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In roduction to Records USAID
Whet is a Federal record?
How do ds, rd matorials, and p popers d'ffor?
Who ot USAID has ds manag responsibilities?

Who and what provides gu dance and ass stance for records management at USAID?
USA D Records Managemen s for everyone!

A Message from the Information Records Division (M/AS/IRD) Management Team

USAID’s Bureau for Management, Office of Administrative Services, Information and Records Division
(M/AS/IRD) along with DKW Communications, Inc. and Carmney, Inc. is pleased to present this reference
guide to accompany the Online USAID Records Management Training Course (the online course is
located within USAID University at https://university.usaid.gov or may be obtained from M/AS/IRD via
CD-ROM).

This reference guide defines a Federal record; exp ains the differences between records and non-record
materials, such as personal papers, electronic records; and identifies the roles within USAID regarding
records management responsibilities.

This guide will enable users to:
Sharpen the skills acquired in the Online Records Management Training Course;
Quickly apply those skills; and
Keep a handy follow-up resource for terms, concepts, electronic inks, and practical reference
t00 s.

The guide also includes the following components:
Tab e of contents
Text and i lustrations
Handy reference sections
o Words in BOLD are defined in the Resource and Glossary section of this guide
Examp es of the primary USAID records management forms
Online study course tests
Contact information for M/AS/IRD records inq iry’s
Helpful links and tips

In conclusion, please note that the USAID M/AS/IRD Records Staff s avaiabe o0ass'styou
completing your records managemen duties.

Thank You,
The USAID Informatio Records Division Team



The Purpose of Records anagement

USAID Roncid Roagan Buflding

Create Maintain/Use Archlv  Preservatien
Benefits of Records Management Program:

Ensure the agency has the right information
2> Avoids wasteful duplication
Avoids costly s orage
2> Preserves he official record of agency business

Lega Requ'remen
(44 U.S.C. Chapter 31)

Figure 1

Every Federa agency ‘s ega y required under 44 U.S.C. Chapter 31 to ma'nta'n and
follow a records management program. This program must consist of policy d rect ves
and requ'red procedures for managing USAID’s records, from the'r creation through
maintenance and use to their fina disposition.

A sound records management program enables Agency staff to access the informat'on
it needs to conduct offica Government business. t prevents file storage overload,
insttutona paper jams, and avo'ds wasteful and ineff'cient duplicat’'on of ‘nformaton. t
also avo'ds costly storage of unnecessary materials and 't preserves the officia record
of Agency business for ega and arch'va purposes.

Chapter 1 - Th Purpo e of Records Management



hat 1s a Reco d?
Federal Record

Offca Fes N n-rec d Materio s Personal Popers

Officia FFeSao

F'gure 2

's necessary to understand what a Federa ecord is and what 't s not. When you
create documents, enter ‘nformat'on ‘nto a database, respond to ‘nquiries from the
pub ‘c, or perform any funct'on that records work-related activities, you are creat'ng
records. tems of a s'mi ar nature received by the Agency are also considered records.
To set records apart from other materials and make them easily accessible, the records
in each office are managed in offic’a files that are kept at an officia fi e station.
However, not every document 'n the office ‘s a record that belongs 'n the official file.
For examp e, some are reference materia s, extra cop’es of documents, working papers,
and drafts that are used for dai y reading or conven'ence. These are called non-record
materia s and must be separated from the official files. Lastly, personal papers
(materia s that are not used to conduct Agency business) do not constitute records, so
be sure to separate these from off c'a files and clearly label them as persona papers.

Officia files are a ways identfed by yellow-coded file labels. Records that are sim’ ar
n nature are filed together and organ'zed within the framework of an overa filing
system. A fi e plan outlines the fi 'ng system for your office and specfies how long to
keep records. Routnely, you are respons’b e for segregat'ng ‘nact've f es from records
e g'be for transfer retirement or destruction and mov'ng these out of the filing
system or stat'on.

Offc’a fies incude:
Art'cles
Drectives
Forms
Letters/Memos
News etters
Reports
Speec es

r1 Th urpo eofRecords Man em nt



CHAPTER 1

Other examples of official files include media such as:
o CD-ROMs

Computer tapes

Diskettes

E-mail

Maps

Microfiche

Photographs

Sound recordings

Videotapes

Non-record materials are generally those that an employee uses temporarily.
Examples of non-records include duplicate copies, blank forms, technical reference
materials, and library materials. Non-records are discarded or returned when they have
served their purpose and are no longer needed for the work of the individual staff
member or office. The individual user or organizational unit determines how non-record
materials are filed or organized. Non-record materials are always maintained and filed
separately from the official files.

Personal papers are materials belonging to an individual that are not used to conduct
Agency business. They relate solely to an individual’s private affairs and are used
exclusively for that individual’s convenience. It is important to keep personal papers
separate from official files since they do not reference official business. Examples
include personal calendars, diaries, logs of personal activities, and personal reference
books.

Chapter 1 - The Purpose of Records Management 4



ho is Responsib e fo Records Management?

USA D Ronc  Reagan Bulding

Management o File Custodions Profcssional Staff Al Stoff
(Bureou, Office, M 15ion}) Su ‘sor
F'gure 3

Successful records management relies on effective col aborat'on among all leve s of
Agency staff. Although certain staff are assigned specific records management
respons bilities, everyone who handles documents as part of ther offic’al duties are
authorized to file office records in the officia ly des'gnated fi e system for common use.

Roles and Responsibilities

1.

The Bureau for Management, Off ce of Administrative Serv'ces, nformatona d
Records D'vis'on (M/AS/ RD) leads records management at USA D.

The management of Bureaus/Independent Offices and M'ss’ons

(B/ Os and Ms) are respons’ble for ‘mp ementing effect've records management
procedures for their organ'zation. T ey designate Records L'a’son Off cers
(RLOs) and Commun’cat'ons and Records (C&R) Superv'sors, who are
respons’b e for records management.

The RLOs and C&R Supervisors work w'th Agency staff to ‘dent'fy the ocat'on of
the offic’al fi e stat'ons and imp eme t the filing system. They a so remove
records elig'b e for d'sposal from office space.

For larger offices with a great number of records, a file custodian may be
appointed to assist the RLO or C&R Supervisor w'th records management
functions. Final y, all Agency personne and contractors, regard ess of their
position, must understand and ma'nta'n the filing system, and know what reco ds
the office reta'ns.

haptert Th P rpos ofRR cords Management



Guidelines and Assistance

=,_SAal Provide policy directives,
required procedures,

ADS Chapter S0
The USAID Records
Managoment

Helps you apply
SAID Rona  Reagan Buflding guidelines and answers

your questions

Cien analyst ass'gned o:

P> Washington burecus and offices
2> Mission for As'a
2 M’ssion for Africa
Resources prov-des ‘nk to ADS 2> Mission for Europe and Euras’a
Chapter 502 and contact informe on © M’ssion for Midd e East
for ¢ 1ent ana ysts. P> Mission for Latin America and e Caribbean

Figure 4

M/AS/ RD prov'des two ma'or resources for gu'dance and ass stance for records
management at USA D.

e USAID ADS Chapter 502 ‘s a chapter w'th'n the Automated Drect'ves System
(ADS) that prov'des po "cy d'rectives, required procedures, and mandatory
guidelines for Agency records management d'rect'ves.

e M/AS/IRD C ient Analysts are ass’gned to each B/ O and M to prov'de records
management support.

Because the work of USA D’s B/IOs and Ms varies widely ADS Chapter 502 does not
prescribe a file structure, but rather prov'des policy directives, requred procedures, and
mandatory guidelines for developing and ma'ntaining a records management system
appropriate for each office. fyou have specfc questions after consu tng ADS Chapter
502, your M/AS/IRD C ‘ent Analyst can he p your office app y the Agency’s records
management policy and procedures. P ease refer to the Resources secton of th's gu'de
for the ‘st of M/AS/ RD C ‘ent Analysts and ther contact informat on.

Chapter 1 - The Purpose of Records Management



CHAPTER 1 TEST

1. Indicate whether each document is an official file, non-record material, or a
personal paper.

A. Five copies of a contract for Official Non-record Personal
use in staff meeting File Material Paper

B. Original copy of a contract Official Non-record Personal
File Material Paper

C. Library book on crop rotation Official Non-record Personal
File Material Paper

D. Employee annual Official Non-record Personal
performance review File Material Paper

E. Quarterly activity report Official Non-record Personal
File Material Paper

F. Happy Birthday e-mail from Official Non-record Personal
a friend File Material Paper

G. E-mail requesting Official Non-record Personal
information on a program File Material Paper

2. Who appoints RLO and C&R Supervisors?

Bureau/Independent Office and Mission management.

Records Liaison Officer (RLO) and Communications and Records (C&R)
Supervisors.

File Custodians.

Professional staff (e.g., Project, Program, Executive Officer).

All staff

3. Which of the following describes ADS Chapter 502, The USAID Records
Management Program? Circle all that apply.

a.
b.
c.
d.

Online reference.

Mandatory guidance for USAID records management.

Strict file structure that must be followed by all units in USAID.
All-in-one source for USAID records management policy directives and
required procedures.

4. Who is your M/AS/IRD Client Analyst?

"0 00 oD

The M/AS/IRD Client Analyst for Asia.

The M/AS/IRD Client Analyst for Africa.

The M/AS/IRD Client Analyst for Europe and Eurasia.

The M/AS/IRD Client Analyst for the Middle East.

The M/AS/IRD Client Analyst for Latin America and the Caribbean.
The M/AS/IRD Client Analyst for Washington Bureaus/Independent
Offices.

Chapter 1 Test 7




Organizing Officia Files
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Organizing Official Files

What file types are used ot USAID?

What is a series?

What is the purpose of the USAID Disposi ‘on Schedu 2

Whoat is the proper way o abel different fi e types?

What is a fi e plan, how does "t document your fi ing system, when s ° updated, and
who needs access to it?

F'gure 5

This chapter explores the ‘mportance of hav'ng a filing system. t begins by d'scuss'ng
some basic file concepts, such as the different types of files used at USAID, what a fie
series is, and the purpose of the USAID Records Disposition Schedule. It stresses
the importance of proper fie abe ing and prov'des practical labe ing examples. Finally, 't
answers questions about what a fle plan ‘s, what 't does, and who uses it. It a so
describes how a fie p an doc ments the system, how the files a e grouped, where the

fi es are ocated, how ong they are kept, and how they are disposed.

Z'ts Comic

Zits
. By ngd
THE G WS LKEEPIT TERES NG ERBALG
ONYCOP,  WITM(GTHER SHSTEM. A BITF MG
GOFUIB'T IMNPORNT G AZREEZE
S e

Figure 6

Consider Jeremy'’s filing system in the com’c above. Jeremy's fi 'ng system may work
for him, but 't wou dn’t work at USAID where each Bureau/ ndependent Off ce and

Chapter 2 - Org nizing Offic'a F' es



Miss'on (B/IO and M) creates records that must be controlled. A well-designed filing
system ensures that there is a defin'te p ace 'n the files for each record, that similar
records are filed together, that records are propery abeled for easy retrieva , and that
file categories are physica y arranged 'na og'ca order. When records are no onger
required for day-to-day operat'ons, there must be an orderly process by wh'ch they are
properly retired to storage or destroyed.

Purpose of a Filing System

Ca &ie Sub” ctEi
U ed for assistance objectives projects, con acts... Are teferenced by a common subjec
Referenced by a number, name, erda e Are g ouped and f ed separate y from case es
Reta’ned un I project or activity is closed Are cu off a end of fisca yea
; M ‘a
Have non-standard size ar special phy ica characteris ¢ Are fie separa y romoffca f

Are mainta ned separate y

F'gure7

Before we ook at what elements are 'nc uded 'n file fo ders, we need to look at some
basic filing concepts, such as the various types of fi es and how these files are grouped
into series (a group of related records).

There are four genera file types at USA D: case fies, sub'ect f es spec’a materias,
and non-record materials.

1. Case Files

Case files 'nc ude files for Assistance Objectves (AO), projects, a d contracts. Eg ty-
five percent of a files at USAID are case files. These files are referenced by a number,
a name, or a date. Case fi es generally have a beg'nning date, end date, and are
retained unt” the project or activity 's closed.

Case File contents include:
o ActVvty planning and development documents
o Acqu'sition and Ass stance documentat'on
o Core documents

hapter 2 — Organt ing Offi i | Files



Correspondence
Disbursing authorization
Leases

Loans

Purchase orders
Reports

Vouchers

Case Files organized by number:
Activities

Assistance Objectives
Contracts

Loans

Projects

Case Files organized by name:
» Activity, project, or training participant
e Personnel

Case Files organized by date:
o Events

In the course of preparing case materials, such as a final report or a contract, many
working papers are often generated. Case file contents include background or
supporting papers, spreadsheets, questionnaires, notes, data analysis, and drafts.
Working papers are separated from the corresponding report or contract since they
have a shorter period of use and are destroyed earlier.

2. Subject Files

Subject files group together correspondence, memoranda, telegrams, reports, and
other materials with a common subject. They are grouped and filed separately from
case files.

Subject files have no particular beginning or end date, so they are grouped by fiscal
year. At the end of the fiscal year, the subject file is closed, and a new file for that
subject is opened.

Types of Subject Files:

» Administrative subject files relate to managerial operations, budget, staffing, and
other administrative activities.
o Program subject files relate to Agency program activities.
o Files related to program background, support, planning, and development.
o Files related to program operation.

Chapter 2 — Organizing Official Files



USAID has created an official list of Agency subjects, Subject Outiines Codes, oca ed
‘n ADS Chapter 502. A offices must use the Subject Codes Outlines to ensure
compliance with USA D Records Management policy. Lasty, a three- etter code

(ex. Budget - BUD) 's added for ease of reference, f 'ng purposes, and more prec'se
‘dentification of subject content to the fi e fo der.

3. Special Mater’a s

Special materials 'nc ude items such as charts, maps, journa s, aud’'o/v'sua or other
materials that pertain to agency bus'ness. Because of their nonstandard s'zes and
phys’'cal characteristics, they are ma'nta'ned separately from paper records.

4. Non Record materials

Non-record materials are mate ‘a's exc uded from the ega defnit'on of records or ot
meeting the requirements of that defin'ton. This may 'nc ude extra cop’es of documents
kept for convenience of reference, stocks of publicat'ons and processed documents,
and library or museum materia s intended solely for reference or exh’b'ton. Non record
materials are always filed separately from official f es.

hat is a Series?

A series: USAID/Washington and M’ssion Disposition Schedules
s @ group of re ated records A Mandatory Refetence for ADS Chapter 502.
s held for the same period of ‘me
s hand ed in ke same manner when moved ists all the series by funchonal/organizational area
Has a unique number Describes each series

Assigns an item number to each
Details the specific retention and dispos'tion

ftem N DESCRIPTION OF RECORDS AUTHORIZED DISPOSITON
01350 Research Studies Files - .... Permanent. Retire to WNRC
2. Final reports of studies not descr bed Transfer to NARA In 5 yr b ocks
elsewhere n this schedu e. when most racent report 5 yrs.
ld
01 60 b Backupmae a whic ¢ descopes Temporary. Cutoffa e lareport
of prog ess reports and correspondence submitted. Destroy 3 yrs. A e
ut off.
Figure 8

n records management, a group of related records is called a series. Each series has a
unique identfy ng number. Within each file type, related records tend to fa together
naturally based on one or more common characteristics. All records 'n a ser'es are hed
for the same per od of tme and hand ed in the same manner when removed.

pter -Org mi ing fficalF s
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The USAID/Records D’'sposition Schedu es ‘s a mandatory eference for ADS Chapter
502 that lists a ser'es by functiona and organ’zat'onal area, descrbes each series,
assigns each series a un'que item number, and provides guidance on how ong to ho d
the records and how to d’'spose of them. For example, final reports and back-up
material are each ass'gned a series ‘tem number. F'nal reports are permanent records
that will be preserved and arch’ved, wh’' e back-up materials are temporary and will be
destroyed after a specfed period of t me.

