
 

 

 Department of Energy 
 

Bonneville Power Administration 
P.O. Box 3621 

Portland, Oregon 97208-3621 

                          

 FREEDOM OF INFORMATION ACT/PRIVACY PROGRAM 
 

January 15, 2019 
 

In reply refer to:  FOIA #BPA-2019-00268-F 
 
John Cofrancesco 
Active Navigation 
11720 Plaza America Drive 
Reston, VA 20190 
Email: John.Cofransceso@activenavigation.com 
 
Dear Mr. Cofrancesco, 
 
This communication is the Bonneville Power Administration's (BPA) final response to your 
request for agency records made under the Freedom of Information Act, 5 U.S.C. § 552 (FOIA). 
Your records request was received on December 17, 2018 and was formally acknowledged on 
December 21, 2018. 
 
Request  
“…the BPA Records Management self-assessment agency report [annually collected by the 
National Archives and Records Administration (NARA)]…” 
 
Response 
The agency’s self-assessment agency report sent to NARA is comprised of 61 pages. BPA is 
herein releasing those 61 pages of records responsive to your request, with no redactions applied. 
 
Fee 
There are no FOIA fees applicable to the fulfillment of your request for BPA records. 
 
Certification 
Pursuant to 10 C.F.R. § 1004.7(b)(2), I am the individual responsible for the records release and 
determinations described above. Your FOIA request BPA-2019-00268-F is now closed with all 
available agency records provided. 
 
Appeal 
The adequacy of the search may be appealed within 90 calendar days from your receipt of this 
letter pursuant to 10 C.F.R. § 1004.8. Appeals should be addressed to:  
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Director, Office of Hearings and Appeals 
HG-1, L’Enfant Plaza 
U.S. Department of Energy 
1000 Independence Avenue, S.W. 
Washington, D.C. 20585-1615 

 
The written appeal, including the envelope, must clearly indicate that a FOIA appeal is being 
made. You may also submit your appeal by e-mail to OHA.filings@hq.doe.gov, including the 
phrase “Freedom of Information Appeal” in the subject line. (The Office of Hearings and 
Appeals prefers to receive appeals by email.) The appeal must contain all the elements required 
by 10 C.F.R. § 1004.8, including a copy of the determination letter. Thereafter, judicial review 
will be available to you in the Federal District Court either (1) in the district where you reside, 
(2) where you have your principal place of business, (3) where DOE’s records are situated, or (4) 
in the District of Columbia. 
 
You may contact BPA's FOIA Public Liaison, Jason Taylor, at the address on this letter header 
for any further assistance and to discuss any aspect of your request. Additionally, you may 
contact the Office of Government Information Services (OGIS) at the National Archives and 
Records Administration to inquire about the FOIA mediation services they offer. The contact 
information for OGIS is as follows: 
 

Office of Government Information Services 
National Archives and Records Administration 
8601 Adelphi Road-OGIS 
College Park, Maryland 20740-6001 
E-mail: ogis@nara.gov 
Phone: 202-741-5770 
Toll-free: 1-877-684-6448 
Fax: 202-741-5769 

 
Questions about this communication may be directed to Thanh Knudson, Flux Resources, LLC, 
at etknudson@bpa.gov or 503.230.5221 
 
Sincerely, 
 
 

 
Candice D. Palen 
Freedom of Information/Privacy Act Officer 
 
Responsive records attached 



Initial Report Last Modified: 04119/2017

1. Is there a person in your agency who is responsible for coordinating and overseeing the implementation of the records
management program? (36 CFR 1220.34(a))

Answer Bar Response %

2. Please provide the person's name, position title, and office.

Text Response

Christopher M. Frost Information Governance Supervisor Agency Records Officer, FOIA/Privacy Officer Information Governance - CGI

3. How long has this person been responsible for coordinating and overseeing the implementation of the records
management program?

Answer Bar Response %

1 X 5 or more years

2 X 3 to 4 years

3 X 1 to 2 years

4 X Less than a year

100%

0%

0%

0%

Total

4. Does your agency have a documented and approved records management directive(s)? (36 CFR 1220.34(c))

# Answer Bar Response

1 ,,/Yes

2 No, pending final approval

3 No, uncer development

4 X No

5 X Do not know

100%

0%

0%

0%

0%

Total

5_ When was your agency's directive(s) last reviewed and/or revised to ensure it includes all new records management
policy issuances and guidance?

# Answer

,/ FY 2016 -present

2 FY 2014 - 2015

3 ,/ FY 2012 - 2013

4 X FY 2011 or earlier

5 X Do not know

7 X Not applicable, agency does not have a records management directive

Bar Response

0%

100%

0%

0%

0%

0%

Total

001



6. Does your agency have a network of designated employees within each program and administrative area who are
assigned records management responsibilities? These individuals are often called Records Liaison Officers (RLOs) though

their titles may vary. (36 CFR 1220.34(d))

# Answer Bar Response

1 ,/Yes
2 X No

3 X Do not know

4 Not applicable, agency has less than 100 employees

5 ,„/ Not applicable, Departmental Records Officer - this is done at the component level

o 0%

1 100%

O 0%

O 0%

O 0%

Total

7. Does your agency have internal records management training*, based on agency policies and directives, for employees
assigned records management responsibilities? (36 CFR 1220.34(f)) *Includes NARA's records management training

workshops that were customized specifically for your agency or use of an agency customized version of the Federal Records
Officer Network (FRON) RM 101 course.

# Answer Bar Response

1 ./Yes
2 X No

3 ,„/ No, pending final approval

4 No, under development

5 X Do not Imow

6 ,/ Not applicable, please explain

1 100%

0 0%

0 0%

0 0%

0 0%

0 0%

Total

Not applicable, please explain

8. Has your agency developed mandatory internal, staff-wide, formal training*, based on agency policy and directives, which
helps agency employees and contractors fulfill their recordkeeping responsibilities and covers records in all formats,

including email, text messages, chat, or other electronic communication messaging applications or platforms such as social
media or mobile device applications?** (36 CFR 1220.34(f)) *Includes NARA's records management training workshops that

were customized specifically for your agency or use of an agency customized version of the Federal Records Officer Network
(FRON) RM 101 course. **Components of departmental agencies may answer "Yes" if this is handled by the department.

Department Records Officers may answer "Yes" if this is handled at the component level.

Answer Bar Response

1 Yes

2 X N°

3 ,/ No, pending final approval

4 „./ No, under development

5 X Do not know

100%

0%

0%

0%

0%

Total

9. Does your agency require that all senior and appointed officials, including those incoming and newly promoted, receive
training on the importance of appropriately managing records under their immediate control? (36 CFR 1220.34(f))

Answer

,/Yes

2 X No

3 X Do not know

Bar Response

100%

0%

0%

Total

002



10. Is records management training included in the new hire in - processing for new employees in your agency?

Answer Bar Response

x' 100%

2 X No 0%

3 X No, pending final approval 0%

4 X No, uncer development 0%

5 X Do not know 0%

Total

11. Please add any additional comments about your agency for Section I: Activities. (Optional)

Text Response

All new employees including senior officials are required to complete Information Governance and Lifecycle Management training within 30 days of new employee orientation and annually thereafter.
In addition, Information Governance participates in new employee orientation to provide information on all of its programs (IGLM,FOIA and Privacy). IGLM also offers targeted live traimngs for topics
such as: Information Asset Planning, Filing to Retrieve, and other topics, as well as FACts and step-by-step materials posted to the internal Information Governance website.

12. In addition to your agency's established records management policies and records schedules, has your agency's
records management program developed and implemented internal controls to ensure that all eligible, permanent agency

records in all media are transferred to NARA according to approved records schedules'? (36 CFR 1222.26(e)) **These
controls must be internal to your agency. Reliance on information from external agencies (e.g., NARA's Federal Records

Centers) or other organizations should not be considered when responding to this question. Examples of records
management internal controls include but are not limited to: • Regular briefings and other meetings with records creators

• Approval process for handling transfer notices from Federal Records Centers • Monitoring and testing of file plans
• Regular review of records inventories • Internal tracking database of permanent record authorities and dates

Answer Bar Response

1 V Yes 100%

2 X No 0%

3 No, pending final approval 0%

4 s/ No, uncer development 0%

5 X Do not know 0%

Total

13. In addition to your agency's established policies and records schedules, has your agency developed and implemented
internal controls to ensure that Federal records are not destroyed before the end of their retention period? (36 CFR 1222.26(e))

**These controls must be internal to your agency. Reliance on information from external agencies (e.g., NARA's Federal
Records Centers) or other organizations should not be considered when responding to this question. * Examples of records

management internal controls include but are not limited to: • Regular review of records inventories • Approval
process for disposal notices from off-site storage • Require certificates of destruction • Monitoring shredding services
• Performance testing for email • Monitoring and testing of file plans • Pre-authorization from records management
program before records are destroyed • Ad hoc monitoring of trash and recycle bins • Notification from facilities staff

when large trash bins or removal of boxes are requested • Annual records clean out activities sponsored and monitored by
records management staff

# Answer Bar Response

1 ,,/Yes

2 X N°

3 ,400 No, pending final approval

4 No, under development

5 X Do not know

100%

0%

0%

0%

0%

Total
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14. Does your agency evaluate, by conducting inspections/audits/reviews, its records management program to ensure that
it is efficient, effective, and compliant with all applicable records management laws and regulations? ** For this question,
your agency's records management program, or a major component of the program (e.g., vital records identification and

management, the records disposition process, records management training, or the management of your agency's electronic
records), must be the primary focus of the inspection/audit/review.

Answer

V Yes

X No, please explain

X Do not know

No, please explain

Bar Response 0/0

15. How often is your records management program, or a major component of your program, evaluated for compliance with
agency records management policies and procedures?

• Answer Bar Response

1 V Every 1 - 2 years

2 V Every 3 - 4 years

3 V Every 5 years

4 X More than every 5 years

5 X Do not know

7 X Not applicable, agency does not evaluate Its records management program

Total

16_ Was a formal written report prepared as part of the most recent inspection/audit/review?

# Answer Bar Response

1 X'
2 X No

3 X Do not know

5 X Not applicable, agency does not evaluate its records management program

Total

17. Do your agency's evaluation procedures include creating plans of corrective action that are monitored for
implementation?

# Answer Bar Response

1 X Yes

2 X No

3 X Do not know

4 X Not applicable, agency does not evaluate Its records management program

Total

100%

0 0%

0 0%

0 0%
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18. Has your agency established performance goals for its records management program? *Examples of performance
goals include but are not limited to: • Identifying and scheduling all paper and non -electronic records by the end of FY

2017 • Developing computer-based records management training modules by the end of FY 2017 • Planning and piloting
an electronic records management solution for email by the end of FY 2017 • Updating records management policies by the

end of the year • Conducting records management evaluations of at least one program area each quarter

# Answer

Yes

X No

vi Currently under development

X Do not know

Bar Response

19. Has your agency's records management program identified performance measures for records management activities
such as training, records scheduling, permanent records transfers, etc.? *Examples of performance measures include but

are not limited to: • Percentage of agency employees that receive records management training in a year • A reduction
in the volume of inactive records stored in office space • Percentage of eligible permanent records transferred to NARA in

a year • Percentage of records scheduled • Percentage of offices evaluated/inspected for records management
compliance • Percentage of email management auto-classification rates • Development of new records management

training modules • Audits of internal systems • Annual updates of file plans • Performance testing for email
applications to ensure records are captured

# Answer

s/ Currently under development

X Do not know

Bar Response

20. Does your agency's records management program have documented and approved policies and procedures that
instruct staff on how your agency's permanent records in all formats must be managed and stored? (36 CFR 1222.34(e))

Answer Bar Response

1 ./Yes 100%

2 X No 0%

3 V No, pending final approval 0%

4 „/ No, under development 0%

5 X Do not know 0%

Total

21. Has your agency identified the vital records of all its program and administrative areas? (36 CFR 1223.16)
*Departmental agency components may answer "Yes" if this is handled at the department level.

Answer Bar Response

1 Yes

2 X No

3 X Do not know

100%

0%

0%

Total
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22. How often does your agency review and update its vital records inventory? (36 CFR 1223.14)

Answer Bar Response %

1 Annually

2 %/ Every 2 -3 years

3 %, Every 4 -6 years

4 X Never

5 X Do not know

a

0%

100%

0%

0%

0%

Total

23. Is your vital records plan part of the Continuity of Operations (COOP) plan?

Answer Bar Response

1 /Yes
2 X No

3 X Do not know

100%

0%

0%

Total

24. Does your agency identify and analyze internal and external risks to records and information?

Answer Bar Response

1 X Yes

2 X No

3 X To some extent

4 X Do not know

0%

0%

100%

0%

Total

25. Does your agency have policies in place to protect records and information from internal and external risks?

Answer Bar Response

1 X Yes

2 X No

3 X No, pending final approval

4 X No, under development

5 X Do not know

100%

0%

0%

0%

0%

Total

26. The Agency Records Officer and the FOIA Officer:

Answer Bar Response

1 X Are the same person

2 X Coordinate closely together

3 X Know each other but do not work together

100%

0%

0%

Total
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27. Please provide the FOIA Officer's name. position title, and contact information.

Text Response

28. The FOIA Officer can find records needed to respond to a FOIA request. Select on the sliding scale a number between 1

and 5, with 1 being with difficulty and 5 being easily.

# Answer Min Value Max Value Average Value Standard Deviation Responses

1 X 1 = With Difficulty 5 = Easily 4.00 4.00 4.00 0.00

29. Does your agency use software or other technology to process, track, de -duplicate responsive records, redact records,
and respond to FOIA requests?

Answer Bar Response

1 X Yes 100%

2 X No 0%

3 X To some extent 0%

4 X Do not know 0%

Total

30. Please list the software or other technology used by your agency to process, track, de -duplicate responsive records,
redact records, and respond to FOIA requests.

Text Response

SharePoint FOIAXpress Adobe Pro Summation

31. Do FOIA programs throughout your agency have standard operating procedures for the entire FOIA process including
intake/triage, fees, expedited processing, search, review, estimated dates of completion, and response?

