Records Management Checklist, CRADs, and Lines of Inquiry

Requirement source codes:
· IRS - Information for Records Staff 
· RMH - FNAL Employee Records Management Handbook 
· ERP - Fermilab Email Records Procedures 
· REP - Records management Exit Procedures 
· ETP - Records management – Employee Termination Procedures 
· ENR - Management – Eliminating Non-Records 
· SRS - Records Management – Steps to Send Records to Storage 
· NOTE: all documents listed above are found at http://bss.fnal.gov/records/index.html

Records Administrator
1. How do you manage the system to retain and preserve records? RMH
2. How do you provide assistance on records questions? RMH
3. How do you send inactive records to storage? (Official boxes, RSD form) RMH, SRS
4. Can you describe your responsibilities in clearing departing employees in the employee exit process? TMH, ETP – contacting RC, documentation of actions taken REP - certification
5. Can you describe any records management training you have taken? RMH
6. How do you determine who the email steward is? ERP (the person responsible for determining if the email is a record and for managing it if it is a record.
a. How does the steward decide if the email is considered a record? ERP
b. How does the steward create and manage a record from the email? ERP
Records Coordinator:

1. Can you describe how you maintain a DB of all D/S/C records located off-site? IRS
2. How do you determine which departments create which records and who maintains them? IRS
3. How do you update the Records Administrator on changes to file plans and records contacts? IRS
4. Can you describe how you Process termination notices sent from the Records Administrator? IRS
5. Can you describe how you destroy records according to the DOE retention schedules? IRS
6. How do you cooperate with FOIA requests? IRS
7. How do you communicate records information to the local file custodians? RMH
8. Can you describe your responsibilities in clearing departing employees in the employee exit process? TMH, ETP – contacting FC, documentation of actions taken, REP - certification
9. How do you assist employees in retention of electronic records? RMH
10. How do you evaluate research records for retention purposes? RMH
11. How do you send inactive records to storage? (Official boxes, RSD form) RMH, SRS
12. Can you describe any records management training you have taken? RMH
13. How do you determine who the email steward is? ERP (the person responsible for determining if the email is a record and for managing it if it is a record.
a. How does the steward decide if the email is considered a record? ERP
b. How does the steward create and manage a record from the email? ERP
14. Can you describe how do you handle PII?
15. How do you handle disposition of non-records? ENR
File Custodian: 

1. Can you show me the physical location of all the records you are responsible for? IRS
2. How do you update the Records Coordinator on all changes to the file plan and records contacts in your department? IRS
3. How do you process termination notices sent to you from the records coordinator? IRS
4. Can you describe how you destroy records according to the DOE retention schedules? IRS
5. How do you cooperate with FOIA requests? IRS
6. How do you assist employees in the identification, inventory, maintenance, and disposition of records? RMH
7. Can you describe your responsibilities in clearing departing employees in the employee exit process? TMH, ETP - documentation of actions taken, REP- Certification
8. How do you assist employees in retention of electronic records? RMH
9. How do you send inactive records to storage? (Official boxes, RSD form) RMH, SRS
10. Can you describe any records management training you have taken? RMH
11. How do you determine who the email steward is? ERP (the person responsible for determining if the email is a record and for managing it if it is a record.
a. How does the steward decide if the email is considered a record? ERP
b. How does the steward create and manage a record from the email? ERP
12. Can you describe how do you handle PII?
13. How do you handle disposition of non-records? ENR

Fermilab Employee (record generator)
1. How do you determine what items/documents are records? RMH
2. Can you describe how you review files you maintain with FC and RC? RMH
3. How do you develop a file plan for your records? RMH
4. How do you send inactive records to storage? (Official boxes, RSD form) RMH, SRS
5. How do you dispose of records that have reached retention period? RMH
6. Can you describe any records management training you have taken? RMH
7. How do you determine who your file custodian is? RMH
8. How would you identify records in your possession at the time you are leaving Fermilab?
9. How do you determine who the email steward is? ERP (the person responsible for determining if the email is a record and for managing it if it is a record.
a. How does the steward decide if the email is considered a record? ERP
b. How does the steward create and manage a record from the email? ERP
10. Can you describe how do you handle PII?
11. How do you handle disposition of non-records? ENR


DOE Criteria Review & Approach Document Requirements (CRAD’s):
2.4 Documents and Records: The contractor's documents and records management system is effective in supplying documents for personnel to safely and correctly perform their assigned responsibilities.
2.4.3 Records are specified, prepared, reviewed, approved, and maintained
2.4.5 Records management controls are adequate for the development and preservation of records for all record forms that are maintained (e.g., electronic, written, printed, microfilm, radiographs, optical disks, etc.)
2.4.6 Schedules for records retention and disposition are consistent with requirements of DOE O 200.1, Information Management Program, dated 9-3-96.
2.4.7 Hardware and software tools used to create and store records are maintained to ensure that records are retrievable. 
2.6.10 Design records include documentation such as design inputs, calculations, and analyses; engineering reports; design outputs; design changes; design verification activities; and related documents that provide evidence that the design process was completed correctly.

DOE HSS Lines of Inquiry (LOI):
1. [bookmark: QAP2.4]Has the contractor fully implemented a comprehensive document and records control management system? Is there a document or set of documents applicable to the control of documents and records and are workers consistent in their following the guidance provided? 
2. Are documents that control work processes, specify requirements, or establish designs prepared, reviewed, approved, issued, and revised in a controlled manner? Are these documents readily available to facility personnel having responsibilities for maintenance and operation of facility safety related and non-safety related systems? It is suggested that the reviewer assess the various groups (design, maintenance, and operations organizations) to see if there are procedures that establish a set of controls for development of documents and records and the relationship and interface is clearly defined with the group that performs a document control/records management service. 
3. Have records requirements been defined and are persons who are responsible for implementing the requirements been trained on the requirements? How are records defined and who is responsible for identifying documents that become records? Is this process clearly defined and have persons performing documents/records management functions been fully trained on their functions? 
4. Do records adequately support technical, regulatory and enforcement decisions and provide evidence that work was correctly performed? The reviewer should select a sample of documents and follow the established management process to see that records do accomplish this function. 
5. Are there adequate means and controls for the development and preservation of records for all record forms being maintained (e.g., electronic, written, printed, microfilm, photographs, optical disks, etc.)? The reviewer should select examples of the various record types and trace the established process to examine if the system is working. 
6. Are there schedules for records retention and disposition and are they consistent with requirements of DOE O 200.1, Information Management Program, dated 9-3-96? 
7. Is the hardware and software used to create and store records being maintained to enable records to be readily retrievable? The reviewer should select examples and test the process for retrieving records. 
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