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	Version
	Date
	Author
	Description of Change

	1.2
	8/31/11
	J. Faundeen, S. Thorson
	RLC changed from DMB Admin Asst to DO Secretary. RLC and RLO responsibilities clarified.

	1.3
	10/1/13
	J. Payne
	Scope & definition of file custodians of administrative records clarified. File custodian replaced administrative staff role.  RLC reassigned from Director’s Office to Observing Systems Branch. File plan template updated.
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	PURPOSE:
	Serves as a guide in developing, approving, and maintaining Administrative File Plans.

	
	

	UTILIZATION:
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1.0 References.


General Records Disposition Schedule URL http://www.usgs.gov/usgs-manual/schedule/432-1-s1/index1.html.
2.0 Purpose.

This procedure establishes the process for annual review and approval of Administrative File Plans of the USGS Earth Resources Observation and Science (EROS) Center.  The scope of this procedure is Center-wide and applies to all File Custodians of Administrative Records in EROS Offices, Branches, and Teams.
3.0 Definitions.


Administrative Files.  Files that support the agency’s mission activities, but do not directly document the performance of mission functions and are common to most organizations.  Examples of administrative files could be, but are not limited to, purchase orders, travel vouchers, or personnel folders.

File Custodian.  The individual responsible for the proper maintenance, storage, security, and control of the administrative record material.  
File Plan.  A file plan is a document illustrating the types of files maintained by the file custodian.  It contains a General Records Disposition Schedule (GRDS) identifying number, title, description and approved disposition authority for each file maintained.
General Records Disposition Schedule (GRDS).  The USGS GRDS provides mandatory retention period and disposition instructions for administrative records common to most Federal agencies.
Personal Indentifiable Information (PII).  PII is information that can be used to distinguish or trace an individual's identity, such as their name, social security number, biometric records, etc. alone, or when combined with other personal or identifying information which is linked or linkable to a specific individual, such as date and place of birth, mother’s maiden name, etc.

Record.  Basic Laws and Authorities of the National Archives and Records Administration (NARA), defines records as "...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." 5 U.S.C. 552(f)(2) clarifies that the term "agency record" includes information stored on computers as well as traditional paper documents.  Library and museum material made or acquired and preserved solely for reference or exhibition purposes, extra copies of documents preserved only for convenience of reference, and stocks of publications and of processed documents are not included.
Records Liaison Officer (RLO).  The individual responsible for overall coordination of records programs at EROS.  The EROS Archivist is also the RLO for the Climate and Land Use (CLU) Change Mission Area.  
Records Liaison Coordinator (RLC).  The individual that acts as a liaison with the RLO in all phases of records programs at EROS.  The RLC is currently the Administrative Assistant for the Observing Systems Branch.  

Records Series.  A group of similar records that are used, filed, and disposed of in a similar fashion.  

4.0 Procedure. 

4.1 Roles and Responsibilities.  

The RLC will ensure that all administrative files are assigned to an approved records series and schedule for disposition.  The RLO and the RLC also ensure that records are appropriately stored and are kept separate from non-record material.  
The RLC will review all Administrative File Plans annually for approval.

The RLC will conduct semi-annual physical inspections of storage receptacles, to be completed no later than July 1 of each calendar year.
The File Custodian will be responsible for the creation and maintenance of the Administrative File Plan.
4.2 Process.  

4.2.1 File Custodian. 
a)
File Custodians will complete and submit to the RLC, the “EROS Administrative File Plan Template” (Appendix A), by January 20 of each year, indicating the suggested records series assignment for each of their files.  This template will be used as a working document to verify the correct record series assignment.  The RLC will review the template and return it with suggested changes and/or concurrence.

b)
When final approval is received, the File Custodian will submit the file plan to the RLC for signature.  This process must be completed no later than January 30 of each fiscal year.  The File Custodian will file a hard copy of the approved file plan in the front of the storage receptacle where the records are located.

c)
The File Custodian will ensure files are kept in the approved record series order.
d)
The File Custodian will clearly mark the outside of the storage receptacle with the privacy notice reading “Official Government Records”.
e)
The File Custodian will ensure that those files containing PII are kept secure at all times.

4.2.2 Records Liaison Officer and Records Liaison Coordinator.

a) The RLO and RLC will act as the points of contact for questions regarding records series assignment, disposition authority, and storage requirements.
b) The RLC will sign the approved file plan and return the original document to the File Custodian for filing.
c) The RLC will provide a softcopy of the signed File Plans to the RLO.

d) The RLO will provide the USGS Records Management Program with a copy of the signed File plans.
5.0 Appendices.
Appendix A.  USGS EROS Administrative File Plan Template.
Appendix A.



USGS EROS Administrative File Plan Template


Template v1.3
	Name
	Office/Branch/Team
	Location
	Plan Period
	Date Submitted

	
	
	
	
	


 The individual named above is responsible for the proper maintenance, storage, security, and control of the following record material.

	GRDS Item Number
	Title and Brief Description
	PII
(Y or N)
	Disposition Instructions

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


RLC Concurrence:







 Date of Concurrence:
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