Answer Bar Response

1 X Yes 0%

2 X No 0%

3 x To some extent 0%

4 x Under development 0%

5 x Do not know 0%

Total

32. Have FOIA programs throughout your agency identified performance measures for FOIA activities? *Examples of
performance measures for FOIA programs include but are not limited to: Number of pages processed Reduction in response

times Reduction in backlog Increase in proactive disclosures

Answer Bar Response

1 X Yes 100%

2 X No 0%

3 X To some extent 0%

4 x Under development 0%

5 X Do not know 0%

Total
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33. Why not?

Answer Bar Response

1 X Do not know how to determine what performance measures are needed

2 X My agency has performance measures but not specific to FOIA

3 X Do not understand the question

4 x Other, please explain

Total

Other, please explain

34. Do FOIA programs throughout your agency alert requesters to the dispute resolution services offered by the Office of
Government Information Services (OGIS)*? *The Office of Government Information Services (OGIS) is a FOIA resource for
both the public and the Government. Congress mandated OGIS with reviewing agency compliance with FOIA, identifying

policies and procedures for improving FOIA compliance, and providing mediation services to resolve FOIA disputes between
Federal agencies and requestors.

tt Answer Bar Response

35. Are you familiar with the changes to this law?

36. Has your agency started to identify records that are of general interest or use to the public that are appropriate for public
disclosure? (P.L. 114 -185)

Answer Bar Response

37. Please add any additional comments about your agency for Section II: Oversight and Compliance. (Optional)

Text Response

A significant development in BPA's oversight and compliance over the past two years has been certain organizational re-structuring and partnering with other organizations. In 01 of FY2018, BPA
created the Information Governance organization, which Includes the Information Governance & Lifecycle Management, FOIA, and Information Collection/Privacy programs. Integration of these
programs as improved the ability of each to perform its oversight and compliance obligations. Moreover, the Information Governance organization has partnered with Continuity of Operations to use
our information asset plans as part of the vital/essential records inventory, as well as partnering with Information Security to perform inspections that identify records, security, and Pll risks across the
enterprise.
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38. Are records and information in your agency managed throughout the lifecycle [creation/capture, classification,
maintenance, retention, and disposition ] by being properly identified, classified using a taxonomy, inventoried, and

scheduled? (36 CFR 1222.34, 36 CFR 1224.10 and 36 CFR 1225.12)

Answer Bar Response

39. Are records and information in your agency easily retrievable and accessible when needed for agency business? (36
CFR 1220.32(c))

# Answer Bar Response

1 V Yes, all records are easily retrievable and accessible when needed o 0%

2 V Most records can be retrieved and accessed in a timely manner 1 100%

3 V Some records can be retrieved and accessed in a timely manner 0 0%

4 X" 0%

5 X Do not know 0%

Total

40. When was the last time your agency submitted a records schedule to the National Archives of the United States?

# Answer Bar Response

1 X FY 2014 -2016 o 0%

2 X FY2011 -2013 0 0%

3 X FY 2008 -2010 0 0%

4 X FY 2007 or earlier 1 100%

7 X Do not know, please explain 0 0%

Total

Do not know, pease explain

41. Does your agency have permanent records that are 30 years old or older that are located in agency office space, agency -

operated records centers, and/or commercial records centers? (36 CFR 1235.12(b) and M-12 -18))

Answer Bar Response
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42. When do you plan on transferring these records to NARA?

Answer Bar Response

1 X FY2017

2 x FY 2018

3 X'2010
4 X FY 2020

5 X After FY 2020

6 x Do not know please explain

100%

0%

0%

0%

0%

0%

Do not know, please explain

43. Are you aware of the requirement to formally request permission from NARA to retain permanent records beyond that
time specified in your agency's NARA-approved records schedules as outlined in 36 CFR 1235.14 and 1235.16?

Answer Bar Response

44. Does your agency disseminate every approved disposition authority (including newly approved records schedules and
General Records Schedules items) to agency staff within six months of approval? (36 CFR 1226.12(a))

Answer

1 Yes

2 X No

3 X Do not know

Bar Response

100%

0%

0%

Total

45. What method(s) does your agency use? (Choose all that apply)

Answer Bar Response

1 X Post to internal website or other shared information location 100%

2 X Memorandum or email notification 0%

X Update training materials 0%

4 X Update records management policies and/or handbooks 100%

5 X Other, please explain 100%

Other, please explain

In the information asset planning (IAP) process, the la M team discusses current records schedules that may be applicable to an organization's records and captures the assignment Cl those
schedules on tee IAP.
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46. Did your agency transfer permanent non -electronic records to NARA during FY 2016? (36 CFR 1235.12)

# Answer Bar Response

1 V Yes 100%

2 X No 0 0%

3 V No - No records were eligible for transfer during FY 2016 0 0%

4 V No - New agency, records are not yet old enough to transfer 0 0%

5 V No -My agency does not have any permanent non-electronic records 0 0%

6 X Do not know 0 0%

7 X Other, please explain 0 0%

Total 1

Other, please explain

47. Did your agency transfer permanent electronic records to NARA during FY 2016? (36 CFR 1235.12)

# Answer Bar Response

1 V Yes 0%

2 X No 0%

4 V No - No electronic records/systems were eligible for transfer during FY 2016 100%

5 V No - New agency, electronic records/systems are not old enough to transfer 0%

7 X Do not know 0%

8 X Other, please explain 0%

9 V No - My agency does not have any permanent electronic records 0%

Total 1

Other, please explain

48. Were the permanent electronic records transferred during FY 2016 using the Electronic Records Archives (ERA)?

If Answer

1 X Yes

2 X No

3 X Do not know

Bar Response

0%

0%

0%

Total 0

49. Does your agency have a method for estimating the volume in bytes of permanent electronic records currently being
maintained by your agency?

# Answer Bar Response

X Yes 0%

2 X No 1 100%

3 X Do not know 0 0%

4 X Not applicable, my agency does not have any permanent electronic records 0 0%

Total 1
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50. Does your agency track when its permanent records (regardless of format) are due to be transferred to NARA?

Answer Bar Response

X Yes

X No

X Do not know

X Not applicable, please explain

Not applicable, please explain

51. What method(s) does your agency use to track its permanent records? (Choose all that apply)

# Answer Bar Response %

1 X Rely on Federal Records Center notifications 1 100%

2 X Maintain an inventory 1 l00%

3 X Database or other automated tracking 1 100%

4 X Manual tracking 0 0%

5 X Other, please explain 0 0%

Other, please explain

52. Does your agency conduct. and document for accountability purposes, exit briefings for departing senior officials on the
appropriate disposition of records, including email, under their immediate control? (36 CFR 1222.24 (a)(6) and 36 CFR

1230.10(a & b))

# Answer Bar Response

1 Yes

2 Yes, but not documented

3 X No

4 X Do not know

5 s/ Not applicable, please explain

1 l00%

o%

o%

o%

o o%

Total

Not applicable, please explain

53. Is the Agency Records Officer and/or Senior Agency Official for Records Management involved in exit briefings or other
exit clearance processes for departing senior officials?

Answer

1 X Yes

2 X No

3 X Do not know

Bar Response

100%

0%

0%

Total
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54. Does the exit or separation process for departing senior officials include records management program staff or other
designated official(s) reviewing and approving the removal of personal papers and copies of records by those senior officials?

(36 CFR 1222.24(a)(6))

Answer

No, please explain

Bar Response

55_ Please add any additional comments about your agency for Section III: Records Disposition. (Optional)

Text Response

56. Has your agency incorporated and/or integrated internal controls to ensure the reliability, authenticity, integrity, and
usability of agency electronic records maintained in electronic information systems? (36 CFR 1236.10)

Answer

Not applicable, please explain

Bar Response

57. Does your agency have documented and approved procedures to enable the migration of records and associated
metadata to new storage media or formats so that records are retrievable and usable as long as needed to conduct agency

business and to meet NARA-approved dispositions? (36 CFR 1236.20(b)(6))

Answer Bar Response

58. Are records management staff involved in developing procedures to ensure that records are properly migrated from
retired systems? (36 CFR 1235.20(b)(6))

Answer

Not applicable, please explain

Bar Response
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59. Does your agency maintain an inventory of electronic information systems that indicates whether or not each system is
covered by an approved NARA disposition authority? (36 CFR 1236.26(a))

Answer

,/ Yes

X No. please explain

X Do not know

No, please explain

Bar Response

60. Does your agency ensure that records management functionality, including the capture, retrieval, and retention of
records according to agency business needs and NARA -approved records schedules, is incorporated into the design,

development, and implementation of its electronic information systems? (36 CFR 1236.12)

Answer Bar Response

1 Yes 1 100%

2 X No, please explain 0%

3 X Do not know 0 0%

4 Not applicable, please explain 0 0%

Total

No, please explain Not applicable, please explain

61_ Does your agency's records management program staff participate in the design, development, and implementation of
new electronic information systems?

# Answer Bar Response

1 X5 0%

2 X To some extent 1 100%

3 X No, please explain 0%

4 X Do not know 0%

5 X Not applicable, please explain 0%

Total

No, please explain Not applicable, please explain

62. Which of these activities does your agency's records management program staff participate in to ensure that records
requirements are part of the recommended solution? (Choose all that apply)

# Answer Bar Response %

1 X Participate in review and acceptance of proposals for new systems 1 100%

2 X Participate as stakeholder in requirements gathering 0 0%

3 X Participate as stakeholder In design phase 0 0%

4 X Participate as stakeholder in development phase including testing the system 0 0%

5 X Provide sign off authority for the implementation of new systems 0 0%

6 X Monitor system for adherence to standards, policies, and procedures 1 100%

7 X Provide information only 0 0%

8 X Do not know 0 0%

9 X Other, please explain 0 0%

Other, please explain
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63. Does your agency have documented and approved policies and procedures in place to handle email records that have a
retention period longer than 180 days? (36 CFR 1236.22)

Answer

V Yes

X No. please explain

X Do not know

No, please explain

Bar Response

64. Does your agency have documented and approved policies and procedures to implement the guidelines for the transfer
of permanent email records to NARA described in NARA 2014-04: Appendix A, Revised Format Guidance for the Transfer of

Permanent Electronic Records — Tables of File Formats Section 9 - Email? (36 CFR 1236.22(e))

Answer Bar Response

65. Do employees in your agency have more than one agency -administered email account? (NARA Bulletin 2013 -03) *

Examples of business need for more than one agency-administered email account may include but are not limited to: Using
separate accounts for public and internal correspondence Creating accounts for a specific agency initiative which may have

multiple users Using separate accounts for classified information and unclassified information

Answer Bar Response

66. Does your agency have documented and approved policies that address these types of accounts and that state that
email records must be preserved in an appropriate agency recordkeeping system? (36 CFR 1236.22)

Answer Bar Response

1 V Yes

2 X No

3 X Do not know

Total

100%

0%

0%

67. Does your agency allow the use of personal email accounts to conduct official business? (36 CFR 1236.22(b))

Answer Bar Response
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68. Does your agency have documented and approved policies that address the use of personal email accounts, whether or
not allowed, that state that a complete copy of all emails officers or employees create or receive in such accounts must be

preserved in an appropriate agency recordkeeping system and must be forwarded to an official electronic messaging account
of the officer or employee no later than 20 days after the original creation or transmission of the record? (36 CFR 1236.22(b)

and P.L. 113 -187)

• Answer Bar Response

69. Does your agency's email system(s) retain the intelligent full names on directories or distribution lists to ensure
identification of the sender and addressee(s) for those email messages that are Federal records? (36 CFR 1236.22(a)(3))

• Answer

1 Yes

2 X No

3 X Do not know

Bar Response

100%

0%

0%

Total

70. What method(s) does your agency employ to capture and manage email records? (Choose all that apply)

# Answer Bar Response

1 X Captured and stored in an email archiving system

2 X Captured and stored in an electronic records management system

3 X Captured and stored as .PST

4 X Print and file

5 X Not captured and email is managed by the end-user in the native system

6 X Other, please be specific

100%

0%

0%

0%

0%

100%

Other, please be specific

End users are required by policy to remove Federal record material in email format out of the email system and into their Office of Record's shared electronic filing. As part of BPA's Unstructured Data
Management (UDM) project being implemented in FY17, all email will be captured and managed in the agency Electronic Record-Keeping System(ERKS), Discovery Core.

71. Does your agency evaluate, monitor, or audit staff compliance with the agency's email preservation policies? (36 CFR
1220.18)

• Answer Bar Response
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72. Who evaluates, monitors, or audits staff compliance with the agency's email preservation policies? (Choose all that
apply)

Answer Bar Response

1 X Inspector General 0%

2 X Chief Information Officer 0%

3 X Agency Records Officer 100%

4 X Other, please explain 0%

5 X Do not know 0%

Other, please explain

73. How often does your agency evaluate, monitor, or audit staff compliance with the agency's email preservation policies?

# Answer Bar Response

1 X Every 6 months 0%

2 X Every year 1 100%

3 X Every 2 years 0 0%

4 X Less frequently than every 2 years 0 0%

5 X Do not know 0 0%

6 X Not applicable, agency does not audit staff compliance 0 0%

Total

74. Has your agency implemented a plan to use the "Capstone" approach for managing email records as specified in NARA
Bulletin 2013 -02, Guidance on a New Approach to Managing Email Records?

Answer

X Yes

X No, please explain

X Do not know

No, please explain

Bar Response

75. Have you submitted a retention schedule for identifying "Capstone" accounts for approval by NARA?

# Answer Bar Response

1 X Yes

2 X No, please explain

3 X Do not know

4 X Not applicable, already submitted NA-1005 to use GRS 6.1: Email Managed Under a Capstone Approach

5 X Not applicable, planning louse ORS 6.1 but have not yet submitted NA-1005

Total

No, please explain
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76. Is your agency able to readily access usable email from departed employees?

if Answer Bar Response

1 x"
2 X N°

3 X Do not know

100%

0%

0%

Total

77. Is your agency able to prevent unauthorized access, modification, or destruction of emails?

Answer Bar Response [
Pk

78. Can your agency transfer permanent email records to the National Archives of the United States in accordance with
agency records schedules or General Records Schedules and NARA regulations and guidance?

if Answer

1 X YeS

2 X N°

3 X Do not know

Bar Response

100%

0%

0%

Total

79. Is your agency able to decrypt permanent email records before they are accessioned by NARA?

Answer Bar Response

80. Does your agency have documented and approved policies and procedures in place to manage electronic messages
including text messages. chat/instant messages, voice messages, and messages created in social media tools or

applications?

