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1  Overview 
 

 A Background 
 

Currently, MSD, Kansas City Administrative Services Branch (KCASB), Information 
Management Section (IMS) Records Group reviews and finalizes FSA State and County 
Office SF-135 submissions for FSA records being transferred to the Federal Records Centers 
(FRC’s).   
 
In FY 2008, the National Archives and Records Administration (NARA) will begin 
implementing the web-based Archival Records Center Information System (ARCIS) that will 
enable agencies to prepare, submit, and track SF-135 transfer requests over the Internet in 
near real time.  ARCIS will reduce cost and cycle time, improve the quality for FRC 
transactions, and improve agency customer satisfaction. 
     
When active, ARCIS will allow only a single level of review and liaison for SF-135 
processing.  After activation, a State Office State Record Liaison (SRL), formerly a State 
Records Points-of-Contact, shall conduct this single level of SF-135 review online.   
 

 B Purpose 
 

This notice: 
 
• announces the forthcoming implementation of ARCIS which will affect procedural 

changes to the current records transfer process 
 
• informs State and County Offices of necessary actions before the implementation of 

ARCIS. 
 
 
 
 

 
Disposal Date 
 
January 1, 2009 

Distribution 
 
State Offices; State Offices relay to County Offices 
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1  Overview (Continued) 
 

C Contacts 
 

If there are questions about this notice, State Offices shall contact John Underwood by either 
of the following: 
 
• e-mail at john.underwood@kcc.usda.gov 
• telephone at 816-926-6992. 
 

2  IMS Services 
 

 A SF-135 Processing Transition 
 

Effective January 14, 2008, FSA State Offices shall no longer submit SF-135’s through the 
MSD, KCASB, IMS Records Group, but shall coordinate record transfers directly with FRC 
that services their area.   
 
SRL’s shall: 
 
• assist County Record Custodians (CRC’s), formerly County Records Points-of-Contact, 

with FSA records transfer program 
 
• review and finalize SF-135’s for their State and County Offices 
 
• submit completed SF-135’s to FRC that services their area. 
 
The change to a single level of review at the State Office by SRL is a proactive step designed 
to ensure the State and County Offices are properly prepared for the formal transition to 
ARCIS.   
 
SRL and CRC will be identified by the Administrative Officer or SED.  See Exhibit 1 for a 
diagram for processing SF-135’s.  Questions about SF-135 processing should be referred to 
the MSD, KCASB, IMS Records Group support staff listed in the Exhibit 2. 
 

 B Records Transfer Desk Reference Guide 
 

MSD, KCASB, IMS has developed a Records Transfer Desk Reference Guide to assist State 
and County Offices with: 
 
• preparing records for transfer 
• completing and submitting SF-135’s to FRC using improved references and examples 
• shipping record transfers to FRC upon approval. 

 
The Records Transfer Desk Reference Guide can be found at 
http://intranet.fsa.usda.gov/records_mgmt/Records_Transfer_Desk_Reference_Guide.pdf. 
 
Note: The Records Transfer Desk Reference Guide does not supersede or replace 25-AS. 

The guide is an informational device for State and County Offices to use for record 
transfers while 25-AS is being revised. 
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2  IMS Services (Continued) 
 
 C Records Program Support  
 

MSD, KCASB, IMS Records Group shall:  
 
• provide SF-135 quality assurance guidance and oversight for SF-135 processing 

according to current requirements 
 
• routinely monitor SF-135 pre-submissions for accuracy and ensure transfer problem 

resolution 
 
• provide records management training. 
 

Note: Initial one-on-one training by phone and e-mail is currently available.  Other 
types of record management training opportunities include, but are not limited to 
the following: 

 
• on-site targeted assistance 
 
• web-conference 
 
• monthly record management conference calls with SRL’s and CRC’s 
 
• timely and current records management information available on the FSA 

Intranet 
 
• formal NARA Records Management training delivered at FRC’s 
 
• group training at: 

 
• Kansas City Office 
• State Office with SRL’s and CRC’s. 

