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Federal agency primarily for the stor-
age, servicing, security, and processing 
of records which need to be preserved 
for varying periods of time and need 
not be retained in office equipment or 
space. See also records storage facility. 

Records management, as used in sub-
chapter B, means the planning, con-
trolling, directing, organizing, train-
ing, promoting, and other managerial 
activities involved with respect to 
records creation, records maintenance 
and use, and records disposition in 
order to achieve adequate and proper 
documentation of the policies and 
transactions of the Federal Govern-
ment and effective and economical 
management of agency operations. 

Records schedule or schedule means 
any of the following: 

(1) A Standard Form 115, Request for 
Records Disposition Authority that has 
been approved by NARA to authorize 
the disposition of Federal records; 

(2) A General Records Schedule 
(GRS) issued by NARA; or 

(3) A published agency manual or di-
rective containing the records descrip-
tions and disposition instructions ap-
proved by NARA on one or more SF 
115s or issued by NARA in the GRS. See 
also comprehensive schedule. 

Records storage facility is a records 
center or a commercial records storage 
facility, as defined in this section, i.e., 
a facility used by a Federal agency to 
store Federal records, whether that fa-
cility is operated and maintained by 
the agency, by NARA, by another Fed-
eral agency, or by a private commer-
cial entity. 

Retention period is the length of time 
that records must be kept. 

Series means file units or documents 
arranged according to a filing or classi-
fication system or kept together be-
cause they relate to a particular sub-
ject or function, result from the same 
activity, document a specific kind of 
transaction, take a particular physical 
form, or have some other relationship 
arising out of their creation, receipt, or 
use, such as restrictions on access and 
use. Also called a records series. 

Temporary record means any Federal 
record that has been determined by the 
Archivist of the United States to have 
insufficient value (on the basis of cur-
rent standards) to warrant its preser-

vation by the National Archives and 
Records Administration. This deter-
mination may take the form of: 

(1) Records designated as disposable 
in an agency records disposition sched-
ule approved by NARA (SF 115, Request 
for Records Disposition Authority); or 

(2) Records designated as disposable 
in a General Records Schedule. 

Unscheduled records are Federal 
records whose final disposition has not 
been approved by NARA on a SF 115, 
Request for Records Disposition Au-
thority. Such records must be treated 
as permanent until a final disposition 
is approved. 

§ 1220.20 What NARA acronyms are 
used throughout Subchapter B? 

As used in Subchapter B— 
NARA means the National Archives 

and Records Administration. 
NAS means the Space and Security 

Management Division. 
NR means the Office of Regional 

Record Services. 
NWCS means the Special Media Ar-

chives Services Division. 
NWM means Modern Records Pro-

grams, which includes NARA records 
management staff nationwide. 

NWME means the Electronic and 
Special Media Records Services Divi-
sion. 

NWML means the Lifecycle Manage-
ment Division. 

NWMW means the Washington Na-
tional Records Center. 

NWT means Preservation Programs. 

Subpart B—Agency Records 
Management Responsibilities 

§ 1220.30 What are an agency’s records 
management responsibilities? 

(a) Under 44 U.S.C. 3101, the head of 
each Federal agency must make and 
preserve records containing adequate 
and proper documentation of the orga-
nization, functions, policies, decisions, 
procedures, and essential transactions 
of the agency. These records must be 
designed to furnish the information 
necessary to protect the legal and fi-
nancial rights of the Government and 
of persons directly affected by the 
agency’s activities. 

(b) Under 44 U.S.C. 3102, the head of 
each Federal agency must establish 
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