Answer

Other, please explain

Bar Response %
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81. Does your agency have an approved records schedule covering electronic messages including text messages,
chat/instant messages, voice messages, and messages created in social media tools or applications that meet the definition of

a Federal record?

Answer Bar Response

82. Which of the following best describes the steps your agency has taken to comply with metadata bulletin NARA 2015-04
Metadata Guidance for the Transfer of Permanent Electronic Records to maintain metadata for permanent electronic records?

# Answer Bar Response

1 X We have implemented measures to comply with NARA Bulletin 2015-04

2 X We have reviewed NARA Bulletin 2015-04 and are planning to implement measures to comply with NARA Bulletin 2015-04

3 X We have reviewed NARA 2015-04 but have not taken steps to implement it

4 X We have not reviewed NARA 2015-04

5 X Do not know

6 X None of the above, please explain

1 100%

O 0%

O 0%

O 0%

O 0%

O 0%

Total

None of the above, please explain

83. Which of the following best describes the level at which your organization is responsible for defining records
management metadata schema* for use across systems that maintain permanent electronic records? *A schema is a logical
plan showing the relationships between metadata elements, normally through establishing rules for the use and management
of metadata specifically as regards the semantics, the syntax, and the optionality (obligation level) of values (ISO 23081.1 s3

Terms and Definitions)

# Answer Bar Response %

1 X My agency has adopted an external standard (e.g., International Organization for Standardization (ISO), industry, or military
standard) 0%

2 X Defining records management metadata schema is done at the department level and used enterprise wide (i.e. all entities
within the department use the same one) 0 0%

3 X Defining records management metadata schema is done at the individual component agency/bureau/office level (i.e. each
uses its own unique one) 0 0%

4 X As an independent agency, records management metadata schema is defined and mandated for use across the agency by
the Office of the Chief Information Officer

0 0%

5 X My agency/component/bureau/office does not have or use a metadata schema 0%

6 X Do not know 0 0%

7 X None of the above, please explain 1 100%

Total

None of the above, please explain

As part of BPA's Unstructured Data Management (UDM) project being implemented in FY17, a metadata schema has been developed for use in the agency Electronic Record-Keeping System),
Discovery Core. All Federal records ingested into Discovery Core will have metadata applied (whether temporary or permanent records) according to the UDM metadata schema.
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84. Which of the following best describes your agency's use of controlled vocabularies, thesauri, or term lists that ensure
consistent data entry of metadata?

# Answer Bar Response %

1 X My agency/component developed its own based on internal practices

2 X My agency/component has adopted an external standard (e.g., ISO, industry, military standard)

X Controlled vocabularies, thesauri, or term lists are defined by the department and mandated for use by all
3 agencies/bureaus/offices

X As an independent agency, controlled vocabularies, thesauri, or term lists are defined and mandated for use across the
4

agency by the Office of the Chief Information Officer

5 X My agency/component does not use controlled vocabularies, thesauri, or term lists

6 X Do not know

7 X None of the above, please explain

Total

None of the above, please explain

85. Please add any additional comments about your agency for Section IV: Electronic Records. (Optional)

Text Response

As noted above, BPA's Unstructured Data Management (UDM) project is implementing agency Electronic Record -Keeping System), Discovery Core. Discovery Core conssts of several modules
including a Consolidate Archive, a Records Manager, Universal Search. and E-Discovery/Legal Hold which all operate together to ensure compliance with records obligations under OMB M-12-18,
reduce e-discovery risk in litigation, and facilitate response to FOIA requests. The system has been developed over the last two years and is being rolled out across BPA in the latter half of FY17.

86. Does your agency have an SAO for Records Management? (If you are a component of a department, you may answer
"Yes," even if this is not being done at the component level.)

ft Answer Bar Response

87. Does your Agency Records Officer meet regularly (four or more times a year) with the SAO for Records Management to
discuss the agency records management program goals?

ft Answer Bar Response
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88. Did your agency meet the deadline to submit records schedules for all unscheduled paper and other non -electronic
records by December 31, 2016?

# Answer Bar Response

1 X Yes - All retention schedules have been submitted and approved by NARA

2 X Yes - Retention schedules have been submitted and are pending NARA approval

3 X No - Retention schedules are in draft form and have not yet been submitted to NARA

4 XI'
X Do not know

6 X Other, please explain

1 100%

O 0%

O 0%

O 0%

O 0%

O 0%

Total

Other, please explain

89. Does your agency have a method of continually identifying new and unscheduled records?

Answer Bar Response

1 X Yes

2 X No

3 X Do not know

100%

0%

0%

Total

90. Which method(s) does your agency use? (Choose all that apply)

# Answer Bar Response

1 X Regular surveys 0%

2 X Regular inventories 1 100%

3 X Records management evaluations, site assessments, or audits of program offices 1 100%

4 X Work with program managers to identify new programs and related records 0 0%

5 X Work with Privacy Officer and review SORNs (Systems of Records Notices) 1 100%

6 X Work with FOlA Officer 1 100%

7 X Records Liaison Officers notify Agency Records Officer of new record series 0 0%

8 X Require use and annual update of filo plans 1 100%

9 X Participate in design and retirement of information systems and note changes in records 0 0%

10 X Outreach and awareness 0 0%

11 X Other, please explain 0 0%

Other, please explain

91. Has your agency identified any additional unscheduled records that have not already been reported to NARA?

Answer Bar Response

1 X Yes 0%

2 X No 100%

3 X Do not know 0 0%

Total
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92. Does your agency use cloud services?

if Answer Bar Response

1 x"
2 X No

3 X Do not know

100%

0%

0%

Total

93. For what purpose(s) is your agency using cloud services? (Choose all that apply)

# Answer Bar Response %

1 X Email 0%

2 X Administrative functions such as payroll, purchasing, and financial management 0 0%

3 X Mission/program-related functions 1 100%

4 X Other, please explain 0 0%

5 X Do not know 0 0%

Other, please explain

94. Are recordkeeping requirements included?

95. Will your agency use the new Records and Information Management Series, 0308, (job series) released by the Office of
Personnel Management in 2015?

# Answer Bar Response

1 X Yes 1 100%

2 X No 0 0%

3 X Do not know 0 0%

4 X Not applicable, my agency does not use the General Schedule (GS) job classifications 0%

Total

96. Why will your agency NOT be using the new job series?
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97. Does your agency use your RMSA scores to measure the effectiveness of the records management program?

S Answer Bar Response

1 X Yes

2 X No

3 X Do not know

4 X Comments (Optional): Please include in your comments how you use the RMSA

Comments (Optional): Please include in your comments how you use the RMSA

98. How many full - time equivalents (FTE) are in your agency/organization? (Choose one)

Answer Bar Response %

1 X 500,000 or more FTEs 0%

2 X 100,000 — 499,999 FTEs 0%

3 X 10,000 — 99,999 FTEs 0 0%

4 X 1,000— 9,999 FTEs 1 100%

5 X 100 — 999 FTEs 0 0%

6 X 1 — 99 FTEs 0 0%

7 X Not Available 0 0%

Total 1

99. What other staff, offices, or program areas did you consult when you completed this self-assessment? (Choose all that
apply)

ff Answer Bar Response

1 X Senior Agency Official 100%

2 X Office of the General Counsel 100%

3 x Program Managers 100%

4 X FOIA Officer 100%

5 X Information Technology staff 100%

6 x Records Liaison Officers or similar 0%

7 X Administrative staff 0%

x Other, please be specific: 100%

9 X None 0%

Other, please be specific:

The RMSA was reported to the Information Governance Oversight Team, consisting of program managers, and also the Agency Compliance & Governance Committee consisting of Senior Executives.
and is approved by the SAO.

100. How much time did it take you to gather the information to complete this self-assessment?

ff Answer Bar Response

1 X Under 3 hours

2 X More than 3 hours but less tfian 6 hours

3 X More than 6 hours but less than 10 hours

4 X Over 10 hours

0%

1 100%

0 0%

0 0%

Total 1
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101. Did your agency's senior management review and concur with your responses to the 2016 Records Management Self-
Assessment?

Answer

XS
2 X No

3 X Do not know

Response

100%

0%

0%

102. Please provide your contact information.

Name: Agency, Bureau, or Office: Job Title. Email Address: Phone Number.

Chris:ophor M. Frost Bonnevillle Power Administration Information Governance Supervisor, Agency Records Officer, FOR/Privacy Officer cmfrost©bpa.gov 503 -230-5602

103. Are you the Agency Records Officer?

Answer Bar Response

X Yes

2 X No

100%

0%

Total 1

104. Please provide the Agency Records Officer's contact information.

Name: Email Address: Phone Number:

105. Do you have any suggestions for improving the Records Management Self-Assessment next year?

Text Response

There are certain additional questions Vial would benefit from a narrative commentary box or an "other, please explain (with commentary box) As an example, Q87 - Agency records Officer meeting low
or more times a year - would benefit from allowing for commentary. At BPA, the SAO is the Administrator. The organizational governance structure of the agency has assigned a Compliance and
Governance responsibilities to a Committee of Senior Executives including the Deputy Administrator, Executive VP for Compliance Audit and Risk, and General Counsel. The IGLM program reports
regularly to this committee in lieu of meeting with the Administrator.

106. Q_URL

Value Total

/SE/?Q_DL =2tVYJrSs91U7g3z_5zLKurmryiJzVV8R_MLRP_3JHehafTpsywwUl&Q_CHL=email 1

107. SSID

Value Total
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108. Score

Statistic Value

Mean Score 94.00

Score Standard Deviation 0.00

Weighted Mean of Items 0.89

Weighted Standard Deviation of Items 1.34

Items 106.00
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Initial

Re

•ort

Last

6

1.
Is
there

a
person

In
your

agency

who

Is
responsible

for

coordinating

and

overseeing

the

implementation

of
the

records

management

program?

(36

CFR

1220.34(a))

0

Answer

2 3

Yes No Do

not

know

Bar

Response

100%
0% 0%

Total

2.

Please provide

the

person's name,

position

title, and

office.

Text

Response

Christopher

M.

Frost

hfcrmation

Governance

Supervisor

Agency

Records

Officer.

FOIA/Privacy

Odicer

CGI—

3.
Does

your

agency

have

a
records

management

directive(s)?

(36

CFR

1220.34(c))

Answer

Bar

Response

2 3

Yes No Do

not

know

0

100%
0% 0%

Total

4.

When

was

your

agency's

directive(s)

last

reviewed

and/or revised

to

ensure

it
includes

all

new

records

management

policy

issuances

and

guidance?

#

Answer

1

FY

2015

-
present

2

FY

2013

-
2014

3

FY2011

-
2012

4

FY

2010

or

earlier

5

Do not

know

7

Not

applicable.

agency

does

rot

have

a
records

management

directive

Bar

Response

100%
0% 0% 0% 0% 0%

Total

5.

Has your agency

updated

its

records

management

directives

and/or policies

to

reflect

changes

to
the

Federal

Records

Act

(Public

Law 113

-187)?

Answer

Bar

Response

1

Yes

2

No

3

No,

unaware

of
these changes

4

Under

development

Do

not

know

6

Other, please

explain

100%

0% 0% 0% 0% 0%

Total

Other, please

explain

6.

Has your agency's

records

management

program

established

strategic

goals and

objectives?

Answer

ear

Response

7

Yes No

9

To

some

extent

10

Do

not

know

Total
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7. Does the leadership and management of your agency recognize records and information management as a priority?

Answer Bar Response

1 Yes 100%

2 No 0%

3 To some extent 0 0%

4 Do not know 0%

Total

8. Does your agency have a network of designated employees within each program and administrative area who are assigned records management
responsibilities? These individuals are often called Records Liaison Officers (RLOs) though their titles may vary. (36 CFR 1220.34(d))

1 Yes 0

2 No 1001°

3 Do not !mow 0%

4 Not applicable, please explain 0%

9. Does your agency have internal records management training', based on agency policies and directives, for employees assigned records
management responsibilities? (36 CFR 1220.34(f)) 'Includes NARA's records management training workshops that were customized specifically for

your agency or use of the Federal Records Officer Network (FRON) RM 101 course.

Answer

plot applicable, please expktio

Bar Response

10. Has your agency developed internal, staff-wide, formal training', based on agency policies and directives, which helps agency employees and
contractors fulfill their recordkeeping responsibilities? (36 CFR 1220.34(f)) *Includes NARA's records management training workshops that were

customized specifically for your agency or use of the Federal Records Officer Network (FRON) RM 101 course.

Answer

Yes

No

Do not know

Not applicable, please explain

Not applicable, please explain

Bar Response

11. Has your agency developed internal, staff-wide, formal training*, based on agency policies and directives, on the retention and management of
records created and maintained in electronic formats? (36 CFR 1220.34(f)) *Includes NARA's records management training workshops that were

customized specifically for your agency.

Answer Bar Response

1 Yes

2 No

3 Do not know

4 Not applicable, please explain

100%

0%

0%
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12. Has your agency developed internal, staff-wide, formal training*, based on agency policies and directives, on the retention and management of
records created through electronic communications including email, text messages, chat, or other messaging platforms or apps, such as social media
or mobile device applications? (36 CFR 1220.34(f)) *Includes NARA's records management training workshops that were customized specifically for

your agency.

Answer Bar Response

1 Yes

2 No

3 Do not Know

5 Not applicable. please explain

0 0%

0%

0%

Total

Not applicable, please explain

3

13. Does your agency require that all senior and appointed officials, including those incoming and newly promoted, receive training on the
importance of appropriately managing records under their immediate control? (36 CFR 1220.34(f))

Answer

Yes

No

Do not know

Bar Response

0

100%

0%

0%

iota'

14. Is the records management training described in questions 9 through 13 mandatory?

I/ Answer Bar Response

1

2 To Some Extent

3 No

4 Do rot Mow

5 Not applicable, agency has not developed internal mcorcs management trainng

Yes

Total

100%

0%

0%

0%

0%

15. Which staff members are required to complete the records management training described in questions 9 through 13? (Choose all that apply)

a Answer Bar Response

2 Agency employees

3 Contractors

4 Senior °oasis

5 Employees assigned reo0MS managementresponsmodes

6 Do not know

100%

100%

100%

100%

0%

16. Is records management training included in the new hire in -processing for new employees in your agency?

5 Answer Bar Response

1 Yes

2 No

3 Do rot mow

4 Not applicable, agency has not developed internal reCords management trairing

100%

0%

0%

0%

Total

17. Please add any additional comments about your agency for Section I: Program Activities. (Optional)

Text Responee

In addition to annual mandatory web-based training, Lae Information Governance organIzaton offers targeted live trainings avalable for topics such as informaton asset planning.Cling to retrieve and other topics as well as FAQs and step-by-step reference material.
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18. In addition to your agency's established records management policies and records schedules, has your agency's records management program
developed and implemented internal controls to ensure that all eligible, permanent agency records in all media are transferred to NARA according to
approved records schedules? (36 CFR 1222.26(e)) **These controls must be internal to your agency. Reliance on information from external agencies

(for example, NARA's Federal Records Centers) or other organizations should not be considered when responding to this question.

