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The USGS Records Management Office receives numerous inquiries requesting guidance on records management practices, especially during planned reorganizations and from employees who are considering retirement from Federal Service.

To help employees, the USGS Records Management Office developed the following tips to properly manage records, in all media.  USGS records are important because they document USGS science and contain information needed to protect the rights and interests of the Government, USGS collaborators, and individual citizens.  Records also provide valuable evidence that support the USGS and the Department of the Interior during litigations.


If you are involved in initiatives such as competitive sourcing, ensure that your office retains official record copies.  An official record copy is the copy for which the office is assigned primary custody in order to document the office or program functions and operations as related to the initiative. 

o
Definition:  Competitive sourcing, a priority under the President’s Management Agenda, is a process which subjects commercial activities performed by the Government to competition in an effort to ensure maximum value to the taxpayer.


Before you retire or move to a new office, or when any of your duties are reassigned, you should:

o
Conduct an inventory of your records, if you have not already done so.

o
Determine whether any of your files are official record copies or convenience copies.  A convenience or extra copy is a copy circulated to an office(s) or person(s) interested in but not acting on a matter.


After a determination is made regarding the record copy you should:

o
Relate the records to the appropriate USGS records schedule to determine the disposition of the record.

o
Create a file plan, which is a guide or map to the records.  Information on USGS records schedules and file plans is available at http://internal.usgs.gov/gio/irm/files.html .

o
Ensure that all of your records adhere to the current USGS policy that requires the official record to be maintained in a paper recordkeeping system, unless otherwise scheduled in an approved USGS records schedule.  This means that the record copy of the document, i.e., word processing, spreadsheet, and e-mail, must be maintained as a paper copy, not as an electronic copy.


If the records are no longer needed for everyday use and have at least a 1-year retention period, you should:

o
Transfer them to the nearest Federal Records Center (FRC).  If the records have less then a 1-year retention period, maintain them in office space until the retention period is met.  A listing of FRC’s is available at http://www.archives.gov/facilities/index.html .


If the records have exceeded the retention period (based on the appropriate USGS records schedule), and are not involved in any USGS litigations, you should:

o
Appropriately dispose or destroy the records.  Remember to shred anything containing personal, privacy, or restricted data.


If the functional responsibility of the records has changed within the USGS because of reorganization or another reason, you should:

o
Contact the appropriate office and discuss who and how best to manage those records.

If you have questions on any of these tips or have other records management questions, more information is available on the USGS Records Management website at http://internal.usgs.gov/gio/irm/files.html or contact your appropriate Records Liaison Officer at http://internal.usgs.gov/gio/irm/fmassis2.html .
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