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Records Management 101 for Access Professionals:

What is it?
Where s it?
Do we have it?

How does this impact us? Why should we care?




How does this impact us? Why should we care?

If Records Managers
don’t do their job,
you can’t do yours

Y v

What is a record?

- 44 U.S. Code § 3301 - Definition of records
/ a)RECORDS DEFINED.—(1)IN GENERAL.—As used in this chapter,
the term “records”—(A)includes all recorded information,

regardless of form or characteristics, made or received by a
Federal agency under Federal law or in connection with the
transaction of public business and preserved or appropriate
for preservation by thatagency o its legitimate successor
as evidence of the organization, functions, policies,
decisions, procedures, operations, or other activities of the
United States Government or because of the informational
value of data in them; and

(B)does not include—(i)library and museum material made or
acquired and preserved solely for reference or exhibition
purposes; or

(ii)duplicate copies of records preserved only for
convenience.

RECORDS A

What that really means......

Whatever you create or receive in the
process of doing the work of the US
Government is a record.

Federal records are a subset of
FOIAble records.
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Creation or Receipt Maintenance and Use

ral

Lifecycle of a Records

NATIONAL ARCHIVE

Permanent
Records: NARA

Temporary
orNon
Records:
Destruction

The
Merriam-
Webster
Dictionary,

Permanent: Historical
documents

after a specific time period

Non Records: Extra copies,
reference materials

RECORDS ADMINISTRATION

Temporary vs Permanent vs Non Records

Temporary: Records not needed

RATION
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How do we figure out if a record is permanent or temporary?

Records Schedule

A document that lists all records that your organization generates
and how long you can keep them.

https://www.archives.gov/records-mgmt/rcs/schedules/index.html

National Archives & Records Administration

Listing of Active NARA Records Schedule tems (/nciudes files that refer to the GRS)
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Al Capone

NATIONAL R v RECORDS ADM STRATION

How did NARA end up with Al Capone’s Record from Alcatraz?

oo
Comprehensive Case Files of Former Inmates

Incarcerated at U.S. Penitentiary, Alcatraz, California,
ca. March 1975-ca. 1988

Creator: Department of Justice. Bureau of Prisons. 1975-ca. 1988 (Most Recent)

NA & ds 52 Materials (] Collected: ca. Mard

Q) Search wiehin this Series

If you have it, you
MUST produce it for
a FOIArequest even
if its past the
retention date.
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Federal Records Centers
* Holds temporary records

* Holds the records until they
meet their retention period

Agency still has legal
custody of the records

* Then transfers them to
NARA OR destroys them

NATIONAL ARCHIVE

FRCs vs NARA

National Archives
* Holds permanent records

* Transferred to NARA when no longer
needed, met their retention period.

« Agency transferred legal custody to NARA

* NARAis responsible for all FOIAs

RECORDS ADMINISTRATION
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Whatis it?
Isita record?

Temporary or Permanent?

Where is it?
Is it at NARA?
Isitatan FRC?
Has it met its disposition date?

Have we destroyed it?

Do we own it?

Isiteven arecord? Isit our record?

Questions?

Michelle.Bradley@nara.gov

RMT1@nara.gov

https://www.archives.gov/records-

mgmt/training
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