Answer Bar Response

1 Yes 100,,

2 No 0 0%

3 Do not know 0%

4 Not applicable. please explain 0%

Total

No: applicable, please explain

19. Please select the control activities your agency performs to ensure that all eligible permanent records in all media are transferred to NARA.
(Choose all that apply)

# Answer Bar Response

1 Regular briefings and other meetings with records creators 1 100%

2 Approval process for transfer riotous from Federal Records Centers 1 100%

3 Monitoring and testing of file plans 1 100%

4 Regular review of records inventories 1 100%

5 Internal tracking database of permanent record authorities and dates 1 100%

6 Other, please explain 0 0%

Other. please explain

20. In addition to your agency's established policies and records schedules, has your agency developed and implemented internal controls to
ensure that Federal records are not destroyed before the end of their retention period? (36 CFR 1222.26(e)) These controls must be internal to
your agency. Reliance on information from external agencies (for example, NARA's Federal Records Centers) or other organizations should not be

considered when responding to this question.

Answer Bar Response

1 Yes 100%

2 No 0%

3 Do not know 0%

4 Not applicable, plena explain 0 0%

Total

hlot applicable please explain

21. Please select the control activities your agency performs to ensure that Federal records are not destroyed before the end of their retention
period. (Choose all that apply)

it Answer Bar Response

Regular review of records inventories 1 100%

2 Approval process for disposal notices from oft-site storage 1 l00%

3 Require certificates of destruclon 1 100%

4 Montoting shredding services 0%

5 Performance testing fee email 1 100%

6 Montoring and teeing of file plans 1 100%

7 Pre-authorization from records management program before records are destroyed 1 100%

8 A0 hoc monitoring of trasn and recycle bins 0%

9 Notification from recite es staff when large trash bins or removal of boxes are requested o 0%

10 Annual records clean out activities sponsored and monitored by records management staff 0%

11 Other, please explain 0%

Other, please explain
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22. Does your records management staff have oversight over records created at the highest levels of your agency (i.e. those of Agency Heads and
appropriate advisors, and executive support staff) in order to ensure they are created, maintained, captured, preserved, and, when applicable, properly

transferred to NARA? (36 CFR 1220)

Answer

Other, please explain

Bar Response

23. Does your agency evaluate, by conducting inspections/audits/reviews, its records management program to ensure that it is efficient, effective,
and compliant with all applicable records management laws and regulations? v" For this question, your agency's records management program, or a
major component of the program (e.g., vital records identification and management, the records disposition process, records management training,

or the management of your agency's electronic records) must be the primary focus of the inspection/audit/review.

Answer

Not applIcable. please explain

Nor applicable, please explain

Bar Response

24. How often is your records management program, or a major component of your program, evaluated for compliance with agency records
management policies and procedures?

# Answer

1 Every 1 - 2 yeas

2 Every 3 -4 years

3 Every 5 years

4 More than every 5 yeas

5 Do not know

7 Not applicable, agency does not evaluate Its records management program

Bar Response

100%

0%

0%

0%

0%

0%

Total

25. Was a written report prepared as part of the most recent inspection/audit/review?

* Answer Bar Response

YeS

2 No

3 Do not know

Not applicable, agency does not evaluate its records management program

Total

0%

100%

0%

0%

26. Do your agency's evaluation procedures include creating plans of corrective action that are monitored for implementation?

IP Answer Bar Response

1 Yes

2 No

3 Do not know

4 Not appltcab 0, agency cons not evaluate Its recoras management p -Nram

0%

100%

0%

7%

Total
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27. Has your agency established performance goals for its records management program?

Answer Bar Response

Not applicable, please explain

28. Please describe your agency's records management program's performance goals.

Text Response

UNSTRUCTURED DATA MANAGEMENT (UDM). BPA Is engaged In a UDM initiative 10 develop policies for managing Federal records in electronic format and design and implement a sealable technical solution with Information asset
lifecyde capabilities that • Ensures authenticity of Federal records • incorporates an enterpnse-w ide taxonomy and retention capability • Provides for legal hold and e-discovery capabilities In FY16, BPA will develop UDM policies and begin
an agency-w ids roll-out including change management and veining. Performance Goals: • UDM Solution Design Document Complete • UDM Solution Software Installed • Phased roNout peoritization and training plans compiete • Training
for key users (IGLM team and SMEs) Initiated, Le. vendor knowledge transfer activities • Update UDM and email policy and submit for approval • Draft policy for SharePoint and network shared drives and submit for approval. INFORMATION
ASSET PLANNING (IAP). Information Asset Planning .dentif as the records and information created, received or accessed by each organization within BPA, based on the business prooesses for which the organization is responsible. The
Information Asset Profile that results from this process includes file code, retenhon. existence of PII. status ass vital record, and storage location/medium for all information assets. This measure Is linked to change management as part of
BPA's UDM initiative. Performance Goals:• 96% of Offices of Record have completed either a drat or an approved IAP by end of FY15 • 90% of drat IAPs validated and approved by end of FY15. • Outcome: BPA did not meet this
perlormanoe measure —less than 95% of Offices of Records submitted complete drafts of their Information Asset Plans by ROY. BPA has continued to validate IAPs as part Odle UDM project and anticipates attaining this goal in FY16.
TRAINING. Revise 'raining modules (both formal classroom and web-based) to update 'case studies as part of the final know ledge test Performance Goals: • Increase the number of employees and contractors who complete the training by
5%. • Maintain a training feedback response rate 0/ 90% or better in the following categories: • Course provided good value • Web-based training presentadon was elective • Course provided a greater understanding of expectaton in
managing BPA's information assets. This measure Is linked to change management and training as part of BPA's UDM initiative. Outcome: BPA's completion rate exceeded 90%

29. Please describe the progress your agency has made towards identifying performance goals for its records management program. Include the
time frame for completion in your remarks.

Text Response

30. Has your agency's records management program identified performance measures for records management activities such as training, records
scheduling, permanent records transfers, etc.?

# Answer F3ar Response

Yes

2 No

3 Currendy under development

4 Do not Know

5 Not applicable, please explain

100%

0%

0%

0%

0%

Total 1

No: applicable, please explain

31. Which of these input measures do you collect to monitor your records management program's performance? (Choose all that apply)

ft Answer Bar Response

1 Percentage of records scheduled o 0%

2 Percentage of staff trained in records management 1 100%

3 Percentage for r00%of offices evaluatedfinspected records management compliance

Percentage of email management auto-dassification rates 0%

5 Development records training 100%of new management modules 1

6 Audits of internal systems o 0%

7 Annual file 100%updates of plans 1

8 Performance testing tor applications to records 1 100%email ensure are captured

9 Do not know o o%

10 Other, please explain 0%

Other. please explain

32. Please describe the progress your agency has made towards identifying performance measures for its records management program. Include
the time frame for completion in your remarks.

Text Response
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33. Does your agency's records management program have documented and approved policies and procedures that instruct staff on how your
agency's permanent records in all formats must be managed and stored? (36 CFR 1222.34(e))

2

3

Answer

Yes

No

Do not know

Bar Response

100%

0%

0%

Total

34. Has your agency identified the vital records of all its program and administrative areas? (36 CFR 122116)

Answer

Yes

No

Do not know

Not applicable, please explain

Not applicable, please explain

Bar Response

35. How often does your agency review and update its vital records inventory? (36 CFR 1223.14)

Answer Bar Response

1 Annually 0 0%

2 Every 2 -3 years 0 0%

3 Every 4 -6 years 100%

4 Never 0 0%

5 Do not know 0 0%

Total

36. Is your vital records plan part of the Continuity of Operations (COOP) plan?

Answer Bar Response

1

2

3

Yes

No

Do not know

Total

37. Please add any additional comments about your agency for Section II: Oversight and Compliance. (Optional)

Text Response

38. When was the last time your agency submitted a records schedule to the National Archives?

Answer Bar Response

1 FY 2013 — 2015

2 re 2010 — 2012

3 F.' 2007 — 2009

4 P12006 or earlier

7 Do not know, please explain

0%

0%

100%

0%

0%

Total

Do not know, please explain
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39. Has your agency ever submitted a records schedule for approval using the Electronic Records Archives (ERA)?

Answer Bar Response

1

2

3

Yes

No

Do not Know

'OC%

Total

40. Does your agency disseminate every approved disposition authority (including newly approved records schedules and General Records
Schedule items) to agency staff within six months of approval? (36 CFR 1226.12(a))

Answer

Yes

2 No

3 Do not know

Bar Response

100%

0%

0%

Total

41. Did your agency transfer permanent non -electronic records to NARA during FY 2015? (36 CFR 1235.12)

Answer Bar Response

1 Yes OYc

2 No 0 0%

4 No - No records were elgible fortransfer during 2015 100%

5 No - New agency, records are not yet old enough b transfer 0%

7 Do not know 0%

8 Other. please explain 0%

9 No - My agency does not have any permanent non-electronic records 0%

Total 1

Other, please explain

42. Did your agency transfer permanent electronic records to NARA during FY 2015? (36 CFR 1235.12)

Answer Bar Response Yr

1 Yen

2 No

4 No - No electronic records/systems were eligible for transfer during FY 2015

5 No - New agency, electronic records/systems are not old enough to transfer

7 Do not know

a Other, please explain

9 No - My agency does not have any permanent electronic records

Total 1

Other, pleas* explain

43. Were the permanent electronic records transferred during FY 2015 using the Electronic Records Archives (ERA)?

Answer Bar Response

2

Yes

ito

Do nor <now

0%

0%

0%

To:al
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44. Does your agency have a method for estimating the volume in bytes of permanent electronic records currently being maintained by your
agency?

Answer Bar Response

1 Yes

2 No

3 Do not know

4 Not applicable, my agency does not have any permanent electronic records

Total

45. When will these permanent electronic records be eligible for transfer to NARA? (Choose all that apply)

B Answer Bar Response

1 FY 2016 C%

2 FY 2017 0%

3 FY 2018 0%

4 FY 2019 0%

5 FY 2020 0%

6 After FY 2020 0%

7 Do not know. please explain 100%

Not applicable, my agency does not have any permanent electronic records 0%

Do not know, please explain

Because SPA does not have a current means of esUmating permanent electronic record volume, we cannot determine eligibility. I3PA Is ImplernenUng an unstructured data management tool by FY17 drat will both esUmate volume and
Identify eligible dates for permanent electrooe records.

46. Does your agency track when Its permanent records (regardless of format) are due to be transferred to NAFtA?

0 Answer Bur Response

Yes

2 NO

3 Do not know

4 Not applicable, please explain

Teta!

U.%

0%

47. What methods does your agency use to track its permanent records? (Choose all that apply)

ii Answer Bar Response

1 Rely on Federal Records Center nolificabons

Maintain an ,nventory

3 Database or other automated tracking

Manual tracking

5 Other, please explain

0%

0%

Other, please explain

48. Does your agency store inactive temporary and/or permanent records in a commercial records storage facility?

Answer Bar Response

Yes

2 No

Do riot know

0%

'00%

0%

Total
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49. Does the facility comply with the standards prescribed by 36 CFR 1234?

Answer Bar Response

1

2

3

Yes

No

Do not know GVc

Total

50. Does your agency store inactive temporary and/or permanent records in an agency records center? (Note: This does NOT include agency
staging areas and temporary holding areas.)

Answer Bar Response

1 Yes 100%

2 No 0 0%

3 Do not know 0 0%

Total

51. Does the records center comply with the standards prescribed by 36 CFR 1234?

Answer Bar Response

2

3

Yes

No

Do not know

100%

0%

0%

Total

52. Does your agency store inactive temporary and/or permanent records in an agency records staging or holding area?

Answer Bar Response

4

5

Yes

No

On not know

OC%

53. Does the staging or holding area(s) comply with the standards prescribed by 36 CFR 1234'1 *It is not required but encouraged that staging or
holding areas comply with 36 CFR 1234.

Answer Bar Response

4

5

6

Yes

No

Do not know

0%

00%

Total

54. Does your agency provide exit briefings for senior officials on the appropriate disposition of the records, including email, under their immediate
control? (36 CFR 1230.10(a & b))

1 Yes

2 No

3 Do not know

4 Not applicable, please explain

Total

Not applicable, please explain
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55. Who is involved in the exit briefings? (Choose all that apply)

Answer Bar Response

1 Agency Records Officer 1 100%

2 Senior Agency Official for Records Management 0 0%

3 Chief Infomffition Officer 0 0%

4 Other, please explain 0 0%

Other, please explain

56. Are the exit briefings documented for purposes of accountability?

IS Answer Bar Response

1 Yes

2 No

3 Do nol know

4 Not applicable, agency does not provide exit briefings for senior officials

100%

0%

0%

0%

Total

57. Upon separation, are senior officials required to obtain approval from records management program staff or other designated official(s) before
removing personal papers and copies of records?

Answer

No. please explain

Bar Response

58. Please add any additional comments about your agency for Section III: Records Disposition. (Optional)

Text Response

59. Has your agency incorporated and/or integrated internal controls to ensure the reliability, authenticity, integrity, and usability of agency
electronic records maintained in electronic information systems? (36 CFR 1236.10)

Answer

Yes

No

Do nol know

Not applicable, please explain

Not applicable, please explain

Bar Response

60. Does your agency have documented and approved procedures to enable the migration of records and associated metadata to new storage media
or formats so that records are retrievable and usable as long as needed to conduct agency business and to meet NARA-approved dispositions? (36

CFR 1236.20(b)(6))

2

3

Answer

Yes

No

Do not know

Bar Response 14

100%

0%

0%

Total
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61. Are records management staff involved in developing procedures to ensure that records are properly migrated from retired systems?