Take special care in handling permanent record series materia .

The USAID/Washington and Mission Disposition Schedules

USA D Washington and Mission D spos’ ‘on Schedules f you have a series not in the schedule:
> On "ne reference 2> Contact your cl'ent analyst
2> Has 40 chapters that list Series, deseriptions, and d'spes’ ‘on 2 Preserve the records until they are schedu ed
® s a iving document
USAID/Wash ngton Records
Title
1 Rocords Common to Most Offices
2 Records of the Adminlistrator and Assistance Admi istrator
3 Freedom of Information and Privacy Act Records
SAID ssonR
Chapter Title
25 ne s
26 Project Assistance Records
28 Food or eace Records

Do not destroy records that are not in the chedu e.

Figure 9

Take a coser ook at the Disposition Schedules because they are integra to proper
records management. t’s an online reference tool found on USAID’s ADS Web s te.
Here you wi fnd a ‘st of approximately 40 chapters that list the series descriptons
‘tem numbers, and authorized disposition for both Washington and Miss'on records.

For example, Chapter 1 lists series for records common to most Wash'ngton offices and
Chapter 28 lists the Missions’ Food for Peace series. This D'sposition Schedule is a
‘'v'ng document and is updated continually to accurately reflect the record series found
throughout USA D. If your office holds a series that is not listed on the D’'sposition
Schedule, or if you have any difficulty applying the schedule to your records, contact
USAID’s Information and Records Division to speak with your M/AS/IRD Client
Analyst. Meanwhile, if your records are not in the Disposition Schedu e, you must retain
and preserve them until you are given proper disposit'on ‘nstruct'ons from your
M/AS/IRD Client Analyst.

hapter 2 - Organizing Offic'a F e



The Filing Cabinet

3 050
370 0

Con ider frequency of use, Group files by series.
op rawer orfreq ent access Use gu de cards to sepcrate my pe
- series in @ drawer.
Sorlos 37020
Bo om drawers for ‘nfrequen y Dr wer abes d ca e the senies
used fi es {
F'gure 10

Group’'ng your fi es by series ‘s essent'a for file ma agement and eventua disposition.
Drawer abe s shou d 'nd’cate the series of files ins'de the drawer. fthere are more than
one series ns'de a drawer, use guide cards to separate them when se ecting series
ocat’'ons and cons'der the frequency of use. If files are accessed da’'y, ocate them n
upper f e drawers and store ‘nfrequently used files 'n ower drawers.

Labeling Official F le Fo ders

Assistance Objechv a d pro <t activity ¢ se

file labels include- O e Case File labels incl e
Project/AO # Name of person/Loon number
e Date
Country egion name
Documen typo
Date

S b'ect file lobe ‘nclude:

Subject code

Subject file title

Expunded head ng if nceded
FY

F'gure 11

Comp ete and cons'stent abe 'ng of file fo ders ‘s crucial. F' e fode abe s for both
Ass’stance Objective (AO) case fi es and project or activity case f es dentfy fve bas'c
e ements:

o The AO or project or act'v'ty number

o The project or activ'ty title

o The country where the AO, project, or act'vty takes ace

o The type of document

o The date of the document

Ch ter2-0rg ni ing Offici | F



C 2

Project case files are filed by project or activity number. The f e fo der abe also
includes the project title, country or region, type of document, and date. An AO file 's
filed by an AO number. It must also ‘nclude an AO t'te, country, type of document, and
date. fthere ‘s an associated project or activity name and number, those should a so be
inc uded.

Case f es other than pro'ect and AO files will identify the name, suc as an employee
name, or a number, such as a loan number. Remember to 'nc ude a date. Subject fles
are kept separate from the project fi es and identified by the sub’ect code, subject tte,
and the fisca year. For subject f es, include the file group code and ‘te on the label,
exacty as shown 'n USAID’s Subject Outlines and Subject Codes resource. Always
‘ncude the fsca year. Remember that subject files are cut off at the end of each fisca
year. When the new f'scal year starts, you must create a new f e fo der abe ind'cating
the cha ge of date.

The File P an
File plan:
2> Lists records by series USACOCY  WTERMANONAL DEVELOPMENT (WOVATE)
RRCOROS MIVENTORY AMD DIEFOSTION PLAN
Identifies ocation —— TRUCTIONG OuRTLLAR
2> Describes how long to hold records
2> s prepared by file custodian e - o
 Is documented using AID Form 520-2 o 7 SR AR AT SurTE s rem o meEmme
®> Should be accessible to all meros e on SERcen ves & St Tucfomo =
. [Psiiriy o ¥ Semosoew o b oo ey
2 s submitted annually Filo Custodian  “o ™o " o owen Tomade
A B8 c
MEMNO & TITLE OR DESCR PTION DISPOSAL STRUCTIONS
LOCATION (FiLE
CABINET/DRAWER)
Temporary. Destroy 6
years 3 months after
termina on of contract
SUBJECT FILES Temporary. Cuto  les
PER 1 Attendanta and leave “flextime” annuaily. Destroy when 2
R O C&R Supervis r PER 2 Incentivo awards “Awards 2007-20 8 years old, or sooner if Srom——
purpose has been scrved
Figure 12

Each B/ O and M must have a fi e plan that lists the offic’a records by series, ‘dent’fies
the f e ocat'on, and describes how long to hold each ser'es. The RLO, C&R, or f e
custodian prepares the plan as appropriate, but all B/ O and M personnel and
contractors should be familiar w'th the fi e contents. Use AID Form 520-2, Records
Inventory and Disposition Plan to create the file p an (shown in Figure 12). The first
three columns list and describe the records. Column A ists the USAID Disposition
Schedule series item number. Co umn A also indicates the ocation of the records by f e
cab'net and drawer. Column B 'sts the t'tle and descr'pt'on of the series. Coumn C sts
d'sposal instructions.

C apter 2 - Organ'zing Offic’'a F e
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The AID Form 520-2, Records Inventory and Disposition Plan can provides instructions
for disposal of the series which are outlined in the Disposition Schedules. Since the AID
Form 520-2 is a useful office aid, a good tip is to maintain a copy near the file station
so everyone understands the location of the official records. Alternatively, copies of the
AID Form 520-2 be provided to staff or may be accessed online. As files are added or
removed, the plan will require updating. At each fiscal year end, the RLO or C&R
Supervisor will coordinate the file plan submissions for the various B/IOs and Ms they
serve. Please refer to the Resources section of this guide for a sample of AID Form
520-2, Records Inventory and Disposition Plan.
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1.

n records management, what is a series? Select the best response.
a. A group of re ated records that are assigned a three- etter code for the
purpose of filing by subject.
b. A group of records that are arranged in chronolog'ca or a phabetca
order.
c. A group of related records, he d for the same period of t me that has a
un’'que number.

Which statements about the USAID Records Disposition Schedule are true
and which are false?

a. The Disposition Schedule assigns 3 True False
etter sub’ect code to each series.

b. The Disposition Schedule identifies how False
on to hold official records.

c. The D'sposton Schedule lists all the True False

series by funct'ona /organizat'on area
and descr’bes each series.

. What kind of file goes in th's

folder? PROJECT ACTIVITY 391-0170
a. Subject file N
b. Case file PAKISTAN Forestry Train'ng

c. Non-records materas Projedt Paper  July 2009

d. Personal papers

What is inc uded in a file plan? Select all that app v.

The item number for each series of records in the office.

A description of the officia files in the office.

The official list of codes for all subject files.

The disposition ‘nstructions for all records in the off ce.

The physical locat'on (e.g., cabinet and file drawer) of he offce’s offca
records.

®Pooow

Chapter 2 Test



File aintenance and Disposition

Fi e Maintenance and Disposition

File Maintenance* Dispositon of ecords:  Evaluating YOUR records
Filing records Re e gement prog:
Charge out proced Transf
Cutt'ng off fi es Destroy Steps you can take fo ensure
effectiveness and efficiency
F'gure 13

SA D files that conta'n record materials are dynam'c, mean'ng they ¢ ange over time
according to the records management lifecycle. Every day, new record materia s are
added to active exist'ng officia fi es and olde records meet'ng the'r disposition
schedules are removed accord 'ng to the appropriate gu'de ‘nes. To make certa'n
Bureaus/independent Offices and Missions (B/ Os and Ms) properly ma'ntain their
record mater'als, a set of procedures for ma'nta’n'ng these tems must be followed.

This chapter will ass’st you in prov'd'ng answers to the fo ow'ng questons:
How are new materials added and filed?

Who mon'tors the remova of fi es for use?
How ‘s the ocat’on of the removed files tracked?

hapter 3 File Maintena ce a d D'spos’tion



Overvie of Maintenance

Off ce needs procedures for:
F'ling records
Charging out records
Cutting off files

Closed

Figure 14

Filing Records

Does it need to be fi ed?
Official file or reference on y?

it ready to be f ed?
Need to be circu ated? niPs

Is it comp ete?

Where shou d "t be f ed? nes
Category is determined by program and project sto

Use good f "ng methods TS

_Ps
Fife Dail

Avo d accumulating
unneeded matertia s

Figure 15

Filing new materia s on a daily basis will assist in effective USAID business processes.
If proper record management procedures are not followed, files will become cluttered
with unnecessary materials, so verify that you distinguish between official files
mainta'ned by your B/IO or M and the materials used temporarily for reference. To
avoid accumu at'ng unneeded materials, and reduce unnecessary document creaton,

dup caton and transmission, ask yourself.

Chapter 3 - File Maintenance and D’sposition



CHAPTER 3

o Ifitis a record that should be filed, is it ready to be filed?

o Does the record need to be circulated first?

o If the record was circulated, are the routing slips removed?

o Does the record have all pages and attachments?

After answering these questions, determine where the record should be filed. Project
and program staff determine the filing locations as record material is created or
received. When you place materials in the file, be sure to follow proper filing methods.
If files become overloaded, you need to make appropriate adjustments to efficiently
organize the material.

e ___ - __—- - - - ]

Adding a New File Category or Subject File Code

Adding a new file category: =

& Discuss the need with office staff S YSAID
P> Submit description to Information and Records Division (IRD)

¥ Put it on the file plan

Adding a new subject file code: Subfect Outtincs/Codes
2> Discuss the need with Records Management -
2> The Subject Outlines/Codes may need to be amended *N;'ﬁ?wﬂdum far

USAID/Washington and Missions Disposition Schedules.
A Mandatory Reference for ADS Chapter 502

Chapier Title
1 e (o] ¢ Vost O
2 of the A trator As ce
3 £ o and cy Act Record
4 F Peace and Voluntary Ass
5 G hic nera
6 e 2g Hairs Recor
Figure 16

Over time, office functions may change and new types of records will need to be filed.
When this occurs, discuss the need to add a new file category with the appropriate
staff members. If the category is not in the USAID/Washington and Missions
Disposition Schedules, submit a description of the new category and its proposed
disposition retention schedule to your M/AS/IRD Client Analyst. Once you receive
approval from M/AS/IRD, be sure to note the additional category on the office file plan.
Similarly, if a new subject file code is needed for a subject that does not appear in the
Subject Outlines/Codes reference, inform your M/AS/IRD Client Analyst. For more
helpful hints, refer to the Resources section of this guide.
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Charge Out

Each office determ’nes:
Wh'ch charge-out card o use (e.g., Optional Form )}
ho ‘s respons’b e for charge out and re-filing

Ut

IDENTIFICATION OF RECORD CHARGEDTO  DATE
(NUMBER, TITLE ANDIOR SUBJECT, DATE OF FILE OR DOCUMENT i S
OFTIONAL RORR 23
st CHARGE OUT RECORD ox 75e008ET0
34 Coratar Mo, 20 saman

F'gure 17

he set of procedures for check'ng out and removing fi e material according is referred
to as a “charge out”. Every B/ O and M requ'res procedures for review ng files for
dispos’tion and determin’ng when the files are cut off and ¢ osed. Understanding the
files that are in use is an ‘mportant component of proper fi e organizat'on. The simp est
way to indicate that a file is 'n use is to insert the Optiona Form 23 charge-out card
(example shown 'n Figure 17) 'n place of the materials removed from the file. The word
“OUT” at the top of the card must be visib e above the top of the other folders in the
drawer. fan ent're folder s charged out, an un abeled fo der ‘s 'nserted 'n ‘ts p ace to
hold the charge-out card. A space on the card 'ndicates which record was removed, the
name of the person using the record, and the date of remova. Each off ce must
determine who ‘s respons’b e for charge out and refilling the materia s. You may aso
refer to the Resource sect'on of th's gu'de for a sample of the Optona Form 23.

Chapter 3 — File Maintenance a d D'sposition



Cutting off Files

Cutt'ng off fi es
Closes esa end of sco orcoendar year oro here ddo
No new records con be added to the fi e

Closed

USAID files:
Subject files are cut off o end of the fisca year
Project files are c osed @ completion
Other case fi es are cu off on completion of the ac vity, fi o p ymentof conrac ec.

Rev'ew fie a nvally for cut off

D os onSched

F'gure 18

To help keep fi es from accumu ating and overrunning your work p ace, 't 's ‘mportant to
“cut them off” at regu ar 'ntervas. Cut off ‘s a system for closing record material at the
end of a ca endar year, fsca year, or other ogica chronologica po'nt. Cut off is the
date beyond which no new records can be added to a particular fi e.

Subject files are genera y not date-sensitive. To contro file size, review and ¢ t off
subject files at the end of the fisca year. mmediate y after the cut off date, create a
new subject file to cont'nue the record series for the next year. USAID project fi es are
closed when the project comp etion date has been reached, or a project eva uaton
pane concludes that the project shou d not be cont'nued.

Other case files are cut off upon comp et'on of the act'v'ty or the end of the event. For

examp e, a contract fie ‘s cut off upon fna payment from USAID to the contractor Ata
m'n'mum, tis important to rev'ew fi es annua y for cut off act'on.

hapt r3— “e M inte ance d D sposition



Disposition Schedule Example

CHAPTER 1 RECORDS CO MON TO MOST OFFICES ~
These records are cutoff annua y, by fiscal yea , unfess staed  erw'se.

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED D SPOS ON
. . ) Temporary. Cut off after
Non-Project Assistance Records — These records include foan has been fu ly repa'd

0130 grants and loans or program assistance n selected countnes

. . -
of special politica "nterest to the United States ... (maximum of 40 yrs.)

Destroy 1 yr. after cut off.
Temporary. Cut off at end of

Schedu es of Daily Activities — Calendars appointment calend year. Destroy
01320 books, schedules, ogs, d'aries, and other records when 1 yr. old or sooner if
documenting meetings, appointments, te ephone calls... no longer needed for
reference.
Figure 19

The cut off date for each fi e category ‘s shown in the USA D D'spos'ton Schedule. For
examp e, Chapter 1 records are cut off annually by fsca year, unless stated otherw'se.
F" es that are not cut off annually by the f'scal year end may have other cut off dates.
For examp e, records for non-project assistance loans are cut off after the oan has
been fu y repa’d, and schedules of da’y activities are cut off at the end of the ca endar
year.

