Records ManaJilent From: Sacram~nto
66F-HQ-Cl190059, 09/17/2004 ~ •

/

//
Set Lead 1: (Info)

RECORDS MANAGEMENT

AT WASHINGTON, DC

Read and Clear .

••

2



(Rev. 01-31-2003)

FEDERAL BUREAU OF INVESTIGATION

Precedence: ROUTINE

To: Records Management

Date: 11/26/2004

Attn:~
L.....,;.;R-:::o-:::o~m::"""":6:=-:8~5?':9.......JF"I'E'I"I'H".....-------J

From: Sacramento
Contact: Aol

Approved By:

Drafted By:

I b6
b7C

Case ID #: 66F-HQ-Cl190059-'~~W

SC 66F-A929 ... H,
66F-SC-A37427 4 '1-1-

Title: DESTRUCTION OF RECORDS
NATIONAL ARCHIVES AND RECORDS
ADMINISTRATION APPRAISAL OF FBIHQ
AND FIELD OFFICE RECORDS

Synopsis: Destruction of the documentation of career board
deliberations.

Reference: 66F-HQ-Cl190059 Serial 285

D~tails: Sacramento Division has destroyed 3.5 inches of
obsolete material pertaining to Field Office Career Board
deliberations generated in conjunction with the advertising and
filling of vacant FBI support employee (non-agent) positions.



To':
Re:

Records ManaJilent From: Sacramento
66F-HQ-Cl190059, 11/26/2004

..•
LEAD (8) :

Set Lead 1: (Info)

RECORDS MANAGEMENT

AT WASHINGTON, DC

Read and clear.

••

2

(



(Rev. 01-31-2003) •FEDERAL BUREAU OF INVESTIGATION

Precedence: ROUTINE

To: Records Management

Date: 03/22/2005

Attn :v1~__~~~=~ .....1

Room 6859 JEH

From: Sacramento
Contact: Aol I

b6
b7C

Approved By:

Drafted By:

Case ID #: ...g6F-HQ-Cl190059 - 314-1
SC 66F-A92 9-"
66F-SC-A3 742 7-:;lLf

Title: DESTRUCTION OF RECORDS
NATIONAL ARCHIVES AND RECORDS
ADMINISTRATIVE APPRAISAL OF FBIHQ
AND FIELD OFFICE RECORDS

Synopsis: Destruction of the documentation of career board
deliberations.

Reference: 66F-HQ-Cl190059 Serial 285

Details: Sacramento Division has destroyed three inches of
obsolete material pertaining to Field Office Career Board
deliberations generated in conjunction with the advertising and
filling of vacant FBI support employee (non-agent) positions.



To:
Re:

Records ManaJilent From: Sacramento
66F-HQ-Cl190059~ 03/22/2005 •

LEAD (s) :

Set Lead 1: (Info)

RECORDS MANAGEMENT

AT WASHINGTON, DC

Read and clear .

••

2
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