Answer Bar Response

Yes

2 No

3 Do not Know

4 Not applicable, please explain

100'4,

0%

Total

Not applicabko, please explain

62. Does your agency maintain an inventory of electronic information systems that indicates whether or not each system is covered by an approved
NARA disposition authority? (36 CFR 1236.26(a))

Answer Bar Response

2

3

Yes

blo, please explain

Do not know 0

Total

No. please explain

63. Does your agency ensure that records management functionality, including the capture, retrieval, and retention of records according to agency
business needs and NARA -approved records schedules, is incorporated into the design, development, and implementation of its electronic

information systems? (36 CFR 1236.12)

Answer Bar Response

1 Yes

2 No, please explain

3 Do not Know

4 Not applicable, please explain

1

0

100%

0%

0%

0%

Total

No, please explain Not applicable, please explain

64. Does your agency's records management program staff participate in the design, development, and implementation of new electronic
information systems?

Answer Bar Response

1 Yes

2 To Some Extent

3 No, please explain

4 Do not know

6 Not applicable, please explain

o 0%

1 100%

0%

o%

0%

Total

No, please explain Not applicable, please explain
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65. Which of these activities does your agency's records management program staff participate in to ensure that records requirements are part of
the recommended solution? (Choose all that apply)

# Answer Bar Response 14

1 Participate in review and acceptance of proposals for new systems 0 0%

2 Participate as stakeholder in requirements gathering 0 0%

3 Participate as stakeholder in design phase 0 0%

4 Participate as stakeholder in development phase Including testing the system 0 0%

5 Provide sign off authority for the implementation of new systems 0 0%

6 Monitor system for adherence to standards, policies, and procedures 1 100%

Provide Information only 0 0%

Do not know o%

10 Other. please explain o%

Other, please explain

66. Does your agency have documented and approved policies and procedures in place to handle email records that have a retention period longer
than 180 days? (36 CFR 1236.22)

it Answer

No. please explain

Bar Response 14

67. Does your agency have documented and approved policies and procedures to implement the guidelines for the transfer of permanent email
records to NARA described in NARA 2014 -04: Appendix A, Revised Format Guidance for the Transfer of Permanent Electronic Records — Tables of File

Formats Section 9 - Email (http://www.archives.govirecords -mgmt/policy/transfer-guidance -tables.html)?

Answer

1 Yes

2 No

3 Do not know

Bar Response "A

100%

0%

0%

Total

68. Do employees in your agency have more than one agency -administered email account? (NARA Bulletin 2013.02)

Answer Bar Response

2

3

Yes

No

Do not know

100%

0%

Total

69. Does your agency have documented and approved policies that address these types of accounts and that state that email records must be
preserved in an appropriate agency recordkeeping system? (36 CFR 1236.22(b))

Answer Bar Response

2

3

Yes

No

Do not know

0%

0%

0%

Total 0

70. Does your agency allow the use of personal email accounts to conduct official business? (36 CFR 1236.22(b))

ft Answer Bar Response 14

1 Yes

2 NO

3 Do not know

0%

100%

0%

Total
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71. Does your agency have documented and approved policies that address the use of personal email accounts that state that all emails created and
received by such accounts must be preserved in an appropriate agency recordkeeping system and that a complete copy of all email records created
and received by users of these accounts must be forwarded to an official electronic messaging account of the officer or employee no later than 20

days after the original creation or transmission of the record? (36 CFR 1236.22(b) and P.L. 113 -187)

Answer Bar Response

1

2

3

Yes

No

Do not know

0

0°L

0%

Total

72. Does your agency's email system(s) retain the intelligent full names on directories or distribution lists to ensure identification of the sender and
addressee(s) for those email messages that are Federal records? (36 CFR 1236.22(a)(3))

1

2

3

Answer

Yes

No

Do not know

Bar Response

100%

0%

0%

Total

73. What method(s) does your agency employ to capture and manage email records? (Choose all that apply)

# Answer Bar Response

1 Print and file 0%

2 Captured and stored as .PST 0%

3 Captured and stored In an electronic records management system 3 0%

4 Captured and stored ,n an email archiving system 0%

5 Not captured and email is managed bythe end-user in the native system 100%

6 Other, please be specific 100%

Other, please be specific

End users are required by policy to remove Federal record material in emelt format out of the emal system and into their office of reccrd's shared electronlc filing. As part of EPA's UDIU project being implemented in FY 16-17. all email will be
captured and managed in an agency recordkeeping system.

74. Does your agency audit staff compliance with the agency's email preservation policies?

Answer Bar Response

3

Yes

No

Do not know

100%

0%

0%

Total

75. Who audits staff compliance with the agency's email preservation policies? (Choose all that apply)

Answer Bar Response

1 Inspector General

2 Chief Information Officer

3 Agency Records Officer

4 Other, please explain

Do not know

0%

o 0%

1 100%

o%

o%

Other. plaaxe explain
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76. How often does your agency audit staff compliance with the agency's email preservation policies?

Answer Bar Response V.

Every 6 months

2 Every year

3 Every 2 years

4 Less frequently than every 2 years

5 Do not know

6 Not applicable, agency does not audit staff opmplance

0%

100%

0%

0%

0%

0%

Total

77. Does your agency plan to adopt the "Capstone" approach to managing email records as specified in NARA Bulletin 2013 -02, Guidance on a New
Approach to Managing Email Records?

Answer

No. please explain

Bar Response

78. Have you submitted a retention schedule for identifying "Capstone" accounts for approval by NARA?

Answer Bar Response

Yes

6 No. please explain

7 Do not knew

Not applicable, planning to use GRS 6.1: Email Managed Under a Capstone Approach

0%

0%

0%

100%

Total

No, please explain

79. Does your agency have documented and approved policies and procedures in place to manage electronic messages including: text messages,
chat/instant messages, voice messages, and messages created in social media tools or applications?

Answer

Other, please explain

Bar Response

80. Does your agency have an approved records schedule covering electronic messages including: text messages, chat/instant messages. voice
messages. and messages created in social media tools or applications that meet the definition of a Federal record?

Answer

Yes

2 No

3 Do not know

Bar Response

100%

0%

0%

Total
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81. Does your agency create and maintain any of the following types of metadata for electronic records? (Choose all that apply)

tt Answer Bar Response

0%

2 Structural metadata 0%

3 Administrative metadata 0%

4 Rights management metadata 0%

5 Preservation metadata 0%

6 Not applicable, please explain 0%

7 Do not know 0%

8 Other, please explain 100%

Not applicable, please
explain

Other, please explain

BPA is implementing an unstructured data management solution for FY16-17. The solution is being designed to centre/maintain the Nsted metadata types with the exception of rights management
metadata.

82. Does your agency maintain metadata for permanent records in a records management or other application?

Answer Bar Response

2

3

4

Yes

No

Do not know

Other, please explain

Total

Other, please explain

83. Does your agency maintain metadata for permanent records sufficient to understand, maintain and provide access to the records?

Yes I 100%

2 No

3 Do not know

4 Ocher, please explain

84. Please add any additional comments about your agency for Section IV: Electronic Records. (Optional)

Text Response

85. Does your agency have an SAO for Records Management? (If you are a component of a Department, you may answer yes, even if this is not
being done at the component level.)

X Answer Bar Response

1
yea

2 No

3 Do not know 010

Total

86. Does your agency records officer meet regularly (four or more times a year) with the SAO for Records Management to discuss the agency
records management program goals?

Answer Bar Response

1 Yes

2 No

3 Do not know

Total

0%

OC%
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87. Is your agency actively working with NARA appraisal staff to schedule all unscheduled paper and other non -electronic records by December 31,
2016?

# Answer Bar Response

1 Yes

2 No

3 Do not know

4 Not applicable. all paper and other non -electronic records have been scheduled

0

0

0

0%

0%

0%

100%

Total

88. Does your agency have a method of continually identifying new and unscheduled records?

Answer Bar Response

2

3

Yes

No

Do not know

100%

0%

0%

Total

89. What methods does your agency use to identify new and unscheduled records?

Text Response

BPA uses a big bucker scheduling system. Although specific file codes are revised or identfied on an ongoing basis, all of BPA's records are scheduled within its big bucket system —therefore the agency currently has no unscheduled
records. In addidon. information asset plan submitted by each Office of Record are validated against the agency lie plan and big bucket schedule to 'dent* new records that require scheduling within the big bucket system.

90. Has your agency identified any additional unscheduled records that have not already been reported to NARA?

Answer Bar Response

2

4

Yes

No

Do not know

0%

100%

0%

Total

91. Please send to rmselfassessment@nara.gov by January 29, 2016. an updated spreadsheet containing only the newly identified unscheduled
records that have not already been reported to NARA. (The spreadsheet was sent to RMSA contacts on November 2, 2015, along with an advanced

copy of the questionnaire. Please email rmselfassessment@nara.gov if you did not receive it or need another one.)

Answer Bar Reaponse

2

Sent

Not Sent

0%

0%

Total

92. Does your agency use cloud services?

Answer Bar Response

1

2

3

Yes

No

Do not know

Total

100%

0%

0%

93. For what purpose(s) is your agency using cloud services? (Choose all that apply)

# Answer Bar Response

1 Email

2 Administrative functons such as payroll, purchasing, and financial mannyernent

3 Mission/program -related functions

4 Other, please explain

Do not know

0%

0%

100%

0%

0%

Other, please explain
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94. Are recordkeeping requirements included?

it Answer Bar Response

1

2

3

Yes

No

Do not Know

• 0C%

Total

95. Will your agency use the new Records and Information Management Series, 0308, (job series) released by the Office of Personnel Management in
2015'?

# Answer Bar Response

1

2 No

Yes

3 Do not knew

4 Not applicable, my agency does not use the General Schedule (GS) job classifications

100%

0%

0%

0%

Total

96. Why will your agency NOT be using the new job series?

Text Response

97. In 2015, NARA and the Federal Records Council introduced the Federal RIM Program Maturity Model (http://www.archives.govirecords -

mgmt/prmd.html). Are you familiar with this or other maturity models?

Answer Bar Response

Yes

No

Comments: (Optional)

100%

0%

0%

Comments: (Optkmal)

98. Are you using the Federal RIM Program Maturity Model or other maturity models to measure the maturity of the records management program?

Answer

Comments: (Optional)

Bar Response

99. Does your agency use your RMSA scores to measure the effectiveness of the records management program?

I Answer Bar Response

Yes

2 No

3 Do not know

4 Comments: (Optional) - Please ,nclude in your comments now you use the RMSA, if applicable

1 100%

o 0%

O 0%

O 0%

Comments: (Optional) - Please include in your continents how you use the RMSA, if applicable
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100. How many full -time equivalents (FTE) are in your agency/organization? (Choose one)

9 Answer Bar Response

1 503 000 or more T-TE.s 0%

2 100000- 499,999 FTF_s 0%

3 10,000 - 99.999 FTEs 0%

4 1,000- 9,999 FfEs 100%

5 100 - 999 FTEs 0%

6 1 - 99 FTF_s 0%

7 Not Available 0%

Total 1

101. What other staff, offices, or program areas did you consult when you completed this self-assessment? (Choose all that apply)

Answer Bar Response

1 Senior Agency Official 100%

2 Office of the General Counsel 100%

3 Program Managers 100%

4 Information Technology staff 100%

5 Records Liaison Officers or similar 0%

6 Admnistrative staff 0%

7 Other (please be specific) 100%

8 None 0%

Other (please be specific)

The RMSA Is reported to the Information Governance Oversight Team, consisting of Program Managers and also to the Agency Compliance and Governance Committee. consisting of Senior Executives, and is approved by the SAO

102. How much time did it take you to gather the information to complete this self-assessment?

9 Answer Bar Response

1 L8SS tha rl :3 hours

2 More lhan 3 hours but less than 6 hours

3 More then 8 hours but less than 10 hours

4 More than 10 hours

0%

100%

0%

0%

Total 1

103. Did your agency's senior management review and concur with your responses to the 2015 Records Management Self-Assessment?

Answer Bar Response

1

2

3

Yes

NO

OP not know

100%

0%

0%

Tula

104. Please provide your contact information.

Name: Agency Bureau, or Office:

Christopher M. Frost DOG - Uonneville Power Administration

Job TAM:

Informatics.) Governance Supervisor Agency Records Officer

1

Email Address: Phone Number:

cmfrostabpa.gov 503-230-5602

105. Are you the Agency Records Officer?

Answer Bar Response Ye

2

Yes

No

100'k

01

Total
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106. Please provide the name of your Agency Records Officer.

Text Response

107. Records Officer's Email Address:

Text Response

108. Records Officer's Phone Number:

Text Response

109. Do you have any suggestions on improving the Records Management Self-Assessment next year?

Text Response

It would be helpful to provide additional optional comment fields that would facilitate explanations for answers to additional questions.

110. Q_URL

Value Total

iSE/?SID=SV_1HsFce0VMjHylOB&Q R=R_dhWaZtmn3R02VF384 R_DEL=1 1

111. SSID

Value Total

112. Score

Statistic Value

Mean Score 92.00

Score Standard Deviation 0.00

Weighted Mean of Items 0.82

Weighted Standard Deviation of Items 1.30

Items 112.00
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[moat Report .41 aaoal aa 0&I1112011

1. Is there a person in your agency who is responsible for coordinating and overseeing the implementation of the records management program? (36 CFR 1220.34(a))

Rat Besot,.

Yas

Ba

Ownalurtra

TOW

2. Please orcvide :he persons name, position title, and office.

Taal Re.acetle

Cnnslopher Flos1110:cmat. 0,mronoe SupmaceAge.' Recat• Warr. FORPrreao,Office414naraboa GOOSTZIOCO. COO

3. How long has this person been -esponstble for coord nating and overseeing the imolernentation of the records management program,

r

X 0,..ro yay,,

X 3uarnno

x Ion 2 tows

X Latalhan a your

reel

1

4. Does your agency have a Senior Agency Official for Records Management iSnORmy? ;If you are a component of a department, you may answer 'Yes," even if this is not being done at the component level.)

Mtn, Bar Raapcna•

2

3<003

X No

X Donoe.ow

1

5. Does your Agency Records Officer meet regularly (four or more times a year) with the SAORM to discuss the agency records management programs goals?