Disposition Methods

Records Common to Most Offices

Records of the Administrator and Assistance Administraior

Freedom of Information and Privacy Act Records c osed
F for Peace and Voluntary Assistance Records

ssed sed

5 Geographic Bureaus General Records
Legislative and Legai Affairs Records

Temporary ecords — eventually destroyed

Permanen ecords — retained for archival purpo s

Destro Retire Transfer

WNRC NARA

Figure 20

Each record series has a D'spost'on Schedule. Th s refers to the destruct on,
retirement, or transfer of ecords.
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CHAPTER 3

o Destruction is the authorized physical destruction of the record material
or the removal of information content.

o Retirement is the process of sending records for storage, service, and
ultimately the record’s destruction or retention.

o Transfer involves a change of custody from one organization or agency to
another organization or agency.

Eventually, Temporary records will be destroyed and Permanent records will be
retained for archival purposes. Each series’ Disposition Schedule provides instruction
for proper record disposition based on type and prior use.

Destruction of Records

Destruction of records must be authorized and carried out at a time designated by the
Disposition Schedule. If the records are to be destroyed in three years or less, maintain
the files in the office for the prescribed time period (if you have a shortage of storage
space, contact your M/AS/IRD Client Analyst to determine if there is an alternate
storage site). The file custodian is the person responsible for the records and must
keep a record of the material's destruction. Note the file plan indicates where to record
the cubic feet volume of agency material that is destroyed (AID 520-2, Records
Inventory and Disposition Plan).

Remember: Never destroy official records
without an approved disposition authority.

Retirement of Records

Retirement is the process of sending records either to the Washington National
Records Center (WNRC) or the National Archives and Records Administration (NARA)
for storage, servicing, and destruction or retention. Your office will prepare the records
for retirement and send them to M/AS/IRD. Depending on the type of records
(temporary or permanent), M/AS/IRD will process them, destroy them at the appointed
time, or transfer them to the Washington National Records Center (WNRC) or National
Archives and Records Administration (NARA) for archival storage. Refer to the
Disposition Schedule to ascertain how long records must be held by USAID before they
can be retired.

Permanent records must be held in the office for two years before they can be retired to
WNRC. These permanent records will be sent to NARA for archiving when the records
are ten years old. In addition, temporary records must be held in the office for two years
before they may be retired to WNRC. However, note that temporary records will not be
destroyed until ten years after cut off. For permanent and temporary records that must

be kept for more than three years, hold them in the office for the time period prescribed

by the Disposition Schedule.

Transfer of Records

Transfer involves a change of records custody from one organization or agency to
another. Records may be transferred to another office as a resuilt of reorganization or
change in office functions. Transfer of retired records from your B/IO or M to M/AS/IRD

Chapter 3 - File Maintenance and Disposition 23



's aso cons'dered a transfer of records. Other Federa agencies may request USAID
ecords 'n support of the'r own programs. Prior to transferr'ng these records, you must
obta'n the approva from your M/AS/ RD C ‘ent Analyst.

Prepar'ng Files for Retirement

Considera "o s:
J\eld for prescribed ¢ gth of ‘me?
J fion period for emporary  es greater than 3 years? C osed Closed C osed
Volume of materia enough for more en one box?

From D’sposition Schedule ' Shelf List 123

ftem No. .
Description Send S.he £ f“o RD.
i Disposttion | IRD wi provide:
Deta ed descrip ‘on of f .
cscrip onof b e BoxNumber Description of Records tem# Access'on Numbers
Lot numbers
3
Sam lc hef
Figure 21

Preparing a Shelf List to Retire Records

When you ave files that are eligib e to be rét'red, consider the fo ow'ng:
Have the files been held in your office for the prescribed length of time accord ng
to the Disposition Schedule?
f they are temporary files, wi | they be reta'ned for longer than three years? f
not, do not send them to M/AS/ RD. Your office ‘s responsible for maintain'ng
and destroying them.
Do you have enough materia s to retre? M/AS/ RD recommends that you wa't
unt’ there is enough mater'a for two or more boxes.

Once these considerat'ons are met, you must now prepare a shelf list. The she f ‘st
prov'des a detailed list of records ready for retrement. It inc udes the item number,
descr'pt'on, and will be cross-referenced by numbers to the d'sposition schedule
‘nstruct'ons. Make sure you prec'se y follow the D’sposition Schedule instructons. For
each prepared box, a deta’ ed description of the record materia must be 'nc uded and
placed in the box. You may fnd it he pful to place the folders n the box as you generate
the list.

When you have comp eted the she flist, e-ma’ ttothe AS/IRD staff. M/AS/IRD wi

hen e-ma’ you the Accession Numbers and Lot Numbers for these records. These
numbers must then be ‘nc uded 'n the shelf ‘st and added to the box labels.
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CHAPTER 3

Boxing Up Files

Special Attention

2 Pack clossified and unclassified records in separate boxes.

%2 Do not mix permonent and temporary records.
% Pack records with same retention period in the same box.  Use standard storage and shipping boxes.

Box Number
Accession Number >
.4—“"""’ - g F
-
i A ’ Agency Box Number
""""" #  of
| AT 09-123

For more information: \
2 Instructions also provided in ADS Chapter 502
2 See the job aid “Packing and Labeling Boxes” ———————— Lol Number J

Figure 22

Once your shelf list is prepared with M/AS/IRD’s Accession Numbers and Lot Numbers,
you may proceed in boxing your files.

When packing:

Use the Records Retirement Boxes (GSA# 8115-00-117-8249) or equivalent
measuring approximately 15" x 12" x 10". These will hold about one cubic foot of
material.
Use one of the following conversion factors to estimate the number of boxes:
o Usually about 15 inches of letter-size material fit in one box. Records in
one letter-size file cabinet drawer usually fit into two boxes.
o Twelve inches of legal-size material fit in one box. Records in one
legal-size file cabinet drawer usually fit in two and one-half boxes.
Pack classified and unclassified records in separate boxes.
Do not mix permanent and temporary records within the same box.
Pack records with the same retention time period in the same box.
Label the boxes on the front end with the Lot Number, Box Number, and
Accession Number. Please refer to the Resources section, Preparing Eligible
Records for Retirement, for information on packing and labeling boxes.
Also see USAID ADS Chapter 502 for detailed packing instructions.
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C 3

Is Your Records anagement Program orking?

Survey the office staff
* Do they understand organ’zation of files?
* Can they find files eas’ y?
» Are new staff members orien ed o files and records g pts and respons’b " ‘es?
&> Do file custodians know their des’gnated ¢ “en analyst?
2> Is the office file plan up to date?
e Is it available to staff members?
* Was a copy sent to the Records Management office?
&> Are cligible files removed at least annually? Calond ™ Re  nmsibi 166

Management RLO F e Custod'ans Professional Staff A Stoff
(Bureau, Office, M"ssion) C&R Supervisor

F'gure 23

What 's the status of your off ce’s records management program? Is everyone nvo ved?
Do al staff understand how fi es are organ'zed so that they are easily able to fnd them?
Each office shou d assess “ts records management program on a regular bas's to
ensure that 't 's work'ng smooth y, and 'f not, ‘' mp ement correct've measures.

v

v

As new personne and contractors are added, each office requires a process for
orient'ng them to the office fi es and records management responsibilities.

The fi e custod'an must know h's or her M/AS/ RD C "ent Ana yst and estab ‘sh a
strong working rapport.

The fi e p an must be updated as requred, made access’b e o personne, and
subm’tted annually to M/AS/ RD

On an ann a basis, e ‘g'b e fi es must be removed per the records management
guide ‘nes

A list of measures each office adop s shoud be ‘'ncuded * a ca endar of records
related act'v'tes.

Please refer to the Resources sect'on fo a samp e of the
Calendar Checklist of Records anagement Responsibilities.
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CHAPTER 3 TEST

Which of the following describes the proper procedure to follow when
temporarily removing records from the official file system?

a. Inform the file custodian via e-mail which records you have removed,
how you intend to use them, and when you intend to return them.

b. Use a charge out card that indicates the name of the person removing
the record, the date the record was removed, and a description of the
record.

c. Put a yellow Post-it® note on the file drawer from which a record was
removed with the name of the person who removed it and the date it was
removed.

Which statements about the records management term “cut off” are true
and which are false?

a. The purpose of cut off is to keep files True False
from accumulating.

b. Cut off is the date beyond which no new True False

records can be added to the file.

c. All files at USAID are cut off at the end True False
of the fiscal year.

d. The USAID Disposition Schedule True False
specifies when files are cut off.

You have some records that are closed and you are no longer using them.
You are unsure of their category, but you think they are temporary. What
should you do? Select the best response.

a. Since the records are temporary, maintain them in the office for three
years, and then destroy them. :

b. Since you are no longer using the records, and they are closed, contact
your M/AS/IRD Client Analyst and ask for permission to transfer them to
M/AS/IRD for retirement.

c. Since you do not have a disposition authority, maintain the records in
your office until you get obtain one. Contact M/AS/IRD for assistance.

d. Since the records are closed and temporary, you can destroy them when
they are no longer needed.

It is the end of the fiscal year, and you have just cut off some
correspondence files. The disposition instructions for these records are:
“Temporary. Hold in office for two years and then retire to WNRC. Destroy 10
years after cut off.” What should you do?

a. Hold them in the office or off-site storage and destroy them after 10 years.

b. Hold them in the office for two years, then prepare them for retirement and
send them to M/AS/IRD, which will retire them to WNRC.

c. Hold them in the office for two years, and then transfer them to WNRC.

d. Hold them in the office for two years, and then destroy them.
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CHAPTER 3 TEST

You have records that are eligible to be retired. For each of the following
situations, indicate if the procedure for handling the records is acceptable
or not.

Acceptable?

a. You have just a few records and Yes No
do not anticipate that you will have
any more eligible to retire for
another year. You put the records
in a padded envelope along with a
detailed list of the contents, and
mail the records to M/AS/IRD.

b. You have some temporary records Yes No
and some permanent records that
fit nicely into one box. You clearly
indicate on the front of the box the
disposition for each set of records.

c. You prepare a shelf list and send it Yes No
to M/AS/IRD. Upon receiving the
accession numbers and lot
numbers, you include them on your
shelf list, and also use them to
mark the front of the boxes.

6. How often should your office perform the following activities?

a. Submit the office file plan, form Daily Monthly Annually
AID 502-2, to M/AS/IRD.

b. Check that borrowed files have Daily Monthly Annually

been returmned or are still active.

Cut off subject files. Daily Monthly Annually

Retire or destroy eligible files. Daily Monthly Annually

e. Survey the office staff on their Daily Monthly Annually
understanding of the filing
system and the system’s ease of
use.

f. File. Daily Monthly Annually

alo
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Federal Electronic Records

What s o Federal eledron ¢ ecord?

What are current polices and cquirements during the “fe cyc e:
2 Creation

P> Maintenance and Use

P> Disposition

Where <an you get more information?

Figure 24

Today, the vast ma‘or'ty of Federa records are created digitally, meaning they are
‘born’ ‘n an e ectron’c format rather than 'n hardcopy or paper form. The manner of
handling electronic records (e-records) ‘s s'milar to paper records, and USAID
personne and contractors must understand how to properly maintain e-records to be 'n
accordance with Federa aw.

This chapter prov'des an overv'ew of USA D e-record scope and requ’rements wh'ch
appl'es toa e-records ife cycles which 'nc udes:

The creat’on and scheduling of ‘nformat'on systems conta'n'ng e- ecords
o The protection and integrity of e-record ma'ntena ce and use
o The verfication of proper disposition of e-records

USA D M/AS/ RD is working to test and ‘mp ement an e-records management software
(ERMS) p atform. Once an ERMS s ‘ncorporated within the USA D computing
environment, it will greatly ease the record-keep'ng work oad and ensure USAID
records are 'n compliance with Federa record aws and regulatons. At current, there 's
not a spec’fic t meframe when an ERMS p atform will be put into serv'ce. However
M/AS RD s 'n the process of develop'ng an ERMS wh'ch will be ‘'mp emented age cy
wide.

This chapter prov'des gu'dance for USA D personnel and contractors to assist them 'n
understanding gu'de ‘nes for proper e-records handling. This gu'de will be updated as
required to incorporate po ‘cy changes once the ERMS program progresses and NARA
e-guidelines change For more ‘n-depth e-record policy, refer to

USAID ADS Chapter 502.5.6.

hap er4-Eect icRecords Mlan geme



Definition of Federal E ectronic Records

Federal Electronic Records, o -
- F S0 L9 - aasm »

A Federal electronic record: e v« ew + c————
2 Is created elecironically

r-vorbraf Rmrr el gr
bCanbefeddbyucompufer o & v 1 oot e, s
2> Meets definition of Federal record o o Media ot at s

o9t ast, 14 Glotun pures. Beoet ase

Electron’c "nforma “on systems: e e G wate  lastate

nclude data base systems (e.g. ectro ‘¢
phone d'rectory, motor veh'cle ‘nventory)

Electron’c copies:
P> Are crea ed using office automation systems

P> Remain on computer after recordkeep 'ng copy
‘s produced

Exem Electron ¢ Record

Figure 25

Federa e-records are defned as ‘nformation recorded 'n a form that requ'res a
computer or other mach'ne to process it and that sat'sfes the ega defin'ton of a
record accord'ng to 44 U.S.C. 3301.

The Nationa Archives and Records Adm'n'stration (NARA) requres a Federa
agences to maintain a records management program that captures both paper and
electronic records. A Federa e-record must fo ow criteria as ma dated by NARA:

» The record must have been created e ectron’cally
» The record can be “read” by a computer
The record must meet the def'n'tion of a Fede al record

As referenced above, an e-record ‘s created or utilized in an e ectron'c medium and
serves as ev'dence of the agency’s business activities. Remember that any computer
software generated med'um, regardless of format, can be dec ared an e-record as long
as it meets the Federal record cr'teria as listed above. Th's means e-records come in a
vast array of forms, ‘nclud’'ng but not limited to: Word documents, PowerPo'nt
presentations financ'al databases, human resource software, graph'cs, d'g'ta photo
files, sound, and v'deo record'ngs.
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hy Are Electronic Records Important?

Thete are more electron’c records  n paper

The requirements of NARA F more see ADS Chap r

The potential ‘mpac of eD’scovery 158, Litigation Ho ds

Cea n Maint nan e D spos’ “on

F'gure 26

E-records management is ‘mportant due to the ever ‘ncreasing amount of d'gita y
created records material. A recent NARA study shows that ninety-eight percent of a
information is created electronically. One can see the need for proper e-record
creation, maintenance, and disposition of that material since it 's essentia for eff c’ent
USAID business processes as well to mainta’n agency history. In addition, proper
e-record management processes allow USA D to be prepared for ega requests for
records information.

