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National Archives and Records Administration § 1223.22 

§ 1223.10 What is the purpose of Part 
1223? 

Part 1223 specifies policies and proce-
dures needed to establish a program to 
identify, protect, and manage vital 
records as part of an agency’s con-
tinuity of operation plan designed to 
meet emergency management respon-
sibilities. 

§ 1223.12 What are the objectives of a 
vital records program? 

A vital records program has two ob-
jectives: 

(a) It provides an agency with the in-
formation it needs to conduct its busi-
ness under other than normal oper-
ating conditions and to resume normal 
business afterward; and 

(b) It enables agency officials to iden-
tify and protect the most important 
records dealing with the legal and fi-
nancial rights of the agency and of per-
sons directly affected by the agency’s 
actions. 

§ 1223.14 What elements must a vital 
records program include? 

To achieve compliance with this sec-
tion, an agency’s vital records program 
must contain all elements listed in 
FCD 1, Annex I (incorporated by ref-
erence, see § 1223.4). In carrying out a 
vital records program, agencies must: 

(a) Specify agency staff responsibil-
ities; 

(b) Appropriately inform all staff 
about vital records; 

(c) Ensure that the designation of 
vital records is current and complete; 
and 

(d) Ensure that vital records are ade-
quately protected, accessible, and im-
mediately usable. 

§ 1223.16 How are vital records identi-
fied? 

Agencies identify vital records in the 
context of the emergency management 
function. Vital records are those that 
are needed to perform the most critical 
functions of the agency and those need-
ed to protect legal and financial rights 
of the Government and of the persons 
affected by its actions. Vital records 
also include emergency plans and re-
lated records that specify how an agen-
cy will respond to an emergency. The 
informational content of records series 

and electronic records systems deter-
mines which are vital records. Only the 
most recent and complete sources of 
the information are vital records. 

§ 1223.18 Must vital records be in a 
particular form or format? 

(a) Vital records can be original 
records or copies of records. Consult 
NARA records management guidance 
on vital records at http:// 
www.archives.gov/records-mgmt/vital- 
records/index.html for further informa-
tion. 

(b) Records may be maintained on a 
variety of media including paper, mag-
netic tape, optical disk, photographic 
film, and microform. In selecting the 
media, agencies must ensure that 
equipment needed to read the specific 
media will be available following an 
emergency or disaster. 

§ 1223.20 What are the requirements 
for accessing vital records during 
an emergency? 

Agencies must establish retrieval 
procedures for vital records that are 
easily implemented, especially since 
individuals unfamiliar with the records 
may need to use them in an emergency. 
For electronic records systems, agen-
cies must also ensure that appropriate 
hardware, software, and system docu-
mentation adequate to operate the sys-
tem and access the records will be 
available in case of an emergency. 

§ 1223.22 How must agencies protect 
vital records? 

Agencies must take appropriate 
measures to ensure the survival of the 
vital records or copies of vital records 
in case of an emergency. 

(a) Duplication. Agencies may choose 
to duplicate vital records as the pri-
mary protection method. Duplication 
can be to the same medium as the 
original record or to a different me-
dium. When agencies choose duplica-
tion as a protection method, the copy 
of the vital record stored off-site is 
normally a duplicate of the original 
record. The agency may store the origi-
nal records off-site if their protection 
is necessary, or if it does not need to 
keep the original records at its normal 
place of business. 
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