Maw Bar Reaprea•

2 >( No

X Do nol tnow

Tabs

6. Does your agency use the Records and Information Management Series, 0303, job series released by the Office of Personnel Management in 2015?

* Ammer Oar Response

,

X50
3 X Do noOrwo

4 X Smt'fGot rnoseoy0000notsoe,. Canon' scniiww108Hob

0%

0%

0%

Teti

7. Does your agency have a network of designated employees within each program and administrative area who are assigned records management responsibilities? These individuals are often called Records Liaison
Officers (RLOs). though their titles may vary. (36 CFR 1220.34(d))

X B0

3 X Donal hr.
4 ./Notamiast4o. Kerry has Ina San 100 orrOoyaes

5 Notappacal4a.DaparrnaaW Rouxas Olcor • fa, cbna al to COIVC110111

Tout

Bar ROOP0,0e

10%

8. Of the follov,ng. please solort the ono that best describes your records management staff. This Includes only those specifically assigned to the records management program.

1 X reccrds t.41ate agencypersarroal

2 X AI recards rflaregementaL44 are conmacaars

3 X Bararck raanasernenl *Klub, taUl agency parsarnel and canratims

00641

9. How many FTE agency personnel (non-contractors) are specifically assigned records management responsibilities? (These are Individuals directly responsible for records management program Implementation, not
con ta CtS V.th, h mission areas with minimal records management duties.)"For Department Records Officers, please include only the staff at the Department level, not agency components, as component agency records

officers will be answering for their agencies.

r4winr. Par

X 4"

Brapertaro

X 0%

X 2 - 10 100%

X 1040 0 0%

5 X Mara MS. 20 0%

6 X DO nal km./ 0 0%

X Nal frnakbaa 0%

3 X NO130011001a.ai matemaraoarw. Maws ecaltadorn 0 0%

Total
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10. If your agency uses contractors, how many contractor FTE are specifically assigned records management responsibilities? (These are individuals directly responsible for records management program
implementation, not general contacts within mission areas with minimal records management duties.)' 'For Department Records Officers, please include only the staff at the Department level, not agency components, as

component agency records officers will be answering for their agencies.

Bea Ramon.
1 X 41

2 X'
X0 - 0

5 X Wee Ilan 20

6 X Do flake.
7 X Nol lwaisble

8 X Nol el ree068 menage. 16911.80ency elosen1

11. Does your agency have a documented and approved records management drective(s)? (36 CFR 1220.32(c))

Annals 02. owns.
V..,.

no. nenS632 62.14644°.'

N. under deselOyanwe

4 X0
X 133 nol know

1 00%

Total

12. When was your agency's directive(s) last reviewed andror revised to ensure it includes all new records inanagernelt policy issuances and guidance?

Bar Respcmc

t FY 2017 - preSeni1

2 ./ FY 2015 4018

3 ,/ FY 2013 - 2014

• x FY 201208millew

5 X 156.00210.,

100%

0%

0%

0%

0%

0%

Total

13. Does your agency have Internal records management training', based on agency policies and directives, for employees assigned records management responsibilities? (36 CFR 1220.34(f)) *Includes NARA's
records management training workshops that were customized specifically for your agency or use of an agency-customized version of the Federal Records Officer Network (FRON) RM 101 course.

Bar Response

./ Yes

X
3 „/ N. paeans ansi anerowl

• Maunder neveropmene

5 X DenOtlet.

00100p110.11141/10050.0a111

look

(1%

Or.

apsakseee. please sonewn

14. Has your agency developed mandalory internal, staff-wide, formal training', based on agency policy and directives, covering records In all formats, Including electronic eitimmunICatiOnS Such as email, text
messages, chat, or other messaging platforms or apes. such as social media or mobile device applications, which helps agency employees and contractors fulfill their recordkeeping responsibilities?" (36 CFR 1220.34(f))

'Includes NARAS records management training workshops that were customized specifically for your agency or use of an agency-customized version of the Federal Records Officer Network (FRON) RM 101 course.
"Components of departmental agencies may answer "Yes" If thls is handled by the department. Department Records Officers may answer "Yes" if this Is handled at the component level.

Answer Bar Ree0 wee

nes

2 X1,4

s/ No. owning Sul epanwal

No.nWeedee•loanwe

X Oo no know

orni.

0%

0%

0%

0%

15. lines your agency Tqui re that all senior and appointed officials. including those incoming and newly promoted, receive training en tire importance of app,oprlately managing records under their immediate control?
(36 CFR 1220.34(f))

Bar liwnwes•

2

3

,raes
X14,

X Boeosin.
Teta

16. is rcuord, Froriotje.rieqt Lideti in the p.l,L.C.5, ivy foi ritrne eripll/y,,J In 0'0 ally

X Y.4

X1,4

X %wonting Reel *ward

X CO. trdeadwnlesenen

X 0,000.0w.

Tani

17. Please add any additional comments about your agency for Section I: Activities. (Optional)

Rimp,xtriir

Aanroe icdudop senior olkiels we ragmen le a...ebb Inennelien Geyeeanee wed Llec3s1e Menspeenn1 (IGL1A) exams wilnin 30 Says Osten enetoyee wanner:. andann.", Men:weer. 11 Winton. keennelioe pnetonefas in ricniV eergA0yeeorienlaiOn bprOlifee inbrtnolon on el Hs governsOGLM. FOR MO
P040003 1614421w onws tergend lere bine% be toes seen aa Inlonnalon Asset Flames. Sins Feensve.steal esanasertent and olewriopics asswl as FAOs and shadywIep reneenals poshod to Ow Memel heonsonen Bowman* mania.
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18. In addition to your agency's established records management policies and records schedules, has your agency's records management program developed and implemented internal controls to ensure that all
eligible, permanent agency records in all media are transferred to NARA according to approved records schedules? (36 CFR 1222.26(e)) " These controls must be internal to your agency. Reliance on information from
external agencies (e.g., NARA's Federal Records Centers) or other organizations should not be considered when responding to this question. 'Examples of records management internal controls include but are not

limited to: • Regular briefings and other meetings with records creators • Monitoring and testing of file plans • Regular review of records Inventories • Internal tracking database of permanent record
authorities and dates

Answ.r Bar Rppo•••

Yes 10016

X lie 01.

/ NO.6.311.0 rotrovel O.

No,ndeedwaloonwnt

X 00 001.00w DT

19. In addition to your agency's established policies and records schedules, has your agency developed and implemented intemal controls to ensure that Federal records are not destroyed before the end of their
retention period? (36 CFR 1222.26(e)) " These controls must be internal to your agency. Reliance on information from external agencies (e.g., NARA's Federal Records Centers) or other organizations should not be

considered when responding to this question. • Examples of records management Internal controls Include but are not limited to: • Regular review of records Inventories • Approval process for disposal notices
from off-site storage • Require certificates of destruction • Monitoring shredding services • Performance testing for email • Monitoring and testing of file plans • Pm-authorization from records management

program before records are destroyed • Ad hoc mom toring of trash end recycle bins • Notification from facilities staff when large trash bins or removal of boxes are requested • Annual records clean -out
activities sponsored and monitored by records management staff

•s•••r %ppm.

V1110.

X N.

No. px10.0 041 swami

4 u,dc/ develome01

X Oo nol know

20. Does your agency evaluate, 'oy conduct ng inspections/audits/reviews, Is records management program to ensure that its efficient, effective, and compliant wth all applicable records management laws and
regulations? " For in s question. your agency's records management program, era major component of the program (e.g., vital records identification and management, the records disposition process, records

management training, or the management of your agency's electronic records), must be the primary focus of the Inspection/audit/review.

• Mawr *or Rowan.a

s/Ves.eanationse$0.00‘030 by 133 000041 tierotweentwoo..
2 Yee. rvaluMWS C.O.,3•1 by be ORM otlappAorOaneral 0 00

3 V 060 1,6%00606 0001000310001130 00012* 111.,00000n1P100*.arc no 01103 011•30000, 0030, 0 00

4 0ee. 1.0066006 01•0031001%: 100%

5 X 110.1•3618 01,1210 0 0%

6 X 00 061 %um 0 0%

Taal

110. pk.s. 4,ephiln

Honsallo•50*2d50110..P.acy00cor an d 10111156.r. I 4330,o1.ecn.

21. How often is your records management program, era ma,or component of your program, evaluated for compliance with agency records management policies and procedures?

• 41.-.3•It %wpm. 1.

Ann0.11%

2 ,/ 131-a0.1.6y

3 ,/ Ono every 3 yoarS

4

o X DOWN..
X 00e e0,110•610. agency 44.40.6.401e 1. .003Kla nanagenvnt 003grar•

0

0

0

0

0

101',

03

011

0%

0 >1

0 >5

TM%

22, was a fo,rnal wrttlen report prepared as earl Of We most recent msPeaoafandafre,cw?

• em Rcsponac

1 X 0.•

X h•
3 X 00•10110.w

S X Naleyykable.agents •Oes navy*. As MU. nil:Inert* pm, -

23. Do your agency's evaluation procedures include creating plans of corroch0e act.on that ale monitored for implementation?

em Responx

X 'nn

2

3 X DOS041•10w

• X Notapp1103e1c. agency 110e1nOter40.01eRS,001003 nanage/rent =warm

101%

os,

Tc10

24. Has your agency established performance goals for its records management program? 'Examples of performance goals include but are not limited to: • Identifying and scheduling all paper and non-electronic
records by the end of FY 2017 • Developing computer-based records management training modules by the end of FY 2017 • Planning and piloting an electronic records management solution for email by the end of

FY 2018 • Updating records management policies by the end of the year • Conducting records management evaluations of at least one program area each quarter

Anon% RIP1,6046

2 X ha

3 Memo% ondard..4r6oname

x Dona alc.•

3 .a,11111101,16 6mol 113/113111
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25. Has your agency's records management program identified performance measures for records management activities such as training, records scheduling, permanent records transfers. etc.? 'Examples of
performance measures include but are not hurtled to: • Percentage of agency employees that receive records management training in a year • A reduction in the volume of inactive records stored in office space •
Percentage of eligible permanent records transferred to NARA in a year • Percentage of records scheduled • Percentage of offices evaluatedlinspected for records management compliance • Percentage of email
management auto-classification rates • Development of new records management training modules • Audits of internal systems • Annual updates of file plans • Performance testing for email applications to

ensure records are captured • Percentage of records successfully retrieved by Agency FOIA Officer in response to FOIA requeStS

41,141i, Rowse*

2 X No

3 ,i(300.00,003,10.010031001

4 X Doncorlow

vF3001,31103150000.01

Taft

26. Does your agency's records management program have documented and approved policies and procedures that instruct staff on how your agency's permanent records in all formats must be managed and stored?
(36 CFR 1222.34(e))

4,441 Reyes.

27. Is yotr agency subject to laws or regulations that require you to Conduct business using paper or analog records?' 'Components of departmental agencles may answer "Yes" it this is handled by the department.
Department Records Officers may answer "Yes" if this is handled at the component level.

Arsww. Bar Resecor.•

1 X no 0 C%

3 100,

3 x Do 0001010W 0 0,

Tent

28. which of the following possiole examples of reqL1114,11.onts for paper or analog records apoly to yo, agency's needs, (Choose all that apply)

/10,00 - Ear saons•

t X W010100310B0 era 030131032$3reensactonswN3n.c000000.1030nd3031330030300

3 X Transacionsarorso•kosto to stu0sxsautors 00peristod.01/

X40.7 0/0.4001 to °Ike papa /hard cosy non avoilatbcpeonixtronsac0oas 0 0%

5 X *her. please bespeak: 0%

0 X 00 .1,00. U1S

7 X Certmerta: 031/0100) 0 0%

8 X 0,400ralur00 requied l0100noOdoen betreeen Federal apencas 0 0%

01/00. ;Masa In wedge: Cmmanta: (Optior00

29. Has your agency identified the vital records of all its program and administrative areas' (36 CFR 1223.16) 'Components of departmental agencies may answer "Yes" if this is handled by the dopartmert.

Dar Sr.pease

1

3

no:

X 1'1.1

X D00011.0,

100%

0%

0%

Oral

30. How often does your agency review and update its vital records inventory? (36 CFR 1223.14)

ARM. Bar

13.400,010

Respanse

0 0%

3 00oa every 3 rem 103%

4 x lover 0 0%

O x Donotlo. 0 0%

O VAtlett, o

Tod

31. Is your vital records plan part of the Continuity of Operations (COOP) plan',

Arramar

X I. -

.0, licepteuic

32. Does your agency have policies in place to protect records and information from internal and external r sks?

Ammer

'01

X O.

X NO. 01101131180.1400.01

4X so,trkwatkeicosent

x sonsonow

Tour
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33. The Agency Records Officer and the FOIA Officer:

Answer Bee Response

x Are die same Person

2 X Coordinate closely Inane.

3 X Won, togelher sorrefmas

4 X Neveurrork tgedier

Tool

34. Are the Agency Records Officer and the FOIA Officer in the same office/division within your agency?

N AMMO Bar Response

1 X Yet:

2 X No

3 X Do not know

4 X Agency Records Officer and Me FOIA Officer are the same person

To,

35. Records needed to respond to a FOIA request are readily accessible and located by staff responsible for FOIA:

Awning Bar Response

2 X Mostar Co One

3 X Same oithe Inns

4 X Never

5 x Do not know

Toed

0%

100%

0%

0%

0%

36. Staff responsible for FOIA can search for records without contacting others (i.e. program offices):

Answer Bar Response

1 X 4N.Y. 0 0%

2 X /801101110 0%

3 X Sane °One Imo 100%

4 x Never 0%

X Do not know 0 0%

Total

37. At what point in the FOIA process does your agency inform requesters of the Office of Government Information Services (OGIS) dispute resolution services? (Choose all that apply)

4 Answer Ber Response

1 X Menne. Is an acwirsoaroorrininon

2 X When nod-tying the requester distills agency needs rncro ben 10 addilkmel day, In wooere a request

3 X When respond og ate rees.Sler% appeal

4 X Never

5 X Do not know

X Ober. pdense xplaIn

Other, please aspirin

38. What mode does your agency most often use to release records under FOIA?

0 Answer Bar Response

X Erra I

X Online portal

X U.S. mai

4 X Other, please explain

0

0

0

100%

0%

0%

0%

Total

Other, please expbln

39. In 2015. SARA and the Federal Records Management Council introduced the Federal RIM Program Maturity Model Are you familiar wIth this or other maturity models?