E-records are frequent y sought during the e ectronic discovery (e-D’scovery) phase of a
ega proceed ng. During e-Discovery, an agency must prov'de informat'on to compy
with the aw. As part of the e-Discovery process, an agency may rece've a Litigation
Hold, which ‘s a egal order to save al information, paper and electron’c, to ensure that
data related to the egal action is not destroyed or altered. In such cases, proper records
management pract'ces are crucial for the prompt ‘dentification, locat'on, and retrieva of
the requested material so substantia fines and penalties may be prevented. For
additiona po ‘cy and procedural informat'on on L't gatio Holds, see

USAID ADS Chapter 158 Litigation Hold.
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Electronic Information Systems

New systems must be cheduled! (NARA requirement)
Get on the “stin the
P> Contact Records Management Client Ana E ectron’c Records

2> Complete and submit D sposition Schedu e
¢ USAID Form 502-1, Information Systems nventory

» SF 115, Request for Records Disposition Authority

petabase systerm
invenfory Sysfem
Manpower and
Personnel System,
Fayrol) System
Record Managemen RO
Cl ent Ana yst C&R Supervisor

F'gure 27

USA D 'nformation systems that manage agency data are essent’a for eff cient agency
bus'ness processes. USA D encourages the development of these ‘nformation systems
to enhance and improve the Agency’s m'ssion. Since these systems may contain
materia deemed to be Federal records, they are obligated to meet NARA e-records
management requrements. To ass'st M/AS/IRD in locat'ng e-record material, a
process known as System Schedul’'ng ‘s required to locate record materia, descrbe t e
purpose and contents of the system, and apply appropriate d'spos’t'on schedules for
e-records housed within that system.

To perform a system schedule on an information system, the person responsib e fort e
operation and maintenance, usually a system owner or administrator must notify
M/AS/IRD that the system contains e-records. Proper y scheduled e-records are
essential since the agency must have an inventory of all e-record material. Th's
ensures the system’s e-records meet the disposit'on authority listed on the

USAID Electronic Records Disposition Schedule (GRS 20). If you have questions
regarding a system, need to schedule a system, or want to ‘nquire f a system has been
scheduled, contact your M/AS/IRD Client Analyst.

The process for scheduling systems consists of the system owner administrator
completing two forms which prov'de detailed descriptions of techn’cal aspects a d
descr’be how the e-records are uti ‘zed.

The USA D A D Form 502-1, nformation Systems nventory:

o The 502-1 describes the system: name, purpose, contact ‘nformaton
‘nputs outputs and system documentaton.
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The NARA SF115, Request for Records D'sposton Author'ty:

o The SF115 prov'des gu'dance for NARA to app y a d’spos’t'on schedule
to the e-records housed w'th'n a system.

o Much of the same ‘nformat'on as entered on the A D Form 502-1 can be
applied to the NARA SF115. However, th's form goes 'nto further deta’ to
describe the e-record content rather than the system’s techn'cal
specificat'ons.

o Once the AID Form 502-1 and NARA SF115 are comp ete, subm't them to your
M/AS/IRD Client Ana yst. The Analyst may contact you for ¢ arificat'on and
additional information on your system; once satisfied that the forms are accurate,
they will contact NARA to proceed with schedu ing the system.

At USAID Wash'ngton, NARA wi review the SF115 and schedule a meetng w'th
M/AS/IRD and the system owner/administrator to conduct a review of the
system’s e-records to apply an appropriate d'spos’'ton schedule. f your system
's at a Mission, contact your Client Analyst to determ’'ne t e best opton for
conducting a NARA review.

P ease remember, if you have any questions regard’'ng systems d’spos't'on schedu e
requests, contact your USAID records management profess’ona s such as your
Records Lia'son Officer (RLO), Communications and Records (C&R) Superv'sor, or
your M/AS/ RD Client Analyst.

E ectronic Records Cop’es

Responsibi ‘ties for electronic copies:
Determine if it is a Federal record or non-tecord ma eria
f it is a Federal record, check the dispos’ on schedu e
e scheduled, ma'n ain a directed
Some permanent records must be mal ained in hard copy
Some records may be maintained e ectron ca y

== ¥ T ceeanemmit v
3ny sEpchpnents to the reeerd
megsages adier oy have beee copkd to
FyEDE. paper. of
icroform for recontioeping
Delete from the
- e-ma syse after
. cop ‘ngto a paper
- Officia recordkeep ng
Fil s sys m.

Fg 28
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CHAPTER 4

Not everyone is involved in the implementation of a new electronic information system,
but everyone uses electronic data in the form of computer processed documents,
spreadsheets, and e-mail. USAID policy requires all personnel and contractors to
determine whether an electronic document is a Federal record or non-record material
and adhere to the appropriate e-record disposition schedule.

To ensure you are in compliance with USAID and NARA records management policy,
determine if the electronic version is a Federal record or non-record material. If the
material qualifies as a Federal record, proceed with the following:

v" Compare the record to the USAID Electronic Records Disposition Schedule
(GRS 20) and if it is listed on the schedule, maintain as directed in the Authorized
Disposition Column (note some records may be maintained electronically while other
requiring printing to paper).

v’ If the record is not listed on the schedule, print the electronic version to paper.

o The paper then becomes the official record and must be maintained
according to NARA standards.

o After printing, the electronic version becomes a copy and may not remain in
the computer system, so it must be deleted. The USAID policy authorizing the
electronic copy deletion:

o USAID ADS Chapter 502.5.6b “When the official file copy of text
documents are printed out and preserved on paper, an electronic
text document (computer file copies) must be deleted from the word
processor and other office automation applications.”

v If your system does not appear in the USAID Electronic Records Disposition
Schedule, please contact your M/AS/IRD Client Analyst to assist in completing the
AID 502-1 and NARA SF115 forms for proper scheduling and disposition.

To summarize, if an information system has electronic material which qualifies as a
record, but that system does not have a Disposition Schedule, current NARA policy
mandates that the material must be printed and maintained in hardcopy form according
to NARA and M/AS/IRD record management guidelines.
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Maintenance and Use

Protect the integrity of the data.
» Allow only authorized access
2 Protect against threat of virus
®» Use backup procedures

Ensure users know their responsibilities.
7 How are electronic records are defined
2 How are electronic records maintained
* Who is responsible for muking paper copy
o Who is responsible for moving the electronic copy o recordkeeping system
* What is the directory system used by the office

> Who authorizes the deletion of electronic non-record materials and
records of a temporary nature

Avoid premature destruction or alteration of electronic records!
Figure 29

Just as each Bureau/Independent Office and Mission (B/IO and M) must have a well-
defined records file system, key staff members must be responsible for protecting the
integrity of e-records. Having clearly defined staff roles in e-record management will
assist in preventing the premature destruction or alteration of e-records.

USAID personnel and contractors must understand if the files they are handling are
Federal records or non-record materials, and be familiar with office policy for the
maintenance and use of Federal e-records.

The office should identify:

e Which non-record materials or temporary records should be deleted.

o Who is responsible for printing paper copies of Federal e-records?

¢ Who is responsible for physically moving electronic copies to a recordkeeping
system?

A computer system’s security program must allow only authorized personnel access to
e-records. In addition, system security procedures must be implemented to protect
against viruses, and regular backup and recovery procedures are essential to prevent
data loss.
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E ectronic Records Disposition Schedu e

ADS Chapt - 502 RECORDS MANAGEMENT
GRS 20/USAID Combined Records Disposition chedules
Electroruc Records Disposition Schedule

This schedu e provides disposa authonzati n for

certain electron ¢ records and U  AID electron] N . .
ormation systems ... Disposition for electron’c copy

NOT EQUAL TO

Disposition for paper record

o~ P e T

—Seasee RN o ——— - ovene
e etiemte e wlenn el o e el

B T NG,

14 Electro ¢ WMail Senders’ and recipients’ versions of electron ¢ mail Delete from the
Records messages that meet the defin  on of Federa a-mai systema r
records...and any attachments to the record copying to a paper
messages after they have been copied to an recordkeeping
electronic recordkeeping system, paper, or systern

microform for recordkeeping purposes.

Figure 30

As w'th paper records, when e-records are no onger required for current Agency
bus'ness, they must be destroyed or retired for eventual retention or destruction as
based on the USAID Electronic Records Disposition Schedule (GRS 20). Th's ‘sts
the e-record types, provides a description, and outlines the authorized e-record
d'spositon. Always consult the e-record Dispos’ton Schedule since the ‘nstructons
may d'ffer from those for disposition schedules maintained in paper form.

The examp e illustrated in F'gure 30 shows there are senders’ and rec’pients’ versions
of e-mai messages that const'tute Federa records and were cop’ed to a paper format
for recordkeeping purposes. Notice that the e-record Disposition Schedule requres the
delet'on of the e ectron’c copy from the e-mail system after it has been printed. Refer to
Chapter 3 ‘File Maintenance and D’spos’t'on’ for more ‘nformat'on on mainta'n'ng and
hand 'ng records.
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E ectronic Records Dispos'tion Schedule - continued
AD Chapter 502 RECORDS MANA EMENT ever dest oy records
GRS 20/U AID Comb ned Records Ré'ﬁslﬂon |chedules
Electronic Records Dis ~ sition Schedule wi hout uthor ze
This schedule provides disposal, authorization for
certain electroni records and JW_B el: omc d'sposition-

information systems . ..

AQDHe th Th's Sys em olds data identified fora USAID heath  Permanent. Transfer a

nformation projects since 1975, inc uding region, title, project copy of the system with
System number, beginning and end fund'ng obligations by related documentation
years, ‘dentification of implementing U.S. andlor host to NARA in 1988
country agent. a variety of activity and purpose Transfer updates every

codes, evaluation information and Identification of five years thereafter.
other donor or anizations....

Unscheduled

NARA approval pend ng

Figure 31
Disposition for Electronic nformation Systems

The USA D E ectronic Records D'sposition Schedu e (GRS 20) prov'des author'zed
d'sposton for USAID electronic ‘nformation systems. The examp e 'n F'gure 31 shows
that the “AQ D Health Information System” generates permanent records. The
Authorized D’sposition instructions are to transfer a copy of the system w'th related
documentation to NARA every five years.

f the schedu 'ng of an e-record system is still in process, you may encounter a system
whose SF115 has been submitted to NARA for approva but the approval ‘s pending.
Th's 's 'nd’cated by the “Unscheduled” and “NARA approval pending” comments
shown 'n the Author'zed Disposition column. These e-records are considered
permanent unt’" an e ectronic Disposition Schedu e for USAID e-records has bee
approved by NARA.
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Media Retirement

Dur'ng disposition phase:

» Authorized individual validates destruction or transfe
2> Audit trail is kept?

2> Select proper retirement media

2> Con ult your Cl'ent Ana yst

Destroy when one year old The
record copy i mainta ned 'n hard

copy.

Destroy when s'x  ears old
Permanent Transfer acopyof e
system with re ated documentation

to NARA n 1988. Trans’er updates
every five years thereafter

Permane ra erto NARA
Clent An st re ated documenta on on an annual
basis

Figure 32

Temporary e-records may be he d for a year or onger before they can be destroyed a d
permanent e-records must be sent to M/AS/ RD for transfer to the Federa Records
Center.

Once the authorized d'spos’tion schedu e states t e record is to be retred or destroyed,
an author’zed individua must va idate the record’s destruction or transfer and
document the dispos'tion actions. Currently, the most common method for transferring
e-records media is via CD-ROM. However, technology changes rapid y and the
electronic media suitab e for arch’val purposes shou d be constantly reeva uated. Each
medium, whether CD-ROM or back-up tape, has d'fferng ife spans and proactve
preservation of record data may require migrat'on to a new med'um or format

Contact your M/AS/IRD C ‘ent Analyst for ass'stance regard'ng:
The proper procedures to migrate the record data.
Proper abeling and ma’ 'ng procedures for prepar'ng e-records for etrement
and transfer to M AS RD.

For more ‘nformat'on p ease review USAID ADS Chapter 502
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here to Get Help

M AS/IRD for latest po cy gu danc

ADS Chopter 502, Sec on 502.5.6, € ectron ¢ Records anagemen

NARA website for record managemen ‘nformation

USAID Records Managemen C'en Ana ys, Records Li “son Officers, and C&R upervi

Us.

RLO

ADS Chzpter 502 C&R Supervi r
USAID Rona d Roogan Building
Tho USALO Records
Mznagement Program

Records Manage n
Client Analyst

Poli 1es and proce es are volvin

Figure 33
Federa and USAID policy direct'ves, procedures, and mandatory guide ‘nes for

e-records are constantly evo ving. USAID staff responsible for creating, managng, and

dispos'ng of e-records should consult regu arly with M/AS/IRD for the latest records

guidance. Answers to e-records questions may also be found 'n USAID ADS Chapter

502.5.6, E ectron’c Records Management. Another excelient resource for Records
Management ‘nformation is the ARA Web site.

n addition, your RLO, C&R Superv'sor, and your M/AS/IRD C ‘ent Ana yst can answer
quest'ons about the creation, ma'ntenance, and disposition of e-records. P ease do not

hesitate to contact them 'f you requ're ass’'stance.

C apter —E ctronic ecord Management
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CHAPTER 4 TEST

1. Which of the following best describes how AID Form 502-1, Information
Systems Inventory, should be used?

a. The system owner completes and submits the form to the Records
Management M/AS/IRD Client Analyst after the system has been fully
documented and tested.

b. The system owner uses the form to document the system for office
users. The system owner does not submit the form to the Records
Management M/AS/IRD Client Analyst.

c. As new information systems are developed, system owners must
complete the form and submit it to the Records Management M/AS/IRD
Client Analyst.

d. The form is submitted to NARA to request a disposition authority for a
new system.

2. What is the current USAID policy for an electronic Federal record that has
not been scheduled?

a. A copy of the electronic record must be maintained in a network directory
in the office, and a copy must be sent to M/AS/IRD to be maintained on its
system.

b. Three copies of the electronic record must be maintained in the office to
protect against inadvertent corruption or deletion.

c. The record must be printed and maintained in hard copy in the office’s
official files.

3. Which of the following are good practices for maintaining and using e-
records? Select all that apply.

Protect the integrity of the data by having a backup and recovery system.

Restrict access to e-records to authorized users only.

Ensure that users know their responsibilities for the office’s e-records.

Ensure that electronic information systems have up-to-date

documentation.

All of the above

oo oo

o
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CHAPTER 4 TEST

4. Which statements about the disposition of e-records are true and which are

false?

a.

All e-records are temporary
and may be destroyed
when no longer needed.

True

False

The disposition for an
electronic copy and the
printed copy for the official
files are always identical.

True

False

You should consult the
Disposition Schedule for
e-records before destroying
or retiring any.

True

False

If the Disposition Schedule
for an electronic
information system has
“NARA Pending” in the
disposition authority
column, the record is
considered permanent and
you may not destroy it.

True

False

Chapter 4 T.est
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Vital Records Program

V'tal ecord Program

Pe as

What are V" a Records?
Wha is the Vital Records Repori?

Figure 34

From tme to tme, official files are corrupted or destroyed. Document oss may be the
result of human error, such as misp acement of a fi e, or an event out of our control,
such as a natura d'saster or act of war. Therefore, offices that have a sound records
management program a so require a recovery and backup p an to ensure against loss.

USA D maintains Emergency Operat'ng Records as part of its Vital Records Program.
These records help ma'ntain cont'nu'ty of Agency operations during and after an
emergency. Because not all records are cons'dered v'tal, this chapter defines a v'ta
record and explains how the Agency uses the V'ta Records Report to cata og the
‘dent'ty and ocation of records 'n an emerge cy.
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What is a Vital Record?

