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Lesson 1- General Records Management
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Hello, welcome to Lesson 1, General Records Management. My name is Debra Yeager and I will be your instructor for Lesson 1. I am the Records Manager for the Farmington District Office in Farmington, NM. Every federal government employee is responsible for documenting and maintaining records that reflect their agency’s functions, policies, decisions, procedures, and operations. Are you ready for that challenge? The following information contained in this lesson will be just the thing you need to begin accomplishing those records management responsibilities. Now, let’s review our objectives for Lesson 1.
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By the end of this lesson each student should be able to: 1. Define a record. 2. List the different types of records and give examples of each. 3. Explain why Records management is important. 4. Identify laws associated with Records management and penalties for improper records management. 5. Identify the life-cycle of a record. 6. List key players in the Records management process. 7. Describe the records management responsibilities for each key player. Now that you know what our objectives are, let’s review what we will be covering in Lesson 1.
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We will be going over the following main points: Definition of a record; Types of records; Importance of records management; Laws that apply to records management; Records life-cycle; Key players in records management. Now that you know what we will be covering, let’s begin by looking at the official definition of a record.
Slide 4 
The official definition of a record is: “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 government under Federal law or in connection with the transaction of public business and preserved or appropriate for preservation by that agency or its legitimate successor as evidence of the organization, functions, policies, decisions, procedures, operations, or other activities of the Government, or because of the informational value of data in them.” To simplify, records are: “any media that show evidence of an organization’s functions, policies, decisions, procedures, and operations.”  Next, we will discuss what is and is not a record. 
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Records provide evidence to show what has happened, and how decisions were made by BLM employees. Some examples of records are:  contracts, business correspondence, and financial statements. Some examples of non-records are:  Duplicate copies, reference copies, and personal papers. Now, we will look at the primary types of records.
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Permanent records are identified as the federal government’s most important records and they are maintained forever. They are NEVER DESTROYED! Temporary records are destroyed after a fixed period of time or after the occurrence of an event. 
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Permanent records document activities that have a direct and significant impact on the rights, health, and/or well-being of American citizens.  All permanent records are sent to the National Archives and Records Administration (NARA) where they are maintained and preserved forever!  Once a permanent record is transferred to the National Archives it becomes the property of the NARA. Now, let’s talk more about temporary records.
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Temporary records may be destroyed in place by an agency when the retention period is over, or sent to the Federal Records Center (FRC).  All records stored within the FRC remain the property of the agency, such as the BLM, that transferred them. Some examples of record formats are on the next slide.
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Examples of format or medium include: electronic, paper, microfiche & microfilm, and audiovisual.  Now, let’s discuss why records management is important.
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Records management is important for the following reasons: Administrative value – shows how the BLM is carrying out its mission; Fiscal Value – shows how the BLM is utilizing its financial resources; Legal Value – identifies the rights of the BLM should we be involved in litigation; Evidential Value – shows that something has happened; Informational Value – shows what has happened; Research Value – serves as the raw material for future surveys, articles, and research. Next we will look at laws that apply to records management. 
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The following are some of the laws that have been put in place to regulate records management: The Federal Records Act – requires the head of each agency to establish and maintain a records management program for the economical and efficient management of the records of the agency, to ensure the prompt disposition of inactive temporary records, and the continued preservation of records designated as having permanent historical value, including policy and decision documents.  This protects the legal interests of the Government and the public. 
The Paperwork Reduction Act – is a United States federal law, enacted in 1980, designed to reduce the total amount of paperwork burden the federal government imposes on private businesses and citizens. The Act imposes procedural requirements on agencies who wish to collect information from the public.
36 CFR, Chapter XII, Parts 1220 through 1258 – Contains guidance on various aspects of federal records management including managing vital records, scheduling records, transferring records, managing electronic records, etc.  This CFR specifically includes the policy & guidance for the NARA. More laws are referenced in the BLM Manual 1270, Records Administration. The next slide covers possible criminal penalties. 
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The 44 U.S. Code 3106 states Federal employees, who have unlawfully destroyed federal records, could receive 3 years in prison, $2,000 in fines or both for each incident. Now, let’s discuss the records life cycle.
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The records life cycle consists of creation, maintenance & use, and disposition. The management of all records, regardless of media, throughout their life cycle will ensure the proper management of records, data, and information. Proper records management must be implemented to ensure access, sharing, exchange, and security standards are met. Records may become misplaced or lost if records management is not administered correctly. First, let’s briefly discuss the creation of records.
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The BLM must be able to justify the creation or collection of information to ensure the information is only created for the proper performance of our mission. During the creation stage, records must be reviewed for retention value, maintenance & use requirements, and ensure the record is scheduled for disposition authority through the NARA. Next we will look at the Maintenance & Use of a record.
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Maintenance & use involves the organization, storage, access, retrieval, and distribution of the BLM’s records.  Effective and efficient maintenance will result in easy access by authorized users, easy retrieval, security of proprietary, confidential, sensitive, and Privacy Act-protected information, and appropriate preservation of records. Last of all, we will discuss the Disposition of records.
