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	Routine 2-year review cycle. Added Section 4.2.1, with 2010 USGS reorg,science records still line up to records schedules labeled Geography or GIO/NGPO, which encompass LRS, GAM, and GIO/NGPO records, as well as records specifically related to the Climate and Land Use Change Mission Area.

	1.2
	4/4/13
	J. Faundeen
	Two-year review and update.  Minor nomenclature edits.


USGS EROS ADMINISTRATIVE PROCEDURE  

COORDINATION:
	___________________
	___________________
	___________________
	

	EROS Director
	Deputy Director
	Administrative Officer
	


	SUBJECT / TITLE:
	On-Site Storage of Paper Records

	
	

	DATE:    
	April 4, 2013

	
	

	VOL / INDEX #:
	EROS-GEN-17

	
	

	
	Copies will be provided to:

	PREPARED BY:
	J. Faundeen, Archivist, Policy and Communciations Office

	
	_____________________    _______________________

	
	Preparer                           Date       Supervisor                           Date

	OTHER COORDINATION:
	GS-N-EDC Federal Employees 

	
	CORs distribute to contracts.

	
	

	STATUS:
	_x_ Permanent 

	
	__   Temporary

	
	

	EXPIRATION DATE:  
	April 3, 2015

	
	

	PROCEDURE / MEMO:
	__ Original

	
	_x_ Supersedes (EROS-GEN-17 On-Site Storage of Records, v1.1, dated 2/7/11)

	
	

	ATTACHMENT TO:
	N/A

	
	

	PURPOSE:
	Guidance for USGS EROS government and contract employees needing to store USGS paper records outside of their office location.

	
	

	UTILIZATION:
	__ Daily, __Weekly, __Monthly, _x_Other (as needed)

	
	

	TEXT:
	Procedure follows on succeeding pages.


1.0 References.
Survey Manual Chapter (SM) 431-1 - Records Management Program

http://www.usgs.gov/usgs-manual/410/431-1.html
USGS Files Maintenance Plan

http://internal.usgs.gov/gio/irm/fmprgrm2.html
USGS Disposition Plan
http://internal.usgs.gov/gio/irm/disposition.html
DOI Responsibility for Maintaining Electronic-Mail (E-mail) Records
http://internal.usgs.gov/gio/irm/fmemail2.html
NARA Federal Records Center Guide
http://internal.usgs.gov/gio/irm/usefrc.html
USGS General Records Disposition Schedule
http://internal.usgs.gov/gio/irm/grds.html
Combined Geography Discipline and GIO/NGPO Records Disposition Schedules http://internal.usgs.gov/gio/irm/fmref2.html 
2.0 Purpose.

This procedure establishes the guidelines and process for USGS EROS Government and contract employees to store USGS paper records on-site.  The scope of this procedure is Center-wide.  Examples of paper records requiring on-site storage would be Finance and Procurement files or scientific program files.  The primary record medium targeted by this procedure is paper, as film or electronic records are addressed by storage in the Archives.

3.0 Definitions.


Records - include 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 the data in them (44 U.S.C. 3301).  (source: National Archives and Records Administration URL http://www.archives.gov/midatlantic/agencies/records-mgmt/definitions.html)
4.0 Procedure. 

4.1 Roles and Responsibilities.  

USGS EROS Government or contractor employees requesting on-site storage for USGS paper records are required to review the appropriate records schedules (i.e., USGS General or the combined Geography and Geospatial Information Office/National Geospatial Program Office (GIO/NGPO) – see Section 4.2.1) and label the records box with the records series and disposition date.     

The EROS Facility Office will require a work order to be submitted to Facilities for approval to respond to requests to pickup boxes of records for on-site storage.

The USGS EROS Archivist will review the boxes to ensure that the appropriate records schedule series was applied and determine the appropriate storage facility for the records.

4.2 Process.  

4.2.1 Note that with the USGS reorganization that occurred in 2010, the science records still line up to records schedules labeled Geography or GIO/NGPO, which encompass Land Remote Sensing (LRS), Geographical Analysis and Monitoring (GAM), and GIO/NGPO records, as well as records specifically related to the Climate and Land Use Change Mission Area.
4.2.2 USGS EROS Government and Contractor Employees.  Prior to a work order request to Facilities for the pick up of a box or boxes of records, the requesting party must review the appropriate records schedule and determine the type of records and their associated disposition schedule.  There will be two schedules to choose from for this review:  the USGS General Records Disposition Schedule or the combined Geography Discipline or GIO/NGPO Records Disposition Schedule.  Most administration records covering travel, training, and personnel files will be covered in the USGS General Records Disposition Schedule.  Most science related records will be in the other schedule.  These schedules are located on the USGS Records Management website at URL http://internal.usgs.gov/gio/irm/fmref2.html.
4.2.3 Facilities Office.  Upon receipt and approval of a work order request, the boxes to be moved will be delivered by Facilities to the Archivist office. 
4.2.4 USGS EROS Archivist.  Boxes delivered by Facilities will be reviewed to ensure that the proper records disposition schedule and disposition dates have been assigned.  The Archivist is responsible to initiate additional work orders for Facilities to move the boxes to proper storage areas, if necessary.  The final destination may be on-site at the USGS EROS, a National Archives and Records Administration (NARA) Federal Records Center, or to NARA in College Park, MD.  Those determinations will be based upon whether the records are permanent or temporary USGS records and the expected ongoing use of the records.  Records sent to a NARA facility will be tracked by the Archivist to allow recall of the records as needed.  
Staff needing to recall stored records will work through the Archivist to obtain them.  
If the material is judged to not be USGS records, it will be returned to the requester.
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