Answer Response

x Ye:

X N0

3 X ComrroNits: (Opeonal)

COnlnwats: (Optional,
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40. Are you using the Federal RIM Program Matarity Model or other maturity models to measure the maturity of the records management program?

a arrawar Bar "moon.

Colonenta: spasms

X .0
X Co-re-C.1h

41. Does your agency use your Records Management Self -Assessment scores to measure the effectiveness of the records management program?

0 Anwar Bar Response

X 705

7 X B0

X Do nano.
4 X Conanano Mown*: Masa raltola In yaw c(00on% now,. wt.., Raarran Manapernene0e1Magoasencot

100%

0 0,

0

C000nanra (OpOarol) Imluea in vow rononerra noon...a Roca.. liannocloons Solana. r on4r,

42. Please add any additional comments about your agency for Section II Oversight and Compliance. (Optional)

Teal Resonate

13Pres Intonnico 00vonnorne acooram a %Aunt* 3cogianna and Oonornwoo covanI=tara sad, Ito loilton 0 Bowman.. Oak. and Conpaorro* rroO.N. *V* hit prow." *Wm., Progran Ilanaoarrant 6 nOrenalranon:Stanlanns. Pt49.15 uP.00.40n5.. Training. Carnorsicalco 6 Rocatain no, Oo44ng$ Reportng
Volons. Reston.. Imasayaren. 054IMIWO Innanaran and It*040000.lOorO alanageneol. TN. onixxxmoo0.ien01120., Me 1110101111199109..0as nanagranand to.Ogy IOW al 21.111 C.11111 A-130. 9%1.N. 011110161100 nancon mar apeman. trepsim*** ofkm), tin 900000•011 005,01,04.1100 00100010 ann1
Proth1610, ton unaro sousiudiuvioalayiKliingii•Udolloh,halriokidloiliawurvoiaiuhli

43. Are records and inforemtion in your atency managed throughout the lifecycle jcreat.onicapture, classificabon, maintenance, retent.on, and disrositi on ] by bring properly identified, classified using a taxonomy.
inventoried, and scheduled? (36 CFR 1222.34.36 CFR 1224.10 and 36 CFR 1225.12)

eel

2

4

100%

0%

0%

0%

44. Are records au d oformation in your agency easily retrievable and accessible when needed for agency business? (36 CFR 1220.32(e))

• lee% Wel Oar Boapnao•

Oboe, 111.f45 68912 999%.98019 8211202.111.112.12.1

./000r000000000 00 %Brno, and 0.000440 0 Inarly

2419,91.406%.9 0000510.04 9210 +10401.10 9 Maly manner

1

45. Does your agency duseIrrinain every approved disposition authority (including newly approved records schedules and General Records Schedule items) to agency staff within six months of approval? (36 CFR
1226.12(a))

Ana.? Bar Response

1,13‘

2150

46. What method(s) does your agency use? (Choose all that apply)

Ammar

X ..xr.1.11,4110 Or 01191,21i902

2 X Manxrandurn or a mol notfionton

3 X Upie.o a*Inlog rrotinals

X ONO* moo* rronopment Foklos cridkr haorlbooleo

X Odwar, *In.***

Mar.**. **Ono
.the bmatoo no, phonol BPI oroce05 tha IOW Iron 4..5105 Oortot Won% SOledoleshatmay be appl0000 ton 000,0910n5 WordsOnd mares Pe sationotola etnose rt5edulea on tlx OP.

Itorioansa

100%

47. Does your agency have a method of continually identifying new and unscheduled records?

SW

X

X N%

X 00004900w

TOW

0%

0%

0%
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4.8. Which reelithod(s)doeS your agency use? (Choose all that apply)

• Answer

o X Itc,IAlot,e,
2 X Nogulas

X Renbedoenanagemonlowdoonons. see aseelar O 0000IsOOwOgm0000a.

0%

100%

160%

4 X°°° poogarr, nanageen Money now pagan.and allotsd Nerd. 0 0%

5 X walk eel Pdvacionoes6oereonws0P/Os(6YonnnonfRn6.00 0000(06 160%

6 X WolcorNi FCIAOleer 100%

7 X ReakdolInnonOloorsnoONANorrnt RecaedsCfwerd.• 000000 Wes 6%

11 X Re991919.999.91.1•99,91.9919199,119 Own 100%

9 X P0M19.99110 <109199 end •01909.10tInforrner99 ,90099 9,49999 099,00 r0.999, 0%

10 X 09.00 WO Oree9999195 0%

II X 0010r, 04664 explfio 0 0%

*Non Poo. 0064•0

49. Does your agency have pemlanent records that are 30 years old or older that are located in agency off cc space, agency -operated records centers, anchor comme'cial recorcs centers? (36 CFR 1233.1 2(5) and NI-12-18))
Ars.. Ba r 11459Con

50. Are you aware of the requirement to formally request permission from NARA to retain permanent reco,cfs beyOnC that tirre specified in your agency $ NARAnapproved records schedules as outlined in 36 CFR
1235.14 and 1235 16?

Araner EN, Respccoo

2

X

X 09.

•OI

51. Did your agency transfer permanent non-electronic records to NARA during FY 2017? (36 CFR 1235.12)

II Mow/ 001

I s/ 10C,

2 X No 0,

3 ./ No - No moons wcro olgONo lor adosIoNnohe FY 2017

./ No - Now nom', toopdsoN, nolynto10 erono61 to ranstne 0%

5 ,/ No - My nano/Mos 9001.907 Verm900/9090-910019.09,000,06 us
6 x0000110000 0%

7 X 0010,94atso 9991919 0%

Tetr.I

01.1.

52. Did your agency transfer permanent electronic records to NARA during FY 2017? (36 CFR 1236.12)

Sor Rosporao

„ow
2 x110
4 ,/ t40 - Neenircaniewes0or0(w0(woweie5irerewsuinginn0n

B in - ifnunnor.ouseuesiewassyninurseatad KOSS 10 WOW

7 X Donolnn.

• X Men P0' 0%"
• n0.flq.90000p0005n00000. on, pernworc electron rocort%

76111

001.N. oario.

53. Sues your agency tack when ts permanent records (regardless of format) arc due to se trarsferred to NANA?

AnitArr

Not oppanotio, phase onploin

r 130,0not.

54. What method(s) does your agency use to track its permanent records? (Choose all that apply)

Elsr Rox,or,t 5.

X Roy on Folko4 R.00rruC,r000noflrat000

X Minor an I^Nomoy

X DaNnute 0.00.0. au... raming

X Mow' tre:Eng

01999191.99•991919
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55. Does your agency conduct, and document for accountability purposes, training and/or other briefings as pad of the on-boarding process for senior officials on their records management roles and responsibilities,
including the appropriate disposition of records and the use of personal and unofficial email accounts? (36 CFR 1222.24(a)(6) and 36 CFR 1230.10(a & b))

Ans.. Bar Ratpona•

`Its

Ya,tutnotricannaried

XI.'
X 50405410w

,/ Natapplleable. plerdevOla.

N. applaa., plea. aa.00

56. is the Agency Reco -ds Officer and/or Senior Agency Official for Records Management involved In on-boarding briefings or other processes for newly appointed senior officials? (Not scored)

3

X Va.

X
x narknaw

Bar easperes•

Teral

57. Does your agency conduct, and document for accountability purposes, exit briefings for departing senior officials on the appropriate disposition of records, including email, under their immediate control? (36 CFR
1222.24)a)(6) and 36 CFR 1230.10(a & b))

Antlfillr

,/ Yos.bulneedocunanted

3 X 14.

X Donotaram

5 ,/ Ned applicable.pie.. eaplom

Bar

Tool

58. Is the Agercy Reco -ds Oificer ardicr Seri or Agency Off icial (or Records Management involved in exit briefings or other exit clearance processes for departing iienio, officials?

Ars.. ear 30305.
-ma

X Y.
xl-
X500101016

0

0

100%

0%

0%

Rrtt

59. Does the exit or separation process for departing senior officials Include records management program staff or Other designated official(s) reviewing and approving the removal of personal papers ald copies of
records by those senior officials? (36 CFR 1222.24(a)(6))

No. OW* asalkall

Amyx Bar Raps..

60. Does your agency store inactive temporary and/or permanent records in a commercial records storage facility?

Mow Bar Reapcnao

0

61. Does the facility comply with the standards prescribed by 36 CFR 1234?

An ex Rtspora.

2

3

X v.
X to
x 00.3300.0 015

forg

62. Does your agency store inactive temporary and/or permanent recorcs in an agency recoros center? (Note: This does NOT include agency staging areas and temporary holding areas.)

eat 11.55.aa

2

3

X NO

X DO 001Islow

0%

100%

0%

63. Does the records center comply with the standards prescribed by 36 CFR 1234?

Mu- 0. 11.05,0.

X
Xs,,
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64. Does your agency store Inactive temporary andfor permanent records in an agency records staging or holding area?

Anearrec Saw 022,15•

2

3

2<50

X 1
>c naknx,

65. Does the staging or holding area(s) comply with the standards prescribed by 36 CFR 1234.10, 36 CFR 1234.12, arc 36 CFR 1234.10"It is not rcgthrsc but encouraged that staging or holding areas comply with 36
CFR 1234.

Aratrear Oar Rosponse

CS

100%

0%

66. Please estimate the volume of inactive temporary records, In cubic feet, that your agency s storing in a non -NARA storage facility. (A cubic foot is equivalent to one recorcs storage box.)

sar

a

0%

ToIal

67. Please estimate the volume of inactive permanent records, In cubic feet, that your agency is storing in a non -NARA storage facility. (A cubic foot is equivalent to one records storage boy )

Os- , Bar R•1111011•0

Teal

68. Did your agency receive a list of permanent records eligible for transfer in FY 2017?

• Anwar aar 54.3.
X 00

= X tl*
3 X 00344..
• X 540a00411014.114,1490.2 does rasa. mares h ..44.1134•4403 G44.1

69. Did your agency suomit transfer requests in FY 2017 based on the Annual Move list of eligible permanent records to be accessioned by the National Archives?

Bar 14.01411111

so, 02 os..220A

70. Please add any additional comments about your agency for Section 111: Records Disposition. (Optional)

TnrRnpv.na

71. Has your agency incorporated and/or integrated internal controls to ensure the reliability. authenticity, integrity, and usability of agency electronic records maimalned in electronic iMornation systems? (36 CFR.
1236.10)

144/ 10.000nse

2

• X I)0 ,00,00

4 524 opp110301.:42240 04plan

• to 00. 454001

V,*
X 4°

t

aloe arelkerels 014•44•210410
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72. Does your agency have documented and approved procedures to enable the migration of records and associated metadata to new storage media or formats so that records are retrievable and usable as long as
needed to conduct agency business and to meet NARA-approved dispositions? (36 CFR 1236.20(b)(6))

0144. 114/4,0404

Y••

X R.

X 0000000W

4 ./ Rupo,eoaemIoemont

5 ‘,/ 0eondet4e0le4f0ent

TOM

IW%

0%

0%

0%

0%

73. Are records management staff Involved In developing procedures to ensure that records are properly migrated from retired systems? (36 CFR 1235.20(bX6))

Am

Mat appllaabl, pkas•explaln

Oar R•••01100

74. Does your agency matntaln an inventory of electronic Information systems that Indicates whether or not each system Is covered by an approved NARA disposition authority? (36 CFR 1236.26(a))

An0 9440onts•

./ Yee

X rate. mi.,

X 00

94.911/440 090014

75. Does your agency ensure that records management functionality, including the capture, retrieval, and retention of records accorcing to agency business needs and NARA-approved records schedules, is
Incorporated Into the design, development, and implementation of Its electronic Information systems? (36 CFR 1236.12) 'Components of departmental agencies may answer "Yes" If this is handled by the department.

ear

X Na.n....X11,1

3 x""°'
4 aroals.

Tels1

76. Does your agency's records management program staff participate in the design, development, and implementation of new electronic information systems,

Ans.rivr R44001144

1 X Y..

2 X TO11.00#0.1t

X P60, pins,evpieln

4 X 00 notlaww

o x TnenlIoXIo.pI003n 0011111

so. FM 1,61, .144•494104bkr. pl•••••4441n

77. WhIch of these activities does your agency's records management program staff participate In to ensure that records requirements are part of the recommended solution? (Choose all that apply)

• Answt. set 1011••21160 S

I X Palcipals 0:09owaro acceptonat at propmalskir now rpm,

2 x Arkkal....kekildwinaparom.ftsgmhoring

ICC%

9 X P411.04414 or 01.44/44d4r &Ark 041w 0%

4 X Par0010410 se 410.441d4r In developner4 rose 1-.010in8 wan; ne 4w:0,

x Pros404/ toga 00004-Wry to I* 140,441041491140 4r0001,

0%

0%

100%e X Llonllor 40001 ST WAe.fte loleordOrdo. 0011040. 440 wood..
7 X PI040.111reffilS1,0•04, 0%

• x°"' 0%

9 X 004, OBS. (001010 100%

Cow,. go... 04 in

"Re Agency Recolls 011c44 sift co beAg e0cy PrIce111040n sk..tne Corivirge. AI& rem. and approves al IT mit. evem114409 As part ‘411.4. raviews.1110 A0000/Reiceds 010ar leakaddressee R00.14 end Privacy requice4r0014.110.ko Pans and spews.

78. Does your agency have documented and approved policies requiring permanent electronic records be managed in an electronic format for eventual transfer to NARA?

• AO•Vic4 Dar lItespc..e

X
X N. 0%

X Wm.:l000o0014mA 0%

X (A notbow 0%

'Rotel

79. Does your agency have protections against unauthorized use, alteration, alienation or deletion of all electronic records?

Met
X CrIO

X K.

X 1'0 sorromMent

X Do 0011,404

Bar Itelporgio

T011

1
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80. Does your agency have the capability to place legal holds on all electronic records until disposition is authorized?

Oar

X .0
X..
X To sot-moment

X Do Oat loon

Tostl

81. Does your agency comply with the regwrements under Executive Orders 13526 and 13556 for managing classified and controlled unclassified information In systems that contain electronic records?