 
Note: Training involving travel is determined and funded by the State Office. 
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Processing SF-135’s 
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MSD, KCASB, IMS Record Group Support Staff 
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FRC States Served IMS Primary Contact Alternate 
Anchorage  AK Frances Gilbert at: 

 
• 816-823-2065 
• frances.gilbert@kcc.usda.gov. 

Atlanta 
(Southeast 
Region) 

AL, FL, GA, KY, 
MS, NC, SC, and 

TN 

Sue Carpenter at: 
 
• 816-926-2635 
• sue.carpenter@kcc.usda.gov. 

Kellie Rodriguez at: 
 
• 816-926-6106 
• kellie.rodriguez@kcc.usda.gov. 

Boston 
(Northeast 

Region) 

CT, ME, MA, NH, 
RI, and VT 

Sue Carpenter at: 
 
• 816-926-2635 
• sue.carpenter@kcc.usda.gov. 

Chicago 
(Great Lakes 

Region) 

IL, MN, and WI 

Frances Gilbert at: 
 
• 816-823-2065 
• frances.gilbert@kcc.usda.gov. 
 Angelia Amrine at: 

 
• 816-926-6128 
• angelia.amrine@kcc.usda.gov. 

Dayton 
(Great Lakes 

Region) 

IN, MI, and OH Angelia Amrine at: 
 
• 816-926-6128 
• angelia.amrine@kcc.usda.gov. 

Kellie Rodriguez at: 
 
• 816-926-6106 
• kellie.rodriguez@kcc.usda.gov. 

Denver 
(Rocky 

Mountain) 

CO, MT, ND, SD, 
UT, and WY 

Sue Carpenter at: 
 
• 816-926-2635 
• sue.carpenter@kcc.usda.gov. 

Angelia Amrine at: 
 
• 816-926-6128 
• angelia.amrine@kcc.usda.gov. 

Forth Worth 
(Southwest 

Region) 

AR, LA, NM, OK, 
and TX 

Patricia Summers at: 
 
• 816-926-6213 
• patricia.summers@kcc.usda.gov. 

Frances Gilbert at: 
 
• 816-823-2065 
• frances.gilbert@kcc.usda.gov. 

Kansas City 
(Central Plains 

Region: Lenexa) 

IA, KS, MO, and NE Patricia Summers at: 
 
• 816-926-6213 
• patricia.summers@kcc.usda.gov. 

Lee’s Summit  
(NARA’s Central 

Plains Region) 

NJ, Panama Canal 
Zone, NY, Puerto 
Rico, and the U.S. 

Virgin Islands 

Kellie Rodriguez at: 
 
• 816-926-6106 
• kellie.rodriguez@kcc.usda.gov. 

Valesta Rucker at: 
 
• 816-926-6175 
• valesta.rucker@kcc.usda.gov. 

Los Angeles 
(Pacific Region: 
Laguna Niguel 
(Perris), CA) 

AZ, Southern CA, 
Clark County, and 

Las Vegas, NV 

Patricia Summers at: 
 
• (816) 926-6213 
• patricia.summers@kcc.usda.gov. 

Philadelphia 
(Mid-Atlantic 

Region: 
Northeast 

Philadelphia) 

PA, DE, WV, MD, 
and VA 

Angelia Amrine at: 
 
• (816) 926-6128 
• angelia.amrine@kcc.usda.gov. 

Valesta Rucker at: 
 
• (816) 926-6175 
• valesta.rucker@kcc.usda.gov. 

San Francisco 
(Pacific Region: 

San Bruno) 

Northern CA, HI, 
and NV 

Sue Carpenter at: 
 
• (816) 926-2635 
• sue.carpenter@kcc.usda.gov. 

Seattle 
(Pacific Alaska 

Region) 

ID, OR, and WA 

Patricia Summers at: 
 
• (816) 926-6213 
• patricia.summers@kcc.usda.gov. 

Frances Gilbert at: 
 
• (816) 823-2065 
• frances.gilbert@kcc.usda.gov. 