Invoices

v

Are needed fo reestablish activities

Budget reports

\'4
|
T
A
L
Emergency Operating Records: EXAMPLES
> Vital to Government for duration of emergency » Emergency operating plans
R % Necessary to mobilize and protect manpower and material % Emergency confacts
E > Needed immediately Critical functions of the office
c % Personnel files
o Rights and Interest Records: Payroll records
R Preserve rights/interests of individuals and Federal Government Conlract files
D
S

List of programs
Figure 35

There are two categories of Vital Records:
Emergency Operating Records and Rights and Interest Records.

1. Emergency Operating Records are records that are vital to the performance of
critical functions of the Federal Government for the duration of an emergency.
These are the records that are needed to mobilize and protect material and
manpower resources, services, and systems. During an emergency, these records
will be required immediately.

Examples of Emergency Operating Records include:

o Emergency procedures;

» Emergency contact lists for employees, contractors, small and medium-sized
enterprises (SMEs), and vendors; and

o Lists of critical functions of USAID Bureaus/Independent Offices and Missions

2. Rights and Interest Records are records that preserve the legal rights and
interests of individual citizens and the Federal Government. Once an emergency
has ended, these records will be needed to reestablish and resume Agency activities
and programs.

Examples of Rights and Interest Records include:

« Personnel files and payroll records

» Contracts and Invoices

o Budget reports, and

o Alist of programs and activities for active procurements
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What is Your Ro e?

Cop’es of Vital records:

®> E ectronic copies are Vita
stored on a designated ecords
drive (e.g. V drive) R ¢
2> Paper records are €
stored offsite
Management Profess ona Staff
(Bureau, Office Mission)
A Staff
— -
Emergency Rights and
Operating Interest
Records Records
RLO
F’le Custoed'ans C&R Superv'sor
F'gure 36

A offices are required to ‘dentfy both the'r Emergency Operating Records and Rights
and nterest Records. Cop’es of vita records are stored e ectronica ly on a des’gnated
computer drive, or, if the records are not ava’ ab e e ectron’cally, paper cop'es are
created for off-s'te storage at Nat'ona Arch’ves and Records Administraton (NARA) or
Was ‘ngton Nat'onal Records Center (WNRC).

The V'ta Records Program ‘nvo ves staff throughout the Agency:
Management of Bureaus/Independent Offices and Missions identify Agency
critical functons;
Program Officia s and Techn’cal Officers ‘dentify vital records;
F" e Custod’'ans ass'st 'n completing requred forms (discussed 'n the next
section); and
The Records L'a'son Off cers (RLO) or Communications and Records (C&R)
Superv'sors conso ‘date subm’'ss’'ons of a v'tal records.

All Agency person e take part 'n supportng the V'ta Records Program by verfy'ngt at
vital records are current and comp ete.
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The Vital Records Report

Washingten Offices:
Send report fo M/AS/IRD

Send copies of records M/AS/IR Cover Vital
etter or Records
Missio s: emai eport
Se d eport to M/AS/IRD D -4
Store records and copy of report offsite In enoryof € e gency

© d’'ng Record

ADS5-86
nventory of Righ s and

Interest-Reco s AID 5-85

—TJransouttc of.Vital

Summary 1st of records Recor- s for Sa ¢ Storage

? Con act nformation of person su mith
Fy Location of records

* Storage dr ve

* Storage site

Figure 37

The Vita Records Report cons’sts of a cover etter or e-ma’ and three separate
completed forms:

o AID 5-84, Inventory of Emergency Operating Records ['sts the
Emergency Operating Records

A D 5-85, Transmittal of Vital Records fo Safe Storage:,
1. Provides summary information egard'ng records isted on the ot er
two forms;
2. Provides contact informat'on for the person subm'tt'ng the report;
3. Identifies the ocation of cop’es of the V'ta Records: and
4. Identifies the storage drive for e-records and paper records.

o AID 5-86, Inventory of Rights and nterest Records ‘sts an offce’s Rights and
Interest Records.

USA D/Wash'ngton off ces submit the V'ta Records Report to Bureau for
Management/Adm’ ‘strat've Service/ nformat'on Records Div's'on (M/AS/IRD) annua y
by April 30" of each year, a ong w'th cop’es of any paper records. M AS/IRD then
transfers the records to off-site storage ocations NARA or WNRC.

M'ss’ons subm't the V'ta Records Report to M/AS/ RD, but NOT the cop’es of paper

records. Miss'ons are respons’b e for preparing and stor'ng any paper cop'es of V ta
Records 'n a oca off-s’ e storage fac’ 'ty overseas
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The ital Records Program Benefits

AY  Records Program ensures USA Dz
P> Can opera e effectively 'n an emergency
P> Has essential contact nformation
Can petform critical operations
Has data needed to protect rights of Government and "ndividua s
B> W'li be able fo resume operations n ‘mely manner

Figure 38

With a well-maintained Vital Records Program, USA D can operate effect'vely durng an
emergency. The Agency will be able to identify and contact essent'a staff, account for
its personnel, and perform critical operations. It will have the required specific data to
protect the financial and legal rights of the Government and the genera public, a d will
be able to resume normal operations in a timely manner.

P ease refer to the Resource sect on for samp e forms:
AID 5-84- nventory of Emergency Operat'ng Records
AID 5-85 - Transm'tta of V'ta Records for Safe Storage
AID 5-86 - nventory of R'ghts and nterest Records
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1 Which of the following are Emergency Operating Records and which are
Rights and Interest Records? (Choose one)

2

a.

b.

Budget Reports Emergency Operat'ng
Records
Contracts L'st Emergency Operat'ng
Records
Emergency Act'on Emergency Operating
Plan Records
Emergency Contact Emergency Operating
List Records
Payro Records Emergency Operating
Records

Rights and
Iinterest Records
Rights and
Interest Records
Rights and
Interest Records
Rights and
Interest Records
Rights and
Interest Records

hich of the following are included in the Vita Records Report?
(Select all that apply)

cooop

AID 5-84, Inventory of Emergency Operating Records
AID 5-85, Transmittal of Vital Records for Safe Storage
AID 5-86, inventory of Rights and Interest Records
AID 502-1, Information Systems Inventory

AID 520-2, Records Inventory and Disposton P an

Chap r5Te
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FINAL TEST

. Who is responsible for records management at USAID?
a.
b.

C.
d.

M/AS/IRD Client Analysts and the M/AS/IRD staff.

Records Liaison Officers (RLOs) or Communications and Records (C&R)
Supervisors and File Custodians.

Bureau/Independent Office/Mission Heads and RLOs or C&R Supervisors.
All USAID direct hire staff members.

- Which of the following statements is NOT true about ADS Chapter 502, The
USAID Records Management Program?

=L S

It is an online reference.

It provides guidelines for USAID records management.

It prescribes a strict file structure that must be followed by all USAID units.
It brings together in one resource all USAID records management policy
directives and required procedures.

. Which of the following documents should NOT be filed as a Federal record
in the official files?

apow

The original copy of a contract.

An employee’s annual performance review.

An e-mail requesting information on a program.

Three copies of the quarterly activity report used in an official staff
meeting.

. In records management, what is a series?

a.

b.

C.

d.

A group of related records that are assigned a three-letter code for the
purpose of filing by subject.

A group of records that are arranged in chronological or alphabetical
order.

A group of related records, held for the same period of time, assigned a
unique number.

A group of records used for reference or convenience.

. Which of the following statements about the USAID Records Disposition
Schedule is FALSE?

a.

eo o

The Disposition Schedule assigns three-letter subject codes to each
series.

The Disposition Schedule instructs how long to hold official records.
The Disposition Schedule instructs how to dispose of official records.
The Disposition Schedule lists all file series by functional/organizational
area, and describes each series.
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FINAL TEST

6. What other information must be included on a subject file label in addition
to the subject code, subject file title, and the expanding heading (if
applicable)?

a.

Nothing else.

b. The fiscal year.

c.
d.

The date of the document.
The country or region.

7. Which of the following is NOT included in the file plan?

a.
b.

c.
d.

The item number for each series of records in the office.

The physical location (e.g., cabinet and file drawer) for all the office’s
official records.

A list of Rights and Interests Records for the office.

The disposition instructions for all records in the office.

8. Which one of the following statements describes the proper procedure to
follow when taking records out of the official file to use?

a.
b.

C.

d.

Inform the file custodian via e-mail which records you removed, how you
intend to use them, and when you intend to return them.

Use a charge-out card and fill in your name, the date the records were
removed, and a description of the records.

Indicate that files were removed by putting a yellow Post-it® note on the
drawer. The label should include your name and the date the records were
removed.

There is no need to do anything special; just return the records in a timely
manner.

9. Which of the following statements about the term “cut off”’, as used in the
context of records management, is FALSE?
a. Allfiles at USAID are cut off at the end of each fiscal year.

b.
c.
d.

The purpose of cut off is to keep files from accumulating.
Cut off is the date beyond which no new records can be added to the files.
The USAID Disposition Schedule specifies when files are cut off.
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FINAL TEST

10. Consider this situation: You have some records that are closed, and you
are no longer using them. You are unsure of their category, but you
suspect that the records are temporary. What should you do with the
records?

a. Since you think the records are temporary, maintain them in the office for
three years, and then destroy them.

b. Since you are no longer using the records, and they are closed, contact
your M/AS/IRD Client Analyst and ask for permission to transfer them to
M/AS/IRD for retirement.

c. Since you do not have a disposition authority, maintain the records in the
office until you obtain one; then, contact M/AS/IRD for assistance.

d. Since the records are closed and you believe them to be temporary, you
can destroy them when they are not longer needed.

11. Itis the end of the fiscal year, and you have cut off some correspondence
files. The disposition instructions for these records are:
“Temporary, Hold in the office for 2 years, then retire to WNRC. Destroy 10
years after cut off.” What should you do with the records?
a. Hold them in the office or off-site storage and destroy them after 10 years.
b. Hold them in the office for two years. Then prepare them for retirement
and send them to M/AS/IRD, which will retire them to WNRC.
c. Hold them in the office for two years, and then transfer them to WNRC.
d. Hold them in the office for two years, and then destroy them.

12. Where do you send permanent records after you hold them in the office for
a prescribed time period?
a. Send them to M/AS/IRD.
b. Send them to NARA.
c. Send them to WNRC.
d. Send them to off-site storage.

13. Suppose that you have a few permanent and temporary files that are ready
to be retired. You have held them in the office for the prescribed time
period. There are just enough records to fit in one box. What should you
do?

a. Wait until you have more records to retire.

b. Place them in one box, and clearly indicate the contents on the box label.
c. Package them separately in two padded manila envelopes.

d. Since there are so few records, just destroy them.
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14. Which of the following describes how AID Form 5§02-1, Information
Systems Inventory, should be used?

a. The form is completed by the system owner and submitted to the Records
Management M/AS/IRD Client Analysts after the system has been fully
documented and tested.

b. The form is used intemally by the system owner to document the system
for the office users.

c. As new information systems are developed, system owners are required
to complete the form and submit it to the M/AS/IRD Client Analyst.

d. This form is submitted to NARA to request a disposition authority for a
new system.

15. What is the current policy for a Federal electronic record that has been
scheduled?

a. A copy of the electronic record must be maintained in a directory on the
office network, and a copy must be sent to M/AS/IRD to be maintained on
its system.

b. Three copies for the electronic record must be maintained in the office to
protect against inadvertent corruption or deletion.

c. The record must be printed and maintained in hard copy in the office’s
official files.

d. Electronic copies are considered permanent records and may be
destroyed.

16. When should you dispose of e-records?

a. All erecords are temporary. Dispose of them when you no longer need
them.

b. All erecords are permanent. Dispose of them according to the disposition
schedule.

c. If there is a disposition authority, follow it. If there is no disposition
authority, destroy the records.

d. If there is a disposition authority, follow it. If there is no disposition
authority, hold the records until there is one.

17. How often and when must the Vital Records Report be submitted to
M/AS/IRD?
a. It must be submitted each year by April 30.
b. It must be submitted the first of every month.
c. It must be submitted by the end of each fiscal year.
d. It must be submitted twice yearly at the discretion of the individual office.
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18. Which of the following is NOT included in the Vital Records Report?
a. An inventory of Emergency Operating Records.
b. An inventory of Rights and Interest Records.
c. Aform that indicates the location of the emergency records.
d. A Records Inventory and Disposition Plan.

19. How often must the file plan, also know as AID 502-2, Records inventory
Disposition Plan, be submitted to M/AS/IRD?
a. Annually.
b. The first of every month.
c. Twice yearly at the discretion of the individual office.
d. ltis an optional form; submission is not required.

20. What is the role of the M/AS/IRD Client Analyst?

a. Assists in designing and refining your office filing system based on
knowledge of the office program and functions.

b. Coordinates implementation of the filing system, and identifies the location
of the official file stations for your office.

c. Implements records management procedures for your office.

D. Helps your office apply ADS Chapter 502 policy directives and required
procedures and answers specific questions about records management.
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Term

ACCESSION NUMBER

APPRAISAL

ARCHIVES

AUDIOVISUAL RECORDS

CASE FILES

CASE WORKING FILES

CHARGEOUT

GLO

)
n

SARY

€

Definition

The sequential number given to records as it is entered in the
M/AS/IRD system

The process of determining the value and the disposition of
records based upon their current administrative, legal, and fiscal
use; their evidential and informational value; their arrangement
and condition; their intrinsic value; and their relationship to other
records.

(1) The non-current records of an organization that are
preserved because of their continuing or enduring value.
“National Archives of the United States” indicates those records
that have been determined by the Archivist of the United States
to have significant historical or other value to warrant their
continued preservation by the Federal Government and that
have been transferred to the archivist's legal custody.

(2) The organization or agency responsible for appraising,
accessioning, preserving, and making available permanent
records (also call archival agency). In the U.S. Government, this
is the National Archives and Records Administration (NARA).

(3) ©One or more buildings, or portions thereof, where
permanent records are located after being accessioned by an
archival agency. Also called archival depository.

Records in pictorial or aural form. Include still and motion
pictures; graphic materials, such as posters and original art;
audio and video recordings; and combinations of media such as
slide-tape productions.

Records, regardless of media, documenting a specific action,
event, person, place, project, or other matter. Includes
personnel, project and transaction files.

Background or support files, such as worksheets,
questionnaires, rough notes, calculations, or drafts, used to
prepare or analyze case file documents. Often bulky when in

paper form.
The act and result of recording the removal and loan of a

document or a file to indicate its location. Usually invoives the
use of a form, such as OF-23.
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CHRONOLOGICAL
(CHRON) FILES

CLOSED FILE

CONVENIENCE FILES

CROSS-REFERENCE

CURRENT RECORDS

CUT OFF

DESCRIPTION

DESTRUCTION

DISPOSITION

DISPOSITION SCHEDULE

GLOSSAR

Incoming and outgoing correspondence records and cables
amranged chronologically. Usually kept for convenience of
reference only, in some offices they are integral to the work of
the unit and are part of the official file. See also CONVENIENCE
FILES.

(1) A file unit or series containing documents on which action
has been completed and to which more documents are not likely
to be added.

(2) A file unit or series to which access is limited or denied.

Extra non-record copies of comespondence, completed forms
and other documents kept solely for ease of access or reference.

In files management, a finding aid, such as OF-21, directing a
user from one place in a file to another when a particular
document must be retrievable under more than one filing feature.
See also FILING FEATURE.

Records necessary to conduct the current business of an office
and therefore generally maintained in office space and
equipment.

Breaking, or ending, files at regular intervals, usually at the close
of a fiscal or calendar year, to permit their disposal or transfer in
complete blocks and, for correspondence files, to permit the
establishment of new files. Case files are generally cut off at the
end of the year in which the case is closed.

