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Federal Records Act of 1950 and Records Disposal Act of 
1943

Maintain proper documentation of functions, policies, 
decisions, procedures, organization, operations, and any 
other agency business

Records Management



1. Determine people and resources

2. Identity records needed

3. Establish procedures

4. Match records to records schedule

5. Get organized

Best Practices



6. Document requirements and resources

7. Clean out

8. Organize remaining records

9. Maintain records

10. Inform and train others

Best Practices (continued)



• Federal Records Act of 1950

• Records Disposal Act of 1943

• Title 36 of the Code of Federal Regulations

• OMB Circular A-130

• Presidential and Federal Records Act Amendments of 
2014

• 18 U.S.C. § 2071 

Laws and Regulations



• Fosters transparency in government

• Requires initial response with page-count estimate

• Allows final response with full or partial response

Freedom of Information Act



1. Classified national defense and foreign relation 
information

2. Internal agency rules and practices

3. Information prohibited from disclosure by another law

4. Trade secrets and other confidential business 
information

5. Inter-agency or intra-agency communications 
protected by legal privileges

FOIA Exemptions



6. Unwarranted invasion of personal privacy

7. Information compiled for law enforcement purposes

8. Records relating to supervision of financial institutions

9. Geological information on wells

FOIA Exemptions (continued)



FOIA Redactions



• Office of Management and Budget (OMB)

• Forms, surveys and information collection systems

• Notification to public of proposed forms

• 3-year renewal period

Paperwork Reduction Act



Form Renewals



Form Renewals
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