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Proper records management, through the full life-cycle of records creation, use and maintenance, and disposition, is an essential part of our research, investigative, and data-collection programs at the USGS. It also is the law[footnoteRef:1].  In addition to managing your administrative records (e.g. meeting agendas and notes and budget documents), by managing our scientific records properly, the USGS will: 
 [1:  Primarily two laws govern Federal records management: The Federal Records Act of 1950, as amended, and the Paperwork Reduction Act of 1980. The Federal Records Act, as codified at Chapters 21, 29, 31, and 33 of Title 44 of the United States Code (U.S.C.), establishes the basis for records management programs in Federal agencies. It also sets out the records management oversight responsibilities of both the National Archives and Records Administration and the General Services Administration. The Paperwork Reduction Act, codified at Chapter 35 of Title 44 of the U.S.C., makes records management part of a broader program of Federal information resources management. 
] 

· Document what data and information are available and where they are stored; 
· Ensure that our science is reproducible;
· Enable the recovery and verification of all scientific records;
· Ensure that our data and interpretations are available for future generations of scientists; and
· Ensure that the USGS wisely uses public resources, because the cost to preserve the data is almost always smaller than the original cost to collect it.
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What is a Federal Scientific Record?

A scientific record is any information created as part of a scientific research, investigation, or data-collection activity. Such records can include project planning and review documents, correspondence, documentation of non-published procedures and methodologies, field notes, photographs, paper maps and drawings, original scientific data, final statistical output, digital databases, models, and digital spatial data products. Records can take several
forms such as paper documents; photographic film and images, microfilm, motion pictures, and sound records; physical, chemical, and biological samples and specimens; and electronic data and information stored on disc, tape, and other media. 

Considerations for determining what should be preserved as a record from your scientific work include:

· Is the information unique to the particular scientific program or project?
· Was the creator acting in an official government capacity when creating or receiving the information?
· Does the material have legal or historical value?
· Does the information have value beyond the lifetime of the program or project?
· Can the material be used by persons other than the creators (are the data reliable and adequately documented)? 
· Can the information not be derived again within reasonable constraints of cost and intellectual effort?
· What records are necessary to understand your decision-making process and for the dissemination, reproduction, and defense of the work?

What is not a Federal Scientific Record?

Work papers and personal notes that have no scientific value, duplicate and reference materials, most library holdings, stocks of publications, and incidental correspondence that have no bearing on the procedures or outcomes of the program or project are not considered Federal records. 
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What are my Responsibilities as a Scientist Generating Data and Information?

Scientific records management is a necessary part of doing your job. By incorporating records management practices into your science, the final step of archiving your project records will be much easier and less time-consuming. We must all consider the following as we do the daily business of collecting and interpreting scientific data for the Nation:

· Original scientific records are the property of the Federal Government and not the employee. 
· Records management and archiving is a legitimate cost of doing business; therefore, these tasks should be incorporated into proposals and other planning documents.
· Evaluation of records management processes and procedures must be part of periodic program and project reviews.
· Scientific records may have more than one life.  As scientific ideas advance, new concepts may emerge in the same or entirely different disciplines.  New computing technologies for storing and analyzing data enhance the possibilities for finding or verifying new perspectives through reanalysis of existing data records.  Thus, the relative importance of the data, both current and historical, can change dramatically, often in entirely unanticipated directions. 
· If your work cannot be reproduced it may not be defensible.
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What is the Difference between a Temporary versus Permanent Record?

Some records have enduring value and will be indexed and stored permanently in the official archives of the National Archives and Records Administration (NARA).  Other records have temporary value, and can be stored in NARA Federal Record Centers.  Examples of permanent USGS records include our official publications, selected databases [e.g. National Water Information System (NWIS) and Geographic Names Information System (GNIS)], and the Director’s records. Records of potential historical value include our historic photographs and maps.  Records of temporary value include such documents as background laboratory data, technical correspondence, and meeting notes. 
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If my Data are in a Database, am I Done?

Usually not, as only those data stored in a “permanent” database, e.g. NWIS, are archived for you. Your other databases must be archived with your scientific records. Documentation also must be included to allow future users to read and access your electronic data. Therefore, information about the database table or file structure, copies of any customized program code, metadata, and information about any algorithms used with the database to calculate other parameters must be written along with the database to stable fixed media. Use of non-proprietary, documented file formats will facilitate the use of your data by future generations of scientists. 

What Happens to my Data when I Retire, Transfer, or Leave Government Service?

Federal records will remain the property of the USGS and stay with the USGS when employees retire, transfer to another Federal agency, or leave government service. You are expected to properly prepare your scientific records for archiving or transfer to another USGS scientist before leaving.  You are able to retain project summary folders which can include copies of key project information, presentations, and final reports.  Communicate with your supervisor concerning any files that you would like to take with you.

Who can assist me with my Records Management Needs?

Headquarters, discipline, and regional offices, all Science Centers, and other major USGS offices each have designated Records Liaison Officers or Records Management Coordinators. More information about who to go to for assistance with your records related questions as well as information about the USGS Records Management Program can be found at: http://internal.usgs.gov/gio/irm/files.html.
	


2
	
image3.jpeg




image4.jpeg




image1.jpeg




image2.jpeg




image5.jpeg
A

aUSGS

science for a changing world




image6.jpeg