1) The process of analyzing, organizing, and recording
information that serves to identify, manage, locate, and explain
documentary material, and the contexts and record systems from
which that material was selected.

2) The written representation or products of the above process.

In records management, the major type of disposal action.
Methods of destroying records include selling or salvaging the
record medium and buming, pulping, shredding, macerating or
discarding with other waste materials.

The actions taken regarding records no longer needed for
current Govemment business. These actions include: transfer to
agency storage facilities or Federal Records Centers, transfer
from one Federal agency to another, transfer of permanent
records to the National Archives, and disposal of temporary
records. Disposition is the third stage of the records life cydle.

See RECORDS SCHEDULE.
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DOCUMENT (1) Recorded information regardiess of physical form or
characteristics. Often used interchangeably with the word
record.

(2) An individual record or an item of non-record materials or of
personal papers.

ELECTRONIC RECORDS Records stored in a form that only a computer can process (also
called machine-readable records or automated data processing

[ADP] records).

FILE A document or collection of papers.

FILE CATEGORY A structured format used to classify a document or collection of
papers

FILE CUSTODIAN Appointed to assist the ROL or C&R Supervisor to collect and file

all documents pertaining to an office.

FILE PLAN (1) A plan designates the physical location at which an
agency's files are to be maintained, the specific types of files to
be maintained there and the organizational element(s) having
custodial responsibility.

(2 A document containing the identifying number, title or
description, and disposition authority of files held in an office.

See also FILING SYSTEM.

FILE STATION Any location in an organization at which records are maintained
for current use.

FILE TYPES Categories or classes of files

FILING Putting documents into their place in accordance with a plan, or
filing system

FILING FEATURE A characteristic by which a document is filed and found, such as
a number, date, title, name, or subject. See also CROSS-
REFERENCE

FILING SYSTEM An organized arrangement of documents or collection of papers.

GUIDE CARDS Labeled dividers used to separate a series.
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INVENTORY

LIFE CYCLE OF RECORDS

LITIGATION HOLD

MATERIALS

MEDIUM

NATIONAL ARCHIVES AND
RECORDS
ADMINISTRATION (NARA)

NON-RECORD MATERIALS

OFFICIAL FILES

PERMANENT RECORDS

GLOSSARY

(1) A survey of agency records and non-record materials that is
conducted primarily to develop records schedules and aiso to
identify various records management problems, such as
improper applications of recordkeeping technology.

(2) The results of such a survey.

(3) In archives administration, a type of finding aid for
accessioned permanent records.

The management concept that records pass through several
states; creation, maintenance and use, and disposition.

A legal order to save all information, paper and electronic, so
that data related to the legal action is not destroyed or altered.

Any documents or other medium that relate to agency business.
Materials can be official files, non-records materials or personal

papers.

The physical material in or on which information may be
recorded (e.g., paper, magnetic tape, film).

The Federal agency responsible for appraising, accessioning,
preserving, and making available permanent records. See also
ARCHIVES

U.S. Govemment-owned documentary materials excluded from
the legal definition of records or not meeting the requirements of
that definition. Includes extra copies of documents kept only for
convenience of reference, stocks of publications and of
processed documents, and library or museum materials intended
solely for reference or exhibition. See also RECORDS.

Records pertaining to the operations of an office. Official files
could be temporary or permanent, depending on their series.

Record appraised by NARA as having sufficient historical or
other value to wamant continued preservation by the Federal
Govemment beyond the time they are needed for administrative,
legal, or fiscal purposes (sometimes called archival records).
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PERSONAL PAPERS

RECORDS

RECORDS CENTER

RECORDS SCHEDULE

RETENTION PERIOD

RETIREMENT

ROUTING SLIP

GLOSSARY

Documentary materials belonging to an individual that are not
used to conduct agency business (related solely to an
individual’'s own affairs or used exclusively for that individual’'s
convenience). Must be clearly designated as such and kept
separate from the agency's records. Also called personal files or
personal records.

According to 44 U.S.C. 3301, “includes all books, papers, maps,
photographs, machine-readable materials, or other documentary
materials, regardless of physical form or characteristics, made or
received by an agency of the United States Govemment under
Federal law or in connection with the transaction of public
business and preserved or appropriate for preservation by that
agency or its legitimate successor as evidence of that
organization’s functions, policies, decisions, procedures,
operation, or other activities of the Government or because of
the informational value of data in them. Library and museum
material made or acquired and preserved solely for reference of
exhibition purposes, extra copies of documents preserved only
for convenience or reference, and stocks of publications and of
processed documents are not included.” Also called Federal
records, which exclude Presidential records of the U.S.
congress.

A facility for the low-cost storage and servicing of records
pending their disposal or transfer to the National Archives.
Includes NARA-authorized agency records centers and NARA-
operated Federal records centers such as the Washington
National Records Center.

A document providing mandatory instructions for what to do with
records (and non-record materials) no longer needed for current
government business, with provision of authority for the final
disposition of recurring or nonrecurring records. Includes the
SF-115, the General Records Schedules, and the agency
records schedule, which when completed, becomes a
comprehensive records schedule that also contains agency
disposition instructions for non-record materials.

The length of time that records are to be kept.

The transfer of records to agency storage facilities or a Federal
Records Center.

A form used to track the movement of documents.
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SERIES

SHELF LIST

SPECIAL MATERIALS

SUBJECT FILES

SUBJECT OUTLINE

SUSPENSE FILES

TECHNICAL REFERENCE
FILES

TEMPORARY RECORDS

TRANSFER

GLOSSARY

File units or documents arranged according to a filing system or
kept together because they relate to a particular subject or
function, result from the same activity, document a specific kind
of transaction, take a particular physical form, or have some
other relationship arising out of their creation, receipt, or use,
such as restrictions on access and use. Series are generally
handled as a unit for disposition purpose. .

A detailed list of records that are ready to be retired. it includes
the item number, description, and is referenced by numbers to
the disposition schedule instructions.

Charts, maps, joumals, audiofvisual or other materials, that
pertains to agency business

Letters, memoranda, cables, reports, and documents involving a
wide variety of subjects. They bring together documents relating
to the same subject so that information can be easily found.
USAID subject files are arranged according to the code system
found in the ADS Chapter 502.

In files management, a list of topics arranged hierarchically (i.e.,
by primary, secondary, tertiary topics) and serving as the source
for selecting file designations for amranging, or classifying the
documents of a subject file.

Files arranged chronologically to remind officials of actions to be
completed by a specific date. Also called TICKLER FILES

Non-record copies of articles, periodicals, reports, studies,
vendor catalogs, and similar materials that are needed for
reference and information but are not properly part of the office’s
records.

Records approved by NARA for disposal, either immediately or
after a specified retention period. Also called disposable or
nonpermanent records.

(1) The processes supporting the moving of documentary
material from one location to another. Usually used to refer to
transfer of materials from the creator or custodian to NARA
(including Federal records centers).

(2) The body of documentary material for which physical custody
is transferred.
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TRANSITORY FILES

UNSCHEDULED RECORDS

VITAL RECORDS

GLOSSARY

Correspondence relating to matters of short-term interest such
as receipt acknowledgments for publications, routine inquiries for
publications, and announcements of savings bond campaigns, in
contrast to administrative and program correspondence making
up the general correspondence files. Also called TRANSITORY
FILES.

Records whose final disposition has yet not been approved by
NARA.

Records essential to the continued functioning or reconstitution
of an organization during and after an emergency and also those
records essential to protecting the rights and interests of that
organization and of the individuals directly affected by its
activities. Also called ESSENTIAL RECORDS. Vital Records
considerations are part of an agency’s records disaster
prevention and recovery program.
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USAID Web s'tes

ADS Chapter 158 - Litigaton Ho ds

htt :// .sad. ov oc ads 00 58. df
ADS Chapter 502
htt :// . sad. ov/ o'c ads/500/502. df

ADS Chapter 511 — Vita Records Program
htt :/ . sad. ov o’c /ads 500/511.

AID Form 520-2 — Records Inventory and Disposition P a
htt :// . sad. ovffo s/a520-2.doc

USA D E ectron’c Reco ds Disposition Schedu e
htt .// . sad. ov o c /ads/500/502 aa. df

USA D Subject Out ines/Codes
htt :// .sad. ov oc /ads 500 2mae/502mae.

USA D/Washington and Missions Disposition Schedu es
htt ./ . sad. ov oc ads500/502 a 5 2 ac to htm
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Other Usefu Records Management Web Sites
(Current as of Apri 20 0)

36CFR1220 - Ge era Federa Records
htt ://f eb ate.a ss. .ov/ -bn et-
r. i?TITLE=36&PA T=1220&SUBPA T= & P T XT

36CFR1222 - Creation and Ma'ntenance of Fede a Records
hit :/f eb ate.a ss. 0. ov/ “-bin/ et-
r i?TTLE= &PART=1222&SU PA T= & PE TEXT

36CFR1223 — Maintaining Vita Records

htt //le r. oa ss. ov/ iltlte text-

idx?c=e r&sd= 5e d 079b50826ee ee00 55d622&r n=d'v5&vew=text&node=36
:3.0.10.2.12&'d 0=36

36CFR1226 - Imp ement'ng D’sposit'on

htt :/le r. a ss. ov/c ilttext/text-

‘dx?c=e r&sid= 5e d 079b50826ee ee00 55d622&r n=d'v5&vew=text&node=36
.3.0.10.2.15& dno=36

36CFR1236 — E ectron'c Records Management
hit :/le r. oa ss. ov ifttext/text-

‘dx?c=e r&sd= 5e d 079050826eeebee00 55d622&r n=d'v5&v ew=text&node=36
:3.0.10.2.25 'dno=36

NARA link to General Records Schedu e 20 - E ectron'c Reco ds
htt :// .arch'ves, ovr ods tardor/ rs20.ht

NARA Records Management Guidance and Regu ations
htt ./ .archives. ovire rds-m t o’c/ uidan -re uatons.ht

NARA Records Storage Facility Standards Too kit
hit :// .arch'ves. o S t/stora e-standards-t kit/
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List of M/AS/IRD Client Analysts

M/AS/IRD RECORDS TEAM CLIENT LIST
(Current as of April 2010)

WASHINGTON OFFICES AND BUREAUS M/AS/IRD CLIENT
ANALYST
Office of the Administrator Linda Porter
Bureau of Foreign Assistance Linda Porter
Office of the Executive Secretariat Linda Porter
Office of the Chief Operating Officer Linda Porter
Office of the General Counsel Linda Porter
Office of Human Resources Linda Porter
Office of Security Linda Porter
Office of Equal Opportunity Programs Linda Porter
Office of the Inspector General Linda Porter
Office of Small and Disadvantaged Business Utilization Linda Porter
Office of Development Partners Linda Porter
Global Development Alliance Linda Porter
Center for Faith-Based and Community Initiatives Linda Porter
Bureau for Democracy, Conflict and Humanitarian Assistance | Linda Porter
Bureau for Economic Growth, Agriculture and Trade Linda Porter
Bureau for Global Health Linda Porter
Bureau for Legislative and Public Affairs Linda Porter
Bureau for Management Linda Porter
MISSIONS AND REGIONAL BUREAUS M/AS/IRD CLIENT
ANALYST
Africa Bureau and Missions Cynthia Staples
Asia Bureau and Missions Beverly Johnson
Middle East Missions Taniesha Tolbert
Europe and Eurasia Bureau and Missions Taniesha Tolbert
Latin America and the Caribbean Bureau and Missions Kenneth Matthews

M/AS/IRD Records Inquiry Mailbox recordsinguiry@usaid.gov
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Filing Tips

PROJECT ACTIVITY 3910170

PAKISTAN Forestry Training .
Project Paper July 2009 Project activity number
Country or Region J \ J
Project/activity title Type of document J Date J

AO 11 Strengthened Foundations for Governance

Project Activity 620-4444

Democracy & Good Governance Program

International Foundation for E ection Systems

in Abuja Report 4 02 09

To avoid accumulating unneeded materials:

Stop making unnecessary copies.

Stop sending extra copies to other offices un ess requested.

Request that your office be taken off the distribution ‘st for unneeded material.
Circulate pub ications, then recycle rather than file them.

Is the record ready to be filed?

Should it be ci culated first?

Is the filing authority on the paper?

Is there a comp eted date (month, day, and year)?

Is it stamped to show that outgoing correspondence was signed?

Are the papers complete? Check for enclosures or attachments.

Are parts of another file accidentally attached?

Are all routing slips (that do not require filing), enve opes, etc., removed?
Are there torn pages wh'ch require mending?

Where should the record be filed?

To determine the most ogical category:

e Check for a subject ine or title.

Scan the text, as the actual subject may differ from the subject line
Determine the purpose or function of the paper.

Verify who wou d ask for the item and where the individua would ook for it
When in doubt, ask supervisory or management staff.
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Use good filing methods:

Put the latest date in the front of the folder if the papers in the fo der are n
chronological order.

If a folder becomes three-quarters of an inch thick, c ose out the folder. Mark the end
date of that folder, and make a new folder with a abel identical to the o d one but
with the new starting date.

File guide cards separate from groups of files in a drawer. Use no more than five
guide cards in one drawer.

Leave at least four inches of working space in each drawer.

Preparing Eligible Records for Retirement.

Official fil -
¢ Are identified by yellow-banded file labe s
¢ Are grouped together by ike records
File plan:
¢ Outlines the fi ing system
¢ Specifies how long to keep records

Examples of Official Filos
File Pla !’ \j/

Official File Station

. Prepare a shelf ‘st, which is an inventory of the files you are p acing in the records

box for retirement or transfer.

E-mail the she f 'st to the Records Depository Staff for review BEFORE the
boxes are sent to the Records Depository Office The staff wi rev'ew the shelf
ist, enter Access’on and/or Lot numbers, and emai your list back to you. Keep
this amended copy 'n a safe location, since it is the only key to finding records
that have been retired.

2 Pack the records correctly.

As the shelf ist 's typed, pack the corresponding fo ders 'n a box. Use standard
one-piece cardboard records storage and shipping boxes (measuring
approximately 15" x 12" x 10") which will hold one cubic foot of records. Boxes
may be obtained from the Records Depository Office n USA D/W and can be
purchased by the Missions through the U.S. Genera Serv ces Administration
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(GSA) catalogue at www.GSAglobalsupply.gsa.gov (item number 8115-00-117-
8249).

Letter-sized records are packed to face the front and legal-sized records are packed to
face the left side of the box. Records are packed in an upright position in the same
order as indicated on the shelf list. Leave enough room for folders to be pulled out. If the
last box is not full, place wadded-up paper in the empty space. Wrap oversized
materials, such as ledgers, in heavy paper, and tie or tape securely.

The following packing instructions should be given special attention:

e Pack classified and unclassified records in separate boxes.
¢ Do not mix permanent and temporary records.
e Pack records with the same retention period in the same box.

3. Label the boxes.
Label each box on the front end with the following information:
e Lot number (USAID/W only — obtain from M/AS/IRD).

o Box number.
e Accession number (Obtain from M/AS/IRD).
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Forms and Sample Forms
Optiona Form 23 - C arge out Records
htt :// ntacts. sa. oviwebfor s nsf/0/215F 6 EOC60EAC0862574 E004 42B
of23.

