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by the Archivist are contained in regu-
lations in 36 CFR chapter XlIl and in
bulletins and handbooks issued by the
National Archives and Records Admin-
istration (NARA).

(3) The heads of Federal agencies are
responsible for complying with the
policies and guidance provided by the
Administrator and the Archivist.

Subpart 101-11.1—Agency
Programs

§101-11.100

This subpart prescribes policies and
procedures for establishing and main-
taining an agency records management
program.

Scope of subpart.

§101-11.101 General.

Section 3102 of title 44 of the U.S.C.
requires each Federal agency to estab-
lish an active and continuing records
management program.

§101-11.102

Each Federal agency shall establish
and maintain an active, continuing
program for managing agency records,
commensurate with agency size, orga-
nization, mission, and recordkeeping
activity.

Policy.

§101-11.103 Procedures.

Each Federal agency shall take the
following actions to establish and
maintain the agency’s records manage-
ment program:

(a) Assign specific responsibility for
the development and implementation
of agencywide records management
programs to an office of the agency and
to a qualified records manager.

(b) Consider the guidance contained
in GSA and NARA handbooks and bul-
letins when establishing and imple-
menting agency records management
programs.

(c) Issue a directive establishing pro-
gram objectives, responsibilities, au-
thorities, standards, guidelines, and in-
structions for its records management
program.

(d) Apply appropriate records man-
agement practices to all records, irre-
spective of the medium (e.g., paper,
electronic, or other) on which the
record resides.

90

41 CFR Ch. 101 (7-1-00 Edition)

(e) Control the creation, mainte-
nance, and use of agency records and
the collection and dissemination of in-
formation to ensure that the agency:

(1) Does not accumulate unnecessary
records;

(2) Does not create forms and reports
that collect information inefficiently
or unnecessarily;

(3) Periodically reviews all existing
forms and reports (both those origi-
nated by the agency and those re-
sponded to by the agency but origi-
nated by another agency or branch of
Government) to determine if they need
to be improved or canceled;

(4) Maintains its records cost effec-
tively and in a manner that allows
them to be retrieved quickly and reli-
ably; and

(5) Keeps its mailing and copying
costs to a minimum.

(f) Standardize stationery in terms of
size, letterhead design, color (of origi-
nals, record copies, and envelopes),
markings that are permitted on enve-
lopes and postcards, and number of sta-
tionery styles permitted.

(g) Consider the voluntary standards
contained in the Table of Standard
Specifications in the FPMR, when de-
veloping agency stationery standards.

(h) Establish agency standards re-
garding the types of correspondence to
be used in official agency communica-
tions, and the number and kind of cop-
ies required and their distribution and
purpose.

(i) Strive to:

(1) Improve the quality, tone, clarity,
and responsiveness of correspondence,
and provide for its creation in a timely,
economical, and efficient manner;

(2) Design forms that are easy to fill-
in, read, transmit, process, and re-
trieve; and reduce forms reproduction
costs;

(3) Provide agency managers with the
means to convey written instructions
to users and document agency policies
and procedures through effective direc-
tives management;

(4) Provide agency personnel with the
information needed in the right place,
at the right time, and in a useful for-
mat;

(5) Eliminate unnecessary reports
and design necessary reports for ease of
use;



