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Who is responsible for Records Management?


Everyone in MRM is responsible for agency records.  However, some people spend more time at it than others because they are in charge of specific records.

MRM Managers.

· MRM managers are responsible for ensuring that their programs are properly documented and that the records created and received by their programs are managed in accordance to Federal regulations and Department of Interior (DOI) policies.

· Top managers should set the policy for having good records management and they should also practice good records management themselves to provide an example for their employees.  If top managers do not take records management seriously, then neither will other employees. 

· It is in the managers’ best interest to be able to locate the information they need in order to conduct business, make decisions, and to provide excellent service for our customers.   Good records management will also allow MRM to document the successes of its mission programs, to locate the records it needs to respond to litigation, and to defend the actions of the Federal government in a court of law. 

MRM Administrative and Program Staff.

· Administrative and program staff members who are in charge of official Federal records have important Records Management responsibilities.

· They should also create records to document their official activities, such as keep a record of meetings, conversations, e-mail messages, telephone calls and other forms of communication that affect the conduct of official MRM business.

· File drawers containing official Federal records should be orderly and efficient so it is easy to locate information.  Drawers should be labeled as to their contents and file labels should be created in accordance to the guidelines in the MMS Records Management Handbook.  People responsible or knowledgeable of MRM programs should assign the proper file code to documents prior to filing. 

· Use “out cards” when removing official records from the file cabinets.  Privacy Act, proprietary data, and Indian records should be properly secured.  File any personal papers and non-record materials separately from official MRM records. 

MRM Records Officer.

· The MRM Records Officer can help by providing technical assistance on a variety of Records Management questions or concerns including setting up filing systems, disposition of Federal records, and making certain MRM is in compliance with Records Management laws and regulations.  
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                       An Unsolicited Testimonial

For Denver :  New Procedures for Accessioning Records into the Denver Federal Center

The contract for Records Management Services from Optimum Management Systems (OMS) has been modified to provide the following Records Management services to all of MRM Denver.   OMS will prepare the SF-135s and

detailed lists for accessions to be shipped to the Denver Federal Records Center.

· OMS will prepare the SF-135s for MRM–Denver offices to ship records to the National Archives and Records Administration (NARA), Denver Federal 

Records Center (FRC).

· OMS will prepare a detailed listing of all the folders in each box of the accessions that the offices want to ship to the FRC.

· OMS will make arrangements for the records to be shipped to the FRC.

· OMS will return accessioning paperwork 

(SF-135s and detailed listing) to the 

requesting offices.

In order for OMS to accomplish these tasks, MRM offices shall do the following.

· Deliver the FRC boxes to be shipped to the 

Records Center to Room D102.   Prior to 

delivery of the boxes, OMS will be notified 

by contacting Ms. Karla Puck on  (303) 231-

3487.

· The folders will be in order.  OMS will not rearrange the folders.

· All of the folders will be labeled in accordance with the MMS Records 

Management Handbook, MMSM 380.2-H.  OMS shall not put labels on MRM records.

· Each MRM office has been assigned a month in which it may ship records to the FRC.  This is to ensure that OMS has a steady flow of work and not a lot of “peaks and valleys.”

-October – Offshore-CAM 1, Teams 3 & 4

-November- FM-Accounting Services

-December – Onshore & Onshore-Federal   

                    CAM

-January – Budget, AD and DAD

-February – ITC & Accenture

-March – FM & FM Financial Services

-April – CE and OE

-May – Offshore, Offshore-CAM 1,

             Offshore- CAM 1,Team 1

-June –  Onshore-Solids

-July – Onshore-Indian CAM 

-August – FM-Reporting Services

-September – RIK

· However, if an office has records it could ship to the FRC and it is not the designated month for the office to ship records, then the office shall notify Nola Freeman, COTR and MRM Records Officer.  She will check with the OMS Team Lead to determine if their workload will accommodate the office’s request to prepare records for shipment to the FRC.  
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Some Genealogy Websites





1.  � HYPERLINK "http://www.cyndislist.com/" ��http://www.cyndislist.com/�   This site provides links to over 150,000 genealogy websites.





2.   � HYPERLINK "http://www.ellisisland.org/" ��http://www.ellisisland.org/�      Search for your immigrant ancestors.





3. � HYPERLINK "http://www.glorecords.blm.gov/visitors/StateResearch.asp" ��http://www.glorecords.blm.gov/visitors/StateResearch.asp�       Land records
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I always keep my drawers neat and tidy.





All employees should consider their Records Management responsibilities as among the more important ones they do for the agency.





You are!!
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