




The first issue of the Records Management Information Bulletin dated November 2001,  stated that . . . 

Records Management in MRM
     The September 2000 Alternative Management 
     Control Review found major problems in MRM’s 
     records management.  An underlying and 
     fundamental problem is the records disposition 
     schedule.  Most of the schedule items were simply 
     transferred from the USGS when  RMP (now MRM) 
     was created 20 years ago.  They do not match our 
     current organizational functions,  processes, or 
     systems.

MRM recently instituted the Records Management Improvement Project (RMIP), which had its official “kick-off” on February 12 in the Auditorium.  Most of the MRM Records Coordinators were in attendance either in-person or by video teleconferencing.
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Milt Dial, Deputy Associate Director of MRM and Records Management Improvement Project sponsor, providing opening remarks about the importance of the project at the “kick-off.”  MRM Auditorium, February 12, 2004.

Prior to the “kick-off,” managers named Records Coordinators for their offices and MRM hired Jim Steward, a new addition to the Project Management Office (Debbie Briggs, Manager).  The RMIP is Jim’s first project for MRM.  He will be using Microsoft Project in order to define tasks, establish start and completion dates for the tasks, and monitor the overall progress of the Project.  Jim will also keep the QSC informed of the RMIP’s progress at their monthly meetings.
The objective of the RMIP is to “Increase the efficiency and effectiveness of MRM Operations.”  The objective will be realized by the successful completion of three goals.
                       GOAL 1:

· Conduct an inventory

· Identify categories of records that require new or revised schedules.

· Separately identify schedules for Federal, Indian and combined Federal/Indian records in accordance with DOI guidance.

                       GOAL 2:
· Evaluate existing recordkeeping practices to determine level of effectiveness by organization.
· Categorize/label scheduled records in accordance with schedules and guidance from the MMS Records Management Handbook.
· Categorize and label unscheduled records with appropriate subject and date.
· Transfer inactive paper records and electronic systems to NARA (Federal Records Center or Archives) as appropriate for storage.
· Ensure proper recordkeeping practices are applied to active records.
                   GOAL 3
· Determine the cost effectiveness of digitizing active records that are frequently accessed by multiple users.
· Conduct an evaluation of the MRM file room contents and contractor support to determine the optimum use of the space and the contractor resources.
Successes             Currently, RIK (Records Coordinator is Ralph Snyder), Indian CAM (Records Coordinators are Jayne Barton, Liz Mudry, Tom Peterson, and Debi Putman), and OE (Records Coordinators are Karen Lee and Presley Holiday) have completed their records inventories.              Congratulations!!
These offices began their inventories before the official “kick-off.” 
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Ralph Snyder, Records Coordinator for RIK, giving a “lessons learned” presentation at the Records Management Improvement Project “kick-off.”

Below are URL's for the following “kick-off” presentations:

The “Kick-off” of the Records Management Project: http://rmppipeline.rmp.mms.gov/mmsknwlpipe/Regulations/MMS/RecordsMngt/RecordsPowerPoint/Recordskickoff.ppt
Indian CAM Records Management Inventory Project:  http://rmppipeline.rmp.mms.gov/mmsknwlpipe/Regulations/MMS/RecordsMngt/RecordsPowerPoint/RecordsIndCam.ppt
Royalty-in-Kind Filing System Review:  http://rmppipeline.rmp.mms.gov/mmsknwlpipe/Regulations/MMS/RecordsMngt/RecordsPowerPoint/RecordsRIK.ppt
More on RMIP in the next issue.

Shredding Records Conviction
(From the “Federal Employees News Digest,” December 22, 2003, vol. 53, no. 22.)

A federal jury in Santa Ana, Calif., last week convicted a former INS contract employee of destruction of government documents for shredding paperwork to reduce a backlog of work. Leonel Salazar, 34, faces up to six years in prison when he is sentenced on April 12, said Assistant U.S. Attorney Gregory Staples. Prosecutors said Salazar, a former file room senior supervisor at the Immigration and Naturalization Service office in Laguna Niguel, Calif.—now known as the Bureau of Citizenship and Immigration Services—shredded the papers to reduce a 90,000-document backlog and save his job. The documents included passports, birth and marriage certificates and other vital records of immigrants that were supposed to be attached to active files, according to trial testimony. Salazar was accused of conspiring with Dawn Randall, assistant manager of the file room, but the jury acquitted him of that count. Randall is scheduled to be tried in March on the same charges. 

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * *


E-mail message from Milt Dial, DAD, to the QSC and Senior Secretaries regarding the temporary conversion of the Columbine Room into a records staging area.
-----Original Message-----

From: 
Dial, Milton  

Sent:
Wednesday, February 25, 2004 11:03 AM

To:
MRM QSC/Senior Secretaries

Subject:
MRM Records Management Improvement Project

Hello all -- As an update on the MRM Records Management Improvement Project, the recently-held kickoff meeting involving project management staff, ITC management and staff, Records Coordinators, Accenture, and others was an excellent beginning on the first phase of the Project.  The meeting was widely attended including staff from Lakewood, Washington, Oklahoma City, Tulsa, Dallas, and Farmington.  In addition to laying out the project schedule for the inventorying phase of the project, meeting participants were able to share experiences to date on their records work that will prove useful as the project progresses.  This week the Project Manager and Records Management staff are in Oklahoma providing assistance to MRM staff.  In the ensuing weeks like sessions will be held in additional field locations, MRM Headquarters and Lakewood.

For the Lakewood site, a key aspect of the project will be addressing the paper records.  Currently we do not have sufficient space to be able to stage and process paper records for transfer to the National Archives.  In order to proceed with this aspect of the project, we are temporarily converting the Columbine Room to a records storage, staging and processing area.  Beginning on March 4 and for the foreseeable future, the Columbine Room will not be available as a meeting room site.  The historic utilization rate of the Columbine Room has been quite low due to the awkward layout.  We anticipate that existing alternative meeting rooms in Building 85 and 85A will meet ongoing needs.  Thanks all for the great support in moving this important MRM Project forward -- Milt  
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The Department of the Interior Records Move Form is now available on the Pipeline at:


� HYPERLINK "http://pipeline.mms.gov/JetForms/form_mms_RecMgmt.shtml" ��http://pipeline.mms.gov/JetForms/form_mms_RecMgmt.shtml�





This form is to be used when transferring inactive Federal or Indian records to the Federal Records Center (FRC), returning records to the FRC, or moving inactive Indian Trust records from any DOI bureau to another DOI bureau or office (and crossing regional or state office boundaries).
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And, of course, these inventory projects could not be successful without the strong support and cooperation of staff, supervisors, managers, and the  overworked Records Management Staff!!
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