SF 115 - Req est fo Records Dsposition Authority
htt // arch'ves. ov rds-m t/ olic /standard-form-11 ht

A D 5-84 - Inventory of Emergency Operat'ng Records
htt -// .usaid. ovfo sa 4v2.doc

A D 585- ransmitta of Vita Records for Safe Storage

htt -/ . sad. ov 0 s a5-85v2.doc

AID 5-86 - Inventory o Rights and Interest Reco ds
htt :// . sad. ovfo sa5-86v2.doc

AID 520-2 - Records Inventory and Dispositon P an
htt :// . sad. ov o sab520-2.doc

Sheff Listing

AID 502-1 - Information System Inventory

Calendar Checklist for Records Management Responsibilities

Resources

file/
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Optional Form 23 - Chargeout Record

OUT

IDENTIFICATION Of RECORD CHARGED 1O m%’ém
ONUMBER, TIRE AND/OR SUBJECT, DATE OF FILE OR DOGUMENT} (PERSON & OFFICE) ot
OmoNAL FORM 23 e
me CHARGEOUT RECORD T A
3023107
1no
0 1 NOSNIY ANIWND0Q 8O 314 4O 1YQ DIAMNS BOANY JUL EFWAN)
oa!%no 01 GIYVID Q2038 30 NOLYIHUNIQ)

1nC -

SAMPLE - NOT FOR OFFICIAL USE
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REQUEST FOR RECORDS DISPOSITION AUTHORITY

(See Instructions on reverse)

JOB NUMBER

TO: NATIONAL ARCHIVES and RECORDS ADMINISTRATION DATE RECEIVED

NIR)
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY
2. MAJOR SUBDIVISION
3. MINOR SUBDIVISION
4. NAME OF PERSON WITH WHOM TO 5. TELEPHONE A ARCHINISHO IS

CONFER

6. AGENCY CERTIFICATION

I hereby certify that I am authorized to act for this agency in the matters pertaining to the disposition of its
records and that the records proposed for disposal attached page(s) are not 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, under the provisions of Title 8 of the GAO Manuel for Guidance of Federal

Agencies,
DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE
7 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRSOR 10. ACTION
ITEM SUPERSEDED TAKEN
NO. JOB CITATION (NARA USE
ONLY)
115-109.1.1 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91)

PREVIOUS EDITION NOT USABLE

Prescribed by NARA
36 CFR 1228
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INVENTORY OF EMERGENCY OPERATING RECORDS

(Instructions on Page 2)

ORIGINATING OFFICE (Service or Staff Office)

PREPARED BY (Name of Program Official) DATE REVIEW BY (Signature of Vital Records DATE APPROVED BY (Signature of DATE
Officer) approving aofficial)
MEDIA NAME OR TITLE
ITEM DESCRIPTION (Paper asito- SITE AND CORRES. FREQUENCY SITE MAA%’:‘)ENANCE
Item o o mated, Article I SYMBOL OF OF
Name, description, subject, form no., S 2 Article 1. DISPOSI
No. reports control symbal, etc,) Micro-film, | LOCCATION PERSON SENDI?IG DISPATCII TION INSTRUCTIONS
etc.) COPIES TO SITE(4) o 6
MAIN | co | RO ©
O o} 0
O |o| 0
O 0| 0
O |00
Gl ® B
O (0|0
o jo| 0
O 0
a (I
O Oof0
O {o| 0
Ojo| 0o

AID 5-84 (02/99) Page 1 — Report Control Symbol W-156

COPY ~ ORIGINATING OFFICE

SAMPLE - NOT FOR OFFICIAL USE
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TRANSMITTAL OF VITAL RECORDS FOR SAFE STORAGE
(Submit original and 2 copies)

GENERAL INSTRUCTIONS:

1. Prepare separate form for each item listed on forms AID 5-84 and AID 5-86
2. Office to retain one copy and file by ITEM NO.

OFFICE SYMBOL:

TO: (Insert appropriate Relocation Site) ITEM NO.

DATE RECORD TRANSMITTED VOLUME TRANSMITTED ( in cubic feet) BOX NO.

DOES RECORD REPLACE OTHER MATERIAL IN SAFE STORAGE? [J YES [J No

IF "YES" SHOW ITEM NUMBER OF RECORD TO BE DESTROYED Obtain from office file of “Transnuttals”

(See ltem 2 of Instructions)

.| TITLE OR IDENTIFICATION OF RECORD

OFFICE NAME SIGNATURE (Vital Records Liaison Officer)

ROOM NO. AND BLDG. TELEPHONE CODE AND EXTENSION DATE TRANSMITTED

LR

AID 5-85 (02/99)
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INVENTORY OF RIGHTS AND INTEREST RECORDS

(Instructions on Page 2)

ORIGINATING OFFICE (Service or Staff Offfice)

PREPARED BY (Name of Program Official) | DATE REVIEWED BY (Signature of Vital Records DATE APPROVED BY (Signature of approving DATE
Liaison Officer) official)
ITEM DESCRIPTION MEDIA OFFICE LOCATION AND NAME FREQUENCY | DEPOSITORY MAINTENANCE | STORED
ITEM ke (Paper, auto- OR TITLE OF PERSON SENDING AT OTHER
NO. (Name, description, subject, form no., mated, micro- RECORDS TO DEPOSITORY OF AND SITES
reports control symbol, etc.) 4 DISPATCH DISPOSITION INSTRUCTIONS
Jilm, etc.) 3) ©
) ) 29) AID/W|USAID] NAME & CORRES. SYM, @ ®) YES | NO

AID 5-86 (02/99)--Report Control Symbol W-157

O

[ ) e = ] R [ ]
[ SR O L Bl [ bia]

O
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U.S. AGENCY FOR INTERNATIONAL DEVELOPMENT
RECORDS INVENTORY AND DISPOSITION PLAN

(INSTRUCTIONS ON REVIRSE)
PAGE OF
PAGES
ORGANIZATIONAL UNIT NAME: 2. FOR RECORDS MAINTAINED
FROM: TO:
3. FILES PLAN (Check onc) 4. DATE PREPARED 5. PREPARED BY (Files Custodian) 6. PHONE NUMBER
ONew  [JRevised
7. RECORDS MANAGEMENT (ADS CHAPTER 502) 8.CL 9. MEDIUM 10. VOLUMES Cubic Meters
ASSI (Cubic Fect)
FIED
A B C P- PAPER A B c
ITEM NO. & TITLE OR DESCRIPTION DISPOSAL INSTRUCTIONS | YES | A-AUDIOVISUAL | TRANSFERRED | DESTROY 2
M - MICROFORM TO FRC OR ED HAND
LOCATION (FILE OR | E. ELECTRONIC LOCAL
CABINET/DRAWE NO | 0-OTHER STORAGE
R
Yes P
Yes P
Yes P
11. THIS PLAN REFLECTS ALL RECORDS MAINTAINED BY isor’s Signature Datc
THIS OFFICE
12. g?;%lflyDgONFORMS WITH RECORDS MANAGEMENT R 's Liaison Officer's (RLO) Signature (Appointed by Burcaw/Officer Date

13. THIS PLAN CONFORMS WITH RECORDS MANAGEMENT
STANDARDS AND IS APPROVED

WRecords Manager's Signaturc Datc

AID 520-2 (11/98)—~Report Control Symbol W-155
Continuation Pages)

SAMPLE - NOT FOR OFFICIAL USE

(Use Form AID 520-24 for
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PAGE OF PAGES

7. Records Management Program, ADS, Chapter 502 8.CLA 9. MEDIUM 10. VOLUMES Cubic Meters
SSI- (Cubic Fect)
FIED
A B C P- PAPER A B C
ITEM NO. & TITLE OR DESCRIPTION DISPOSAL INSTRUCTIONS | YES | A-AUDIOVISUAL | TRANSFERRED | DESTROY 2]
LOCATION (FILE ORig [AM5 0 cRoronM s b e (62 HASD
CABINET/DRAWE NO | o-oTiER STORAGE
Yes P
Yes P
Yes P
Yes P
Yes P
Yes P

AID 520-2A (11/98)--Report Control Symbol W-155

SAMPLE - NOT FOR OFFICIAL USE
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Bureau Name- ex. SDBU/OD
Classification of Records- ex. Unclassified
Time Span of Records- ex. FY 1995-2005

Accession #/ Lot #

Item Number: Disposition number
Description of the files: Whitten description taken word for word from the Disposition Schedule.

Disposition: Also from the Disposition Schedule; states whether temporary or permanent, and how long
files must be held.

Box # Description of Records Item #

(Information on File Labels)

10fXx
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nformation Systems Inventory

1) Name/Telephone/E-ma” of person conducting ‘nventory: (1b) Date: (1¢) Bureaw/Office/Divis on:

System Name & Acronym:

Purpose: (Indicate reaso s for the system and requirements met by it.)

Program(s) / Mission(s) Supported: (Show the Agency program(s) or mission(s) to which the system relates, and cite
y authorizing aws or d'rectives. List contact information for program personnel who can provide additiona information

out the program and system supporting it.)

System Managers:
For Development Documentation:
For Systems Documentation:

For Operational/Maintenance Materials:

Name/Location/Contact Information:

Hardware/Software Environment: (Identify the network operati g system used and the client architectures.)

1) System contains following documents:

Data [ Documentation
Deve opment {1 operation/Maintenance
nput Source Data

1) Inclusive Dates of Records:

m. To:
502-1 (03/05)
2

(7b) Is System Data Duplicated Elsewhere?
(] origina (] Copy
Copy Locations:
[J n Office/Division ] Within the Agency[ ] Off-s" e
(Where? )
(8b) Record Value:
[ Fisca [ Administrative [ lega
[] Historical
(Prior Editions of 502-1 Not Usable) Page
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Data Inputs and Sources: (Describe primary data input sources and providers of the data into the system. Also, give
names of any other systems, either inside or outside the Agency, from which this information system receives data.)

) Master Files (Informational Content): (Indicate main subject matter, date coverage, time span, geographic
erage, update cycle, and other major characteristics of the system.)

yrmation transferred to other systems: [] Yes [] No (If yes, what other systems?)

serceded information saved? [ ] Yes [] No

) Major Outputs: (e.g. screens of information, printouts, final studies, tapes used for other electronic systems, etc.)

_] Reports: ] Daily ] Weekly ] Monthly O Yearty
7] Tables: (] Daily ] Weekly (] Monthly [ Yearly
] Charts: (] Daily ] Weekly ] Monthly {1 Yearly
1 Publications: ] Daily ] weekly (] Monthly {1 Yearly
_] Other: (] Daity ] Weekly ] Monthly O Yearty
narks:

) Documentation: (Provide system and technical documentation for the system. This includes a narrative description
he system, physical and technical characteristics of the records, location of codebooks and file layouts, describe
exes if any, key unit of analysis for each file, and any other documentation needed to read and process the records.

2 36 CFR 1234.20 (b))

) If unscheduled, what is the recommended disposition? (See instructions)
Permanent [ ] Temporary

plain:

) Has system’s purpose/use changed since schedule was approved? [_| Yes [ No
es, explain:

) Restrictions on access and use: (Is a public-use version available? [ ] Yes []No)

blic Disclosure: [J Required ] Prohibited
surity Classification: [] Sensitive but Unclassified ] Confidential [] Secret [J Top Secret
er: Ovitaa [OFOIA [ Privacy Act [] Subject to Audit (] Archival

) Location and volume of any storage media containing identical information (i.e. Back-ups):
jicate # of tapes/disks and storage capacity).

) 502-1 (03/05) (Prior Editions of 502-1 Not Usable)
ge20of2
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Instructions
items 1 through 8: Self-explanatory

Items 9 through 12: Critical information areas needed for this inventory. Provide as much
detail (form number/names, etc.) as possible in order to determine information and work
flow.

item 13: In completing this item, think of the following questions:
a) When does the information cease to have value to your program or
USAID?
b) How long should it be held for legal, fiscal, administrative, or historical
reasons?
¢) How long should it be maintained to support current Agency business?

ltems 14 through 16: Self-explanatory

Note: Please contact the E-records Program Manager (M/AS/IRD) with any questions.

SAMPLE - NOT FOR OFFICIAL USE
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Calendar Checklist of Records Management Responsibilities

Daily

O Complete filing for the day.

Monthly

O Review and update file plan, and circulate changes to staff.

O Cut off folders as needed, and add new folder titles as needed.

O Check filing supplies and order as needed.

O Check that borrowed files have been retumed or are still in active use.

Semiannually

O Spot check file labels. Are they complete, accurate, and consistent?

Annually :

O Cut off subject files at end of fiscal year. Create empty folders for new fiscal year
as necessary.

O Retire or destroy eligible records. Separate inactive files.

O Survey staff members on amount and ease of file use.

O Update filing system as needed.

O Update file plan and submit Form AID 520-2 to Information and Records Division
Office.

O Circulate updated file plan to office staff.
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GENERAL RECORDS SCHEDULE 20 - ELECTRONIC RECORDS
www archives.gov/records-mgmt/ardor/grs20.html (as of April 2010)

Electronic Records

This schedule provides disposal authorization for certain e-records and for specified
paper, microform, or other hard copy records that are integrally related to the electronic
records.

This schedule applies to electronic records created or received by Federal agencies
including those managed for agencies by contractors. It covers records created by
computer operators, programmers, analysts, systems administrators, and all personnel
with access to a computer. Disposition authority is provided for certain master files,
including some tables that are components of data base management systems, and
certain files created from master files for specific purposes. In addition, this schedule
covers certain electronic records produced by end users in office automation
applications. These disposition authorities apply to the categories of electronic records
described in GRS 20, regardless of the type of computer used to create or store these
records.

GRS 20 does not cover all electronic records. Disposition may not be carried out for
electronic records not covered by GRS 20 unless authorized by a Standard Form (SF)
115, Request for Records Disposition Authority, that has been approved by the National
Archives and Records Administration (NARA). The records covered by several items in
this schedule are authorized for erasure or deletion when the agency determines that
they are no longer needed for administrative, legal, audit, or other operational purposes.
NARA cannot establish a more specific retention that would be appropriate in all
applications. Each agency should, when appropriate, determine a more specific
disposition instruction, such as "Delete after X update cycles" or "Delete when X years
old," for inclusion in its records disposition directives or manual. NARA approval is not
needed to set retention periods for records in the GRS that are authorized for
destruction when no longer needed.

Items 1a (in part), 2a, and 16 of this schedule apply to hard copy records used in
conjunction with electronic files. Item 1 also covers printouts produced to test, use, and
maintain master files. Items 10 and 11 of this schedule should be applied to special
purpose programs and documentation for the referenced electronic records whatever
the medium in which such programs and documentation exist.

This schedule has been revised to expand the authority agencies have to apply
previously approved schedules to electronic records; grant broader authority to
agencies to dispose of hard copy records that have been converted to an electronic
format; and provide disposition instructions for ad hoc printouts and for documentation
associated with permanent electronic records. Additionally, because copies of system
security records are now covered by GRS 24, item 5, a crossreference has been
provided for item 11b to that effect. The items affected by the revisions to this GRS 20
schedule are 2, 3, 3.1, 11, and 16.

GENERAL RECORDS SCHEDULE 20 - ELECTRONIC RECORDS
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GENERAL RECORDS SCHEDULE 20 - ELECTRONIC RECORDS

www archives.gov/records-mgmt/ardor/grs20.html (as of April 2010)

Electronic versions of most records authorized for disposal elsewhere in the GRS may
be deleted under the provisions of item 3 of GRS 20. See also 36 CFR Part 1234 for
NARA regulations on electronic records management.

