UNITED STATES DEPARTMENT OF AGRICULTURE

Farm Service Agency Notice AS-2235

Washington, DC 20250

For: FAS and FSA Washington, DC, National Offices Only

Identifying Record Custodians

Approved by: Acting Deputy Administrator, Management

1 Overview

A Background

The Federal Records Act, as amended and codified in 44 U.S.C. 3101 and 3102, places
responsibility on Agencies to create and preserve records that adequately document their
missions, functions, policies, procedures, decisions, and transactions. While the MSD,
Information Management Branch (IMB), Records Section handles much of the records work,
creating and preserving records is not just the responsibility of the Records Section staff.
The Records Section is requesting information to identify all individuals within each
division, branch, section, or office that serve as record custodians. This information is
necessary for identifying key points-of-contact within each division, branch, section, or
office for disseminating information about records management.

The deadline for submitting this information is July 20, 2012.

Purpose

This notice:

e informs FAS employees about the request for information

e informs FSA employees to update Exhibit 1 contact information

e requests that each office identify a staffing individual responsible for its records
processing.

Contact

If there are questions about this notice, contact Angela Payton, IMB, Records Analyst by
either of the following:

e e-mail to angela.payton@wdc.usda.gov
e telephone at 202-720-0482.

Disposal Date Distribution

August 1, 2012 FAS and FSA Washington, DC, National Offices

6-11-12
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Notice AS-2235

2 Record Custodians

A Custodian Responsibilities

6-11-12

All employees are affected by how the records management program is managed. Records
management is a collective responsibility that all employees have an equal obligation to

maintain. All employees should be aware of the policies, procedures, and tools for managing

records, and be capable of applying them to all records. That is why it is important to
identify and designate a record custodian within each perspective area. Training will be
provided by the Records Section after all record custodians have been identified.
Record custodian responsibilities include, but are not limited to, the following:

e assigned responsibility within a particular office for records management matters and
complying with guidance issued by the Records Section

e maintaining, servicing, and disposing of office records

e learning the functional mission of the Office of Records that the records support and
know the purpose that the records serve

e maintaining the office file plan

e accounting for active and inactive records

e ensuring that eligible records are promptly and properly prepared to retire or transfer
e Dbeing proficient on equipment used for storing and retrieving records from the files

e knowing and implementing records maintenance, use, and disposition policies and
procedures for records maintained

e adjusting office record maintenance practices to provide accurate and effective reference

service to the users of the records

e cooperates with the Records Section in periodic evaluations of each office’s records.
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Record Custodians (Continued)

B Appointing a Point-of-Contact for Records Management

Each division, branch, section, or office shall provide the following information for each
employee within the division, branch, section, or office assigned the responsibility for the
records management process:

division, branch, section, or office
custodian’s name

telephone number

address, including building and room number.

This information will be used to identify individuals within each division, branch, section, or
office, responsible for ensuring that the responsibilities for creating, maintaining, and storing
Federal records are properly adhered. Record custodians will serve as liaison between their
office and the Records Section.

Offices shall e-mail this information to Angela Payton, MSD, IMB on or before COB
July 20, 2012.

Updating FSA Contact Information

FSA provided contact information last year. Review Exhibit 1 for accuracy. The contact
information offices shall e-mail any updates or revisions to angela.payton@wdc.usda.gov.

Page 3



Exhibit 1

Notice AS-2235

FSA Contact Information

FSA divisions, branches, sections, or offices shall review the following for accuracy. Contact
information offices shall e-mail updates or revisions to angela.payton@wdc.usda.gov.
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Exhibit 1

Notice AS-2235

FSA Contact Information (Continued)
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Exhibit 1

Notice AS-2235

FSA Contact Information (Continued)
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Exhibit 1

Notice AS-2235

FSA Contact Information (Continued)
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Exhibit 1

Notice AS-2235

FSA Contact Information (Continued)
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