Rolm*
I x
2 X00

X Ta soma aka Ix

O

4 X Dona..
X Not apOlcalAc.501.4 execulrve va5:21 wency

0

0

82. Does your agency have the ab My to search across all systems to find electrons records needed for agency business. FOIA arid other information requests/

Answor K2 I Ptorkpal.

2

X COO

X N.

X To soma agent

X Do not Wee

Toad

83. Does your agency have a digitization strategy to reformat permanent records created in hard copy or other analog formats (e.g., microfiche, microfilm, analog video, and analog audio)?

Anvonor Bar itaspass*

X Cm

X "
x
X On

1.1

84. Does your agency manage your web content as records'

R4SISOINI• Y.

85. How does your agency capture web content managed as records' (Choose all that apply)

namor.

X Content rt. p4151e4004 1104

X °Weal rscastuted %In.* Ihtough Wad< stab satopshoat

X Cantata a aubtnatkallt hatveded Wag Speak bx6s

4 X Dana tom

X 011eE please3

0%

0%

0%

0%

100%

01.. lAr00000ilOmn

Agency trabsila arty molars canvartoaaa maim 'ha smarm atIlaa respensiblo KlortitOrg ha Federal wad an that- intotrmtaan sasel plan OM:lard <Wag 1110 an awn.. boson Isautlural electronic loSartratian soaam.SfarePairt ow at Oland maw. elave)so lho ;gamy% rem. IRKS (Elescotary Ore) art Napopille. marotge
tEtfatiatal Watt]

86. Web content management includes. (Choose all that apply)

I Am... It•r,.once

X 100ttatt0004 tottast/ *toy Molter trim of o1311.4

X ItIon16ing 11.• warm" aOta rasporksibla totottosl ward copy

X Reoards ratenetn aliedulng atweb content

x Pre...Natl. otrattatd etayr seaman. our tatenka athetl.de

X ligation Edson.* rt1.5 astbale is Updated

6 X IrlattlaIn.g access luotgEout ite-aytte even Errnuned km f,a vosteda

7 X Ike ragina convenletsce copies as *tat.. and spabing 41s001.010 as neetted

8 X Maus* orpetrnanerol web wads to 15e Hatanal AM*.
5 X Otter, *ate esalain

0

0

0

3

3

1

1(0%

,(0%

0%

0%

1CO%

eon,. plea. 4/00.10,

87. Does your agency use cloud services?

Tata
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88. For what purpose(sI is you, agency using cloud services', (Choose all that apply)

• ann.., Pa, Re4pante

1 X ...a
2 X Arlorristralrie anaans sum a. Par01 laa21.0.013,1.1 0.1.11.1.1,4Kleraa^r

3 X Poleatentropranwebled imams

4 X Olner. pleaaa vela,

5 X Do nollmow

0411.0.ploaeoa204.

89. Are recordkeepirg requirements included?

Bar

3

4

X Va.

X N.

X Lbno4Know

0

0

RIM

90. Is the records management program and related requirements included in your agency's Information Resource Management Plan or an equivalent information maragement plan? (OMB Circular A-130, Managing
Information as a Strategic Resource)

2

3

X V.14

X 1.
)( 5050000,,

Bar ReaN...e

0

0

•

91. Does your agency have documented and approved policies and procedures In place to handle email records that have a retention period longer than 180 days? (36 CFR 1236.22)

Meat Can Rinpanta

1

X 1...44.43n

oxplror,aa.
please orsplaln

92. Does your agency have documented and approved policies and procedures to implement the guidelines for the transfer of perrnanent email records to NARA described in NARA 2014-04: Revised Format Guidance
for the Transfer of Permanent Electronic Records— Appendix A: Tables of File Formats, Section 9 Email, https://www.archivcs.govirecords.mgmtlpolicy/transfer-guidance.tables.html? (36 CFR 1236 22(e))

Amor Bar Reaper,.

1CO%

2%

2%

93. Do employees in your agency have more than one agency-administered email account? (NARA Bulletin 2013-03) 'Examples of business needs may include but are not limited to: Using separate acconnts for public
and internal correspondence Creating accounts for a specific agency initiative which may have multiple users Using separate accounts for classified information and unclassified information

2

4

A-
3<

X N.

X Demur,,,,

Bar Reapansa

0%

94. Does your agency have documented and approved policies that address these types of accounts and that state that email records must be preserved In an appropriate agency recordkeepIng system? (36 CFR
1236.22)

Anaww Rasperma

X

X Cc

No. 2,c01,2 6,31 tppcova

No. ,ntlet 44.1cmer

lotal

95. Does your agency allow the use of personal email accounts to conduct oficial ousiness, (36 CFR 1236 22(b))

Bar Napo..

1

2

3

X 021

X140

X cementer

96. Does your agency have documented and approved policies that address the use of personal email accounts, whether or not allowed, that state that all entails created and received by such accounts must be
preserved in an appropriate agency recOrdkeeping system and and that a complete copy of all email records created and received by users of these accounts must be forwarded toss official electronic messaging account

of the officer or employee no later than 20 days after the original Creation or transmission of the record? (36 CFR 1236.22(b) and P.L 113-187)

R•avie44.

00.3

X Ha

X 00 no11.0ari

100, imam eprwcval

..11i0,4410ordavalomort
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97. Does your agency's email system(s) retain the intelligent full names on directories or distribution lists to ensure Identification of the sender and addressee(s) for those email messages that arc Federal records? 136
CFR 1236.22(a)(3))

Bar

2

3

.10.,
X14.

x00001010.6

100%

OK

0%

ran

98. What metnocns; does your agency employ to capture and manage email records? (Choose all that apply)

II Marx, On Rasp:mac.

Capadad and saw. in an renal archldna sysaer•

2 X Capaand and Pa. an docacoloracordsmard6anavcycan

X Capaared awl alonad aspera6nal .66e We (.1.35)51as

4 x Preppopo

5 X 140t0301urad Sad *mai IS managed bye. end-user In Be nal. system

6 X Other. came Sr speak

dkaan be aorta,

99. Does your agency evaluate, monitor, or audit staff compliance with the agency's email preservation pohcies? (36 CFR 1220.18)

Ban R.P(.01.

cos

X • '

Taal

100. How often does your agency evaluate, monitor, or audit staff compliance with the agency's email preservation policies?

0 Answeir ear Respond*

X A066045

2 X566011
3 x Oncesver5 3 mon

X 04 .50

5 X DO nO1

100.,

0^.

0".

TOM

101. Which of Inc follow ng has your agency C90Setl for retention scheduling of email?

a 4,•66, Rowe*.
I X Ga26 6.1 - 4.6154ampadondxa 00palora0dproach

2 X Adrauy-gpao06.1•0650

3 X (00aPanaaanaid.S.V-011e01e 63100.0,0 and WS

4 X 5,601 Wanko has nol been 50150106:0

5 X Oo 6,1know

X OB0,01,6106.61481n

Total

°that. *ate ed0bin

102. Is your agency able to access email from departed employees in a Jsable format?

Dar .14,1•11

2

4

X V..
X
x 0er100XOW

X T56017.0.411

10%1

1

103. Is your agency able to prevent unauthori<ed access. modification, or destruct on of mnails?

Odf a. 6vr.d.

104. Can your agency transfer permanent email records to the National Archives in accordance with agency records schedules or General Records Schedules and NARA regulations and guidance?

60.

4

X em

X "
X Do not Wow

X To tams exleal

10431

105. Is your agency able to decrypt permanent email records before they are accessioned by NARA

larg6ste Bar Browns..

1

2

3

X r0,

X N0

X Doman.,

Total

1
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106. Does your agency have an approved records schedule covering electronic messages including text messages, chat/Instant messages, voice messages, and messages created in social media tools or applications
that meet the definition of a Federal record?

Oar 114.44.4.4

x'.,
X R1:1

X 00 04114,24/

4 X 105.0ming Mal approval

5 X No.Lexlerderele4f0ent

TOM

1

107. Does your agency have documented and approved policies and procedures in place to manage electronic messages including tent messages, chat/instant messages, voice messages, and messages created in
social media tools or applications?

Re4p4444

x41'
X .0

X 002.14.0w

X 0.1525,40440,5400in

X No, onlilo rmi sorrow'

X No. ‘45024000010445541

10.21

Other okase explain

108. Please add any additional comments about your agency for Section IV: Electronic Records. (Optional)

1•4•12•40.4.

109. Does the records management program have a dedicated budget?

ger Rospon•

1

2

X V.
X N0

X 000244.2w

ret4.1

110. Please report actual obligations for records management purposes incurred in FY 2017 for each of the

0 Answor 134/

XII.. 4440,14 Cr ,

2 X Do nol know

3 X Prelerrotioartmor

4 X 00troolleab10.1reeort1srna0.oemerrt gain, oonoactorv

Tam

Masa 444ar albs &nom, 0,41hoin she S rion:

111. Records Storage Contracts and Inter-Agency Agreements (paper and analog formats):

.1%win Bar 3,s;orne

P14•44 4.42044114./1n041441.1110*411141T.fri.

112, Records Management IT Systems and Electronic Records Storage:

/Wawa. elar

X 11333.0.1WOSISAn00111141130.118 000
2 X DOMM.

X 14010,40144 answer

0%

100%

(ralhOal the i'gn:

113. Travel rola Transportation for records management purposes:

1

2

3

x 1114444 400,65sar *mount 544155.41.• 0 4190

X Do not know

XPrS*rtatbsrvar

N.r Response

05,

%OA

Pleat et o - ter cdltr n ou, VAnno..11 :no oh.,,

114. Records Management Training:

Mower !Jar Response

X 11144soonloredarnma4(41111041(00 S 0ook

2 XDonoOvoW

3 X I,veor u stew.,

Tow

P114444. eolor *Alm •130*01 (.111.11 the $4119%:
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115. Other:

nns- sor Ropons•

X Meow owe 301110 amount (.10co S son):

X Do moan..

3 X Plc*, nol 10 armor

X 11013/3p1r.n1310

5 X Please 001, 30c0Itn.1 cmegor, heft: Mona 00 oncen)

Nene war &Ise am.Weed S AO: Poaso crier :Mt catopcxyh:ro (Pinata

116. Comments: (Optional)

'tot 14,0r..
Sea),., oncue033 Inc 000..0 xns,r,xc enS, nc dvn.v'aoom pal63to onoll cam on,. ptogram In 001.1. but prInanly bocci.* buc1,0110 track. Whin SPA CornOlono, ond Cowman.> pogrom todg...whowens bur cob Or WIN covanhalono. 0.4 roc. r..04.010100%,.(0.0.63o1110)3,0 not broko, out 01.110.11
item.

117. How many full-time equivalents (FTE) are in your agency/organization,

2

3

TIM

Rae 4,01p,44,

0,

01,

100%

0%

0%

0%

118. What other staff, offices, or program areas did you consult when you completed this self-assessment? (Choose all that apply)

Amwo,

X Sanc• Agency CallcIal

X Ob. 011110010n.leowsol

X Program 1.1ana0.

X RA Mot
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X N..

itcico -cm
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The RASA was repancd 321.10 I)lornadon G.vnante 0,00001/1Te.. cons:Ong 01;030man Inanagos and 0130 the keno/ Centhance Govenetto C01,1101:Ce censiang Semi, Eo,mbTso9900tnpDe0u0AdmI000610%CNef0001101n0 Orker.a0.111•3 VP btConplIance.Aucil end Risk 3nd GcneralCounsel and 13 topovet by he
000,0.1.

119. How much time did it take you to gather the information to complete this self-assessment?

Awn., Respor..1

x Urdor3 N.

2 X3nos0enrns0Iuo
3 X Wan ban 61.010.0 Inan 10 rooms

4 X Ow .0 ...aura

0%

100%

0%

0%

120. Did your agency's senior management review and concur with your responses to the 2017 Records Management Self-Assessment?

Bar Rona,.

2

XT.,
X No

X co

To01

100%

0%

cv,

121. Pleas', orovido your contact information.

143,ne,

CInslopher M.Frosl

no,enty, Bur.% on 0000c

0{E.80rnevItc PowerskIniln.0.06 1113/nuilen &nuns. 0,40.1.c%.\000Cy Rao.. 01101%fOLIP/hooly Ulm
Moil Add.3s,

n,nnuothdonvom

Phan* Phonon

50)2)10.56.12

122. Are you the Agency Records Officer?

x1'

100%

0,

123. Please provide the Agency Records Officer's contact information.

Nam: OrkellAfMoss: Phcri

124. Do you have any suggestion, for invrnving the Records Management Self -Assessment next yea,

Teal Ranp-crna

In5n3 on3.121n00010x3194.00113%.1101.4nd waft toma narnalw ommotary too or anbiro, pfoaso ovlon Cob nornrninvry 000)As 000,001/10.01,40000Y,0:00.01100,...0100.0,.or011110.3/..1.11.0AORN- 1.111db/01.0301.110',110 01,00.1.1.0.Y. kVA•*0 SAORM.11..d.l05300r. 013.011.30n99
goorynna 0011.000101•00ancynas assigned a Cornpllarc• a-d Cowman. ,000000Sn,bx Comb**of Sank., goconnolndvdIng 00pulyndokillmalor. eau.% 0010.0.01w. Au. and 111..and Conlnal Cannel The MIA program rep. nkg.rly 10 the monk. n ban an...N*1* Adroneurator. 14(411d

Inarnple. BPA 18 not love enouyn to hsoo Rfoyds 1.18,soosufil itastonedOules es von ofthel, ootifoo 45000I00000flWf. IPA *OA. t.tebdi OtgintifOr klenVy 8 PlantOf Caroadfadeveloo no Inf... AmI1P180100001/0000 Is IdeotNed V. 1.3anne, 01010 0.1o3d0oro,0,140 nwel sto conK11000 ,e0/16%
n sown ornpilan. w.(000•111,ropoll.11.1.141.100,11.00.161.460n...
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125. Q_URL

Value Total

/SE/?SID=SV_3KSUMglxyns4UgB&Q_DL=OVdOpeWUYw4JCdf 3KSUMglxyns4UgB_MLRP_6A6lygsXY01w4pT8,0 CHL=email&Q_JFE=0

126. SSID

Value Total

127. Score

Statistic Value

Mean Score 93.00

Score Standard Deviation 0.00

Weighted Mean of Items 0.73

Weighted Standard Deviation of Items 1.26

Items 128.00
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