1. Files/Records Relating to the Creation, Use. and Maintenance of Computer
Systems lications. or Electronic Records.

a. Electronic files or records created solely to test system performance, as well as
hard copy printouts and related documentation for the electronic files/records.

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

b. Electronic files or records used to create or update a master file, including, but
not limited to, work files, valid transaction files, and intermediate input/output
records.

Delete after information has been transferred to the master file and verified.

¢. Electronic files and hard copy printouts created to monitor system usage,
including, but not limited to, log-in files, password files, audit trail files, system
usage files, and cost-back files used to assess charges for system use.

Delete/destroy when the agency determines they are no longer needed for
administrative, legal, audit, or other operational purposes.

2. Input/Source Records.

a. Hard copy (non-electronic) documents used to create, update, or modify
electronic records when the electronic records are retained to meet
recordkeeping requirements and are covered by a NARA-approved schedule.
Included are such records as hard copy forms used for data input as well as hard
copy documents that are scanned into an electronic recordkeeping system (e.g.,
correspondence, reports, still pictures, maps, etc.).

(1) Hard copy documents that NARA has specifically designated as
permanent records that must be transferred to NARA in hard copy format,
even if records have been copied/converted to an electronic format.

Permanent. Transfer to NARA in accordance with previously approved
schedule.

(2) Hard copy records previously approved as permanent that are converted
to electronic records where the electronic records do not meet NARA'’s
transfer standards for permanent electronic records in effect at the time of
conversion.

GENERAL RECORDS SCHEDULE 20 - ELECTRONIC RECORDS
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GENERAL RECORDS SCHEDULE 20 - ELECTRONIC RECORDS
www archives.gov/records-mgmt/ardor/grs20.htmi (as of April 2010)

Permanent. Transfer to NARA in accordance with previously approved
schedule.

(3) Hard copy documents that contain information that is not or cannot be
captured in the electronic version of the records (e.g., certain handwritten
annotations).

Apply previously approved schedule.
(4) Hard copy documents other than those covered by Items 2(a) (1) — (3).

Destroy after the information has been converted to an electronic medium
and verified, when no longer needed for legal or audit purposes or to
support the reconstruction of, or serve as a backup to, the electronic
records, or 60 days after NARA has been provided the notification
required by 36 CFR 1228.31(b)(1)(i), whichever is later.

[NOTE: The term hard copy records or non-electronic records as used in this schedule
includes, in addition to traditional textual files: still picture negatives, prints, slides, and
transparencies; aerial photography, maps, charts, and drawings; motion picture film and
analog videotape; and analog sound recordings.]

b. Electronic records, except as noted in item 2c, entered into the system during an
update process, and not required for audit and legal purposes.

Delete when data have been entered into the master file or database and
verified, or when no longer required to support reconstruction of, or serve as
backup to, a master file or database, whichever is later.

c. Electronic records received from another agency and used as input/ source
records by the receiving agency, EXCLUDING records produced by another
agency under the terms of an interagency agreement, or records created by
another agency in response to the specific information needs of the receiving

agency.

Delete when data have been entered into the master file or database and
verified, or when no longer needed to support reconstruction of, or serve as
backup to, the master file or database, whichever is later.

d. Computer files or records containing uncalibrated and unvalidated digital or
analog data collected during observation or measurement activities or research
and development programs and used as input for a digital master file or
database.

GENERAL RECORDS SCHEDULE 20 - ELECTRONIC RECORDS
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GENERAL RECORDS SCHEDULE 20 - ELECTRONIC RECORDS
www.archives.gov/records-mgmt/ardor/ers20.htmi (as of April 2010)

Delete after the necessary data have been incorporated into a master file.

. Electronic Records That Replace Temporary Hard Copy Records.

Electronic records that replace temporary hard copy records covered by previously
approved schedules that do not explicitly exclude electronic records. (If a previously
approved schedule explicitly excludes electronic records, an SF 115 must be
submitted to NARA. None of the authorities provided below may be applied.)

a. Scanned images

Delete after the expiration of the retention period authorized for the hard copy
records.

b. Electronic formats other than scanned images

(1) Records covered by temporary items in the GRS other than GRS 1, Item
21 (Employee Medical Folders); GRS 1, ltem 22 (Statistical Summaries);
GRS 1, Item 25f (Equal Employment Opportunity Statistics Files); GRS
12, ltem 3 (Telecommunications Operational Files); and GRS 18, item 5
(Top Secret Accounting and Control Files)

OR
Records covered by temporary items in an agency-specific schedule that
pertain to administrative housekeeping activities.

Delete after the expiration of the retention period authorized for the hard
copy records.

(2) Records covered by GRS 1, Item 21 (Employee Medical Folders); GRS 1,
Item 22 (Statistical Summaries); GRS 1, Item 25f (Equal Employment
Opportunity Statistics Files); GRS 12, item 3 (Telecommunications
Operational Files); and GRS 18, ltem 5 (Top Secret Accounting and
Control Files).

Submit SF 115 to NARA.

(3) Digital versions of temporary still pictures, sound recordings, motion
picture film, and video recordings.

Delete after the expiration of the retention period authorized for the hard
copy records.

(4) Program records approved for destruction in a previously approved
schedule that is media neutral and does not explicitly exclude electronic
records.

GENERAL RECORDS SCHEDULE 20 - ELECTRONIC RECORDS
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GENERAL RECORDS SCHEDULE 20 - ELECTRONIC RECORDS

www archives. gov/records-mgmt/ardor/ers20.html (as of April 2010)
Delete after the expiration of the retention period specified in the
previously approved schedule.

(5) Program records maintained in an electronic format that are not covered
by items 3(a), 3(b)(1), 3(b)(3), or 3(b)(4).

Submit SF 115 to NARA.

[NOTES: (1) Items 3(b)(1) and 3(b)(3) may be applied to electronic records consisting
of information drawn from multiple previously scheduled hard copy series of
administrative housekeeping records. In such instances, the electronic records must be
retained for the longest retention period specified in the previously approved schedules.
(2) Disposition authorities included in item 3 may be applied to copies of records
maintained on agency web sites only in the case of administrative housekeeping
records. These items may not be applied to web site copies of program records, which
must be scheduled separately.]

3.1 Electronic Records That Replace Permanent Hard Copy Records.

Electronic records that replace hard copy records approved as permanent in a
previously approved schedule.

Permanent. Submit notification to NARA in accordance with 36 CFR
1228.31(b)(1)(i).

[NOTES: (1) Electronic versions of permanent records that are retained as
recordkeeping copies must meet the standards contained in NARA guidance
concerning the creation, maintenance, and transfer of permanent electronic records. (2)
item 3.1 may be applied if the electronic records consist of information drawn from
multiple previously scheduled permanent series. In cases where the electronic records
include information drawn from both temporary and permanent hard copy series, an
agency may apply Item 3.1 or submit an SF 115 that proposes disposal of the records if
the agency believes the electronic records do not warrant permanent retention. (3) This
item does not cover copies of permanent records maintained on agency web sites,
which must be scheduled separately.]

4. Data Files Consisting of Summarized Information.

Records that contain summarized or aggregated information created by combining
data elements or individual observations from a single master file or data base that
is disposable under a GRS item or is authorized for deletion by a disposition job
approved by NARA after January 1, 1988, EXCLUDING data files that are created
as disclosure-free files to allow public access to the data which may not be
destroyed before securing NARA approval.
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GENERAL RECORDS SCHEDULE 20 - ELECTRONIC RECORDS

www archives gov/records-mgmt/ardor/grs20.html (as of April 2010)

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

[NOTE: Data files consisting of summarized information which were created from a
master file or data base that is unscheduled, or that was scheduled as permanent but
no longer exists or can no longer be accessed, may not be destroyed before securing
NARA approval.]

5. Records Consisting of Extracted Information.

Electronic files consisting solely of records extracted from a single master file or data
base that is disposable under GRS 20 or approved for deletion by a NARA-approved
disposition schedule, EXCLUDING extracts that are:

° produced as disclosure-free files to allow
public access to the data; or

¢ produced by an extraction process which changes the informational content
of the source master file or data base; which may not be destroyed before
securing NARA approval. For print and technical reformat files see items 6
and 7 of this schedule respectively.

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

[NOTES: (1) Records consisting of extracted information that was created from a
master file or data base that is unscheduled, or that was scheduled as permanent but
no longer exists or can no longer be accessed, may not be destroyed before securing
NARA approval. (2) See item 12 of this schedule for other extracted data.]

6. Print File.
Electronic file extracted from a master file or data base without changing it and used
solely to produce hard-copy publications and/or printouts of tabulations, ledgers,
registers, and statistical reports.

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

7. Technical Reformat File.

Electronic file consisting of data copied from a complete or partial master file or data
base made for the specific purpose of information interchange and written with
varying technical specifications, EXCLUDING files created for transfer to the
National Archives.

GENERAL RECORDS SCHEDULE 20 - ELECTRONIC RECORDS
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GENERAL RECORDS SCHEDULE 20 - ELECTRONIC RECORDS
www archives. eov/records-memt/ardor/ers20.himl (as of April 2010)

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

8. Backups of Files.

Electronic copy, considered by the agency to be a Federal record, of the master
copy of an electronic record or file and retained in case the master file or database is
damaged or inadvertently erased.

a. File identical to records scheduled for transfer to the National Archives.

Delete when the identical records have been captured in a subsequent backup
file or when the identical records have been transferred to the National Archives
and successfully copied.

b. File identical to records authorized for disposal in a NARA-approved records
schedule.

Delete when the identical records have been deleted, or when replaced by a
subsequent backup file.

9. Finding Aids (or Indexes).

Electronic indexes, lists, registers, and other finding aids used only to provide
access to records authorized for destruction by the GRS or a NARA-approved SF
115, EXCLUDING records containing abstracts or other information that can be used
as an information source apart from the related records.

Delete with related records or when the agency determines that they are no longer
needed for administrative, legal, audit, or other operational purposes, whichever is
later.

10. Special Purpose Programs.

Application software necessary solely to use or maintain a master file or database
authorized for disposal in a GRS item or a NARA-approved records schedule,
EXCLUDING special purpose software necessary to use or maintain any
unscheduled master file or database or any master file or database scheduled for
transfer to the National Archives.

Delete when related master file or database has been deleted.

11. Documentation.

GENERAL RECORDS SCHEDULE 20 - ELECTRONIC RECORDS
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www archives.gov/records-mgmt/ardor/grs20.html (as of April 2010)

a. Data systems specifications, file specifications, codebooks, record layouts,
user guides, output specifications, and final reports (regardless of medium)
relating to a master file, database or other electronic records.

(1) Documentation relating to electronic records that are scheduled for
destruction in the GRS or in a NARA-approved agency schedule.

Destroy or delete upon authorized deletion of the related electronic
records or upon the destruction of the output of the system if the output is
needed to protect legal rights, whichever is later.

(2) Documentation relating to electronic records that are scheduled for

permanent retention in the GRS or in a NARA-approved agency
schedule.

Permanent. Transfer to the National Archives with the permanent
electronic records to which the documentation relates.

b. Copies of records relating to system security.
Use GRS 24, item 5.

12. Downloaded and Copied Data.

Derived data and data files that are copied, extracted, merged, and/or calculated
from other data generated within the agency, when the original data is retained.

a. Derived data used for ad hoc or one-time inspection, analysis or review, if the
derived data is not needed to support the results of the inspection, analysis or
review.

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

b. Derived data that provide user access in lieu of hard copy reports that are
authorized for disposal.

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

c. Metadata or reference data, such as format, range, or domain specifications
which is transferred from a host computer or server to another computer for
input, updating, or transaction processing operations.

Delete from the receiving system or device when no longer needed for processing.
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[NOTE: See item 5 of this schedule for other extracted data.]

13. Word Processing Files.

Documents such as letters, memoranda, reports, handbooks, directives, and
manuals recorded on electronic media such as hard disks or floppy diskettes after
they have been copied to an electronic recordkeeping system, paper, or microform
for recordkeeping purposes.

Delete from the word processing system when no longer needed for updating or
revision.

14. Electronic Mail Records.

Senders' and recipients’ versions of electronic mail messages that meet the
definition of Federal records, and any attachments to the record messages after
they have been copied to an electronic recordkeeping system, paper, or microform
for recordkeeping purposes.

Delete from the e-mail system after copying to a recordkeeping system.

[NOTE: Along with the message text, the recordkeeping system must capture the

names of sender and recipients and date (transmission data for recordkeeping
purposes) and any receipt data when required.]

15. Electronic Spreadsheets.

Electronic spreadsheets generated to support administrative functions or
generated by an individual as background materials or feeder reports.

a. When used to produce hard copy that is maintained in organized files.
Delete when no longer needed to update or produce hard copy.

b. When maintained only in electronic form.

Delete after the expiration of the retention period authorized for the hard copy by
the GRS or a NARA-approved SF 115. If the electronic version replaces hard
copy records with differing retention periods and agency software does not
readily permit selective deletion, delete after the longest retention period has
expired.

16. Hard copy printouts created to meet ad hoc business needs.

Printouts derived from electronic records created on an ad hoc basis for reference
purposes or to meet day-to-day business needs.
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Destroy when the agency determines that they are no longer needed for
administrative, legal, audit, or other operational purposes, provided the printouts do
not contain substantive information, such as substantive annotations, that is not
included in the electronic records. (Printouts that contain substantive information
should be disposed of in accordance with the NARA-approved schedule that
covers the series in which they are filed.
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CHAPTER ANSWER KEY

Chapter 1 Chapter 3
1. a. Non-record Material 1. b. Use a charge out card that
b. Office file indicates the name of the
c. Non-record material person removing the record,
d. Office file date the record was removed,
e. Office File and a description of the
f. Personal file record.
g. Office file
2. a. True
2. a. Bureay, Independent Office b. True
and Mission management. ¢. False
d. True
3. a. Online reference.
b. Mandatory Guidance for 3. d. Since the records are closed
USAID records management. and temporary, you can
d. All-in-one source for USAID destroy them when they are
records management policy no longer needed.
directives and required
procedures. 4. b. Hold them in the office for two
years, then prepare them for
4. Answer depends on your retirement and send them to
Mission location. M/AS/IRD who will retire them
to WNRC.
Chapter 2
1. c. A group of related records, §. a. No
held for the same period of b. No
time that has a unique number. c. Yes
2. a False 6. a. Annually
b. True b. Monthly
c. True c. Annually
d. Annually
3. b.CaseFile e. Annually
f. Daily
4. a. The item number for each
series of records in the office.
b. A description of the official
files in the office.
d. The disposition instructions for
all records in the office.
e. The physical location (e.g.
cabinet and file drawer) for all
the office’s official records.
Chapter Answer Key
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CHAPTER ANSWER KEY

Chapter 4

1.

c. As new information systems
are developed, system
owners are required to
complete the form and submit
it to the Records Management
M/AS/IRD Client Analyst.

2. c. The record must be printed

and maintained in hard copy
in the office’s official files.

3. All of the above

4. a False
b. False
c. True
d. True
Chapter 5
1. a. Rights and Interest Records

b. Rights and Interest Records

c. Emergency Operating
Records

d. Emergency Operating
Records

e. Rights and Interest Records

a. AID 5-84, Inventory of

Emergency Operating
Records

b. AID 5-85, Transmittal of Vital
Records for Safe Storage

c. AID 5-86, Inventory of Rights
and Interest Records

Chapter Answer Key
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This guide was created under the direction of the USAID Information and Records Division (M/AS/IRD).
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