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                                                                                                                                                                            U.S. Department of Agriculture eGovernment Program


Where We’d Be Proud to Be

	A. Presidential Initiative/

Interdepartmental
	B. USDA/Enterprise-wide or

Cross-Mission Area
	C. Current Agency-Specific

Efforts

(with description of  people, dollars involved, key metrics)*
	D. Current Progress

(where are we)
	E. What Efforts from Column C Are We Migrating? (potential cost savings, etc)


	F. Target Date for Completion or Migration

(mm/yyyy)


	G. What Would Make You Proud? (by July 2004)

	eRecords Management

1) Deploy enterprise-wide ERM system guidance
	1) Guidance 

a)  DR 3080-1 is in DA, OES, and OGC for final clearance.  The draft regulation is posted on: http://www.ocionet.usda.gov/ocio/irm/records/dr/frame.html 

b)  Links to NARA guidance are posted on: http://www.ocio.usda.gov/irm/records/tools.html#Issues
c)  Updates emailed to Agency Records Officers for sharing with their program managers.
	 
	1) Partial

a) Awaiting clearance from OGC and OES

b) Complete

c) Complete


	1) None
	1) June 2004


	Enterprise-wide ERM system guidance deployed

	2) Prepare for ERM
	All USDA agencies at least Level III: Good RM Program –“Everything but ERM: on the NARA scale:  
	
	
	
	
	All USDA agencies at least Level III: Good RM Program

	
	A) Inventory records in all media.  Agency Records Officers need:

    i)  Copies of Exhibit 300s to identify IT systems (provided 7/03);

    ii)  Analysis of 01 Records Storage Report from NARA (Completed 7/03)

    iii)  Inventory of records in all media
	A)  Need contractor support for records inventory
	A)
	A)
	A)3rd Quarter FY 2004
	.

	
	B)  Plans for updates and requests for new authorities due from agencies.  Agency Records Officers will need contract support to:

    i)  Interview program staff, 

    ii)  Update record schedules, including incorporation of GRS updates and electronic records, and 
    iii)  Update file plans (prepare for data entry, conversion, etc.)
	B)  Need contractor support for data entry
	
	
	1st Quarter FY 2004
	

	
	C)  Obtain disposition authority for unscheduled records.  Provide the following to NARA:

i) SF 115 – Request for Records Disposition Authority;

ii) Report on inventory of records and how the records pertain to the functions of the organization; and, 

iii) Organizational chart and CFR language describing the functions of the organization
	C)  Depends upon NARA workload.
	
	
	4th Quarter FY 2004
	

	
	D)  Establish standard metadata template and provide interim guidance for unscheduled electronic records.  A standard set of metadata for electronic information in all forms to facilitate the location and handling of official records.   Need to integrate business process, signature authorities, security controls, and cross walk to Federal Register Thesaurus.
	D) NARA has indicated that they will be producing a metadata standard as part of the initiative.  DoD 5015.2 is the recommended standard from NARA.  
	
	
	1st Quarter FY 2004
	

	3) Permanent Records Retired
	3)  Permanent records identified, inventoried, and retired under proper disposition authorities.  
	3) Two phases:

existing done by end of 2003; newly scheduled pending authority from NARA
	
	
	
	

	4) Regular records review and retirement in practice
	4)  Routine process for at least annual review, cleanup, and retirement of inactive records to nearest Federal Records Center.
	4)
	
	
	
	

	5) Lessons Learned
	5)  Obtain Lessons Learned from Agricultural Marketing Service and Environmental Protection Agency.  Modify acquisition plans for ERM accordingly.
	5)
	
	
	
	

	6) Web and Email Records
	6)  Address policies on use of web and email; and issues with those records.  Work with CIOs, webmasters, Agency Records Officers.
	6)
	
	
	
	

	7) BPR
	7)  Business Process Reengineering for ERM systems in planning.
	7)
	
	
	
	

	8) Acquire Search Tools
	8)  Acquire spidering technology (search tools).  Selection of search/spidering technology depends upon decisions of webmasters and CIOs.
	8)
	
	
	2nd Quarter FY 2004
	

	9) Acquire ERM
	A)  Train System Administrators and Agency Records Officers.  Basics of programming the software, issues with translations of file plans, disposition authorities
	9)
	
	
	
	

	
	B) Install and program records management software and search engines.
	
	
	
	
	

	
	C), Train End Users.

i) Basics of records management.  On-line tutorials for end users 

ii) Management Issues.  High level focus for senior managers
	
	
	
	
	

	10) Annual review and assessment of ERM
	
	
	
	
	
	


KPIs = Key Performance Indicators

Dollar amounts and FTE numbers included in this example are illustrative and do not represent the actual amounts for this initiative.3
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