Slide 16 
Disposition are the actions taken regarding records when they are no longer needed for current Government business. We will discuss the records life cycle in further detail in Lesson 2 - Records Creation, in Lesson 3 - Maintenance & Use, and in Lesson 4 - Disposition. Now, let’s look at records management’s key players.  
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Records Administrators are the program leads for records management, and are responsible for the following: 1. Providing guidance and direction throughout the record life cycle. 2. Ensuring that records, regardless of media, are protected in a safe and secure environment and transferal or destruction is carried out as authorized in the GRS/BLM Combined Records Schedules. 3. Implementing the Bureau’s policy for records management. 4. Implementing the Bureau’s records management training. 5. Working with State or Center Program Specialists to ensure records management requirements are effectively integrated into information system’s design, development and deployment. 6. Monitoring compliance with the records management program requirements through internal control reviews and self-assessment processes. 
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7. Assisting in implementing the Department of the Interior’s (DOI) eMail Enterprise Records & Document Management System (ERDMS). 8. Implementing strategic plans and initiatives for records management. 9. Implementing the Bureau’s specific records management guidance and records management policies and procedures of the DOI, and the NARA. 10. Directing the development of local Records Emergency Action Plans and provides input to the local Continuity of Operations Plan. 11. Implementing information access policies such as the FOIA, the Privacy Act, data sharing and cost recovery. 
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12. Developing local records management policy in unique situations. 13. Providing technical assistance, relating to records management, to District and Field Offices. 14. Performing risk analysis on the Records Management Program. 15. Developing proposed disposition for unscheduled records.  The BLM Records Administrator works out of the Washington Office and there is generally a Records Administrator in each State Office and Center. Next we will look at the Records Manager’s responsibilities.

Slide 18A
Records Managers are the operational technical experts of the Records management Program, and are responsible for the following: 1. Providing guidance and direction on records management. 2. Conducting the BLM’s records management training. 3. Performing records internal control reviews and facilitating the self-assessment process. 4. Implementing records management policies and procedures of the DOI, the BLM, and the NARA as well as the local office. 5. Developing and executing local Records Emergency Action Plans and provides input for the local Continuity of Operations Plan. 6. Executing information access policies. 
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7. Implementing local records management policy in unique situations. 8. Providing technical assistance, related to records management, to the District & Field Offices. 9. Assisting and participating in risk analysis of the Records management Program. 10. Coordinating the transfer and retrieval of records to the FRCs and the National Archives. 11. Conducting and maintaining a records inventory. Most BLM State Offices have a Records Manager and most District and Field Offices have a full-time Records Manager OR a Records Liaison who has other duties as well. Finally, we will discuss the responsibilities of the Records Custodians.
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Records Custodians are designated employees responsible for maintaining records within their physical and legal custody according to records management requirements, and are responsible for the following: 1. Maintaining the records within their specific Division or Branch (e.g., Minerals, Lands & Renewable Resources, or Support Services). 2. Assisting the Records Manager in identifying the records series the custodian maintains to be entered into the records inventory. 3. Assisting the Records Manager in creating a file plan. 4. Assisting the Records Manager in preparing records for shipment to the FRC, e.g., boxing inactive records and producing box lists of the records within each box. 5. Helping the Records Manager in locating and identifying damaged records in the event of a records emergency. Now, let’s review our objective.
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[bookmark: _GoBack]If you remember, we stated in the beginning of this lesson you would be able to: 1. Define a record. 2. List the different types of records and give examples of each. 3. Explain why records management is important. 4. Identify laws associated with records management and possible penalties for improper records management.5. Identify the records life cycle and explain the purpose of each stage. 6. List key players in the management of the BLM’s records. 7. Describe the records management responsibilities for each key player. You should now be able to do each of these objectives. You will get the opportunity to demonstrate what you have learned by completing the online review exercise at the conclusion of this lesson.   
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However, before you complete the review exercise, let’s review some key points we went over during the presentation. First, we went over the definition of a record. Remember, records are evidence of what the BLM does. The BLM’s records capture its business activities. Next, we covered the types of records.  Remember, permanent records are never destroyed; Temporary records are destroyed within a fixed period of time. 
We also discussed the importance of records management.   It is important to note that certain records can hold administrative, fiscal, legal, evidential, informational, and research value. Then we reviewed the laws that apply to records management such as the Federal Records Act, the Paperwork Reduction Act, and 36 CFR Part XII (12). We reviewed the three stages in the life-cycle of records: Creation, Maintenance & Use, and Disposition. Finally, we identified the key players in the records management process: Records Administrator, Records Manager, and Records Custodians. 
All of the information contained in this lesson was designed to start you down the road in becoming effective at managing records for both your office and the BLM.  By doing so, you will be providing great assistance to the BLM in creating records, maintaining & using records, and the proper disposition of records used to accomplish our mission. To hear more about records management please proceed to Lesson 2, Records Creation.  
