




1.  The form OF-11, “Reference Request – Federal Records Centers” is on the Pipeline (Pipeline to Forms to Records Management to OF-11).
2.  Enter the accession number, the number of the box you want, and the records center location on the form.  You can obtain this information from your copy of the SF-135.  If you don’t have your copy of the SF-135, please see Mike Autobee for assistance.
3.  If you want the whole accession, please write “whole accession” on the OF-11. near “box.”
4.  If you want one whole box or contiguous whole boxes within an accession, check the square before “box” on the form and write the box numbers that you want.
5.  If you want, for example, boxes one and three of an accession, then you need to prepare an OF-11 for each box.
6.  If you want one file in a box or contiguous files within a box, check the square before 
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I will be out of the office from September 2 to October 7.  In  my absence, please contact Mike Autobee of the Records Management Staff on (303) 231-3282 for any RM assistance.

                            Thank you

        Nola Freeman, MRM Records Officer

“folder” on the form and then write the exact title(s) of the label(s) on the folder(s).

7.  If you want to request multiple, non-contiguous folders in a box, then you need to prepare an OF-11 for each folder.  
(Note:  The OF-11 acts as a “place-holder” for either boxes or folders temporarily removed from the Federal Records Center.)
8.  Under “Nature of Service,”  check the square for either “Temporary Loan of Records” or “Review.”

9..  “Temporary Loan of Records” means that you want the records delivered to the MMS building or that you will pick them up.  For Denver:  (1) If the amount of records  requested is up to one FRC box, then the Optimum Management Services courier will pick up and deliver the records or you can pick up the records from the FRC.. (2) If the request is for more than one FRC box, then you may either pick up the boxes yourself or make arrangements with Jo Marie Osland (MMS WASC Denver) for a contractor to pick up and deliver the records. (3)  If you want to pick up the records at the FRC, please let the FRC know in the “Remarks” space on the OF-11.   For Other MRM Offices:  The Federal Records Center will mail or FedEx the records to you.
10.  “Review” means that you want to examine the records in the Research Room of the Federal Records Center and may make photocopies of the records if you wish.  Records Center policy requires that the MRM Records Officer or Records Management staff (Nola Freeman and Mike Autobee) must write a letter to the Records Center granting you permission to examine the records.

11.  At the bottom of the page, fill out “Name of Requestor,” “Telephone No.,” and “Date.”  Also, provide the name and address (don’t forget mail stop!) of the person who is to receive the records.
12.  Give OF-11 to MRM Records Management to review, approve, and send over to the FRC.  

13.  In Denver:  Optimum Management Systems (OMS) may also request records from the Records Center. 
14.  Records Center staff put together batches of  requests (based upon the records’ location within the FRC) by 10:00 a.m. of each day.  The requested records will be ready for pick-up or to be mailed out at the end of the day (unless there is some problem or question about the request.)

15.  If there is an urgent need for particular records, the Records Center will provide quicker, emergency reference service for the requested records.  

[image: image2.jpg]


[image: image3.png]



Minerals  Revenue  Management – Center for Excellence





RECORDS MANAGEMENT INFORMATION BULLETIN




















Vol.  III, No. 9                                               August/September 2003





In September, RIK may use OMS to prepare their accessioning paper work and OffshoreCAM 1, Teams 3 & 4 may use OMS’ services during October.











Hi !!  I’m Mel Gibson and I always return my requested files to the FRC as soon as I am finished with them.





It IS possible to move Federal records from an MMS building to a Federal Records Center!!  





Pauline Ohadi, Offshore, Oklahoma City, was able to ship two new accessions of records to the Fort Worth Records Center and Marilyn Richardson, Offshore, Denver, recently  returned some records Offshore had temporarily withdrawn from the FRC. 





If your office has some inactive records that should be transferred to the FRC or you want to return records you temporarily withdrew from the FRC,  please fill out the appropriate paper work to start the process.





PLEASE CONTACT MIKE AUTOBEE OF THE RECORDS MANAGEMENT STAFF  (303) 231-3282 OR (Denver only) OPTIMUM MANAGEMENT SYSTEMS – Records Management Contractors (303) 231-3630 FOR ANY ASSISTANCE  (The  November/December 2002 issue of the bulletin, available on the MMS Pipeline, provides information on OMS’ services.)
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