Using ERA to Transfer Records Scenario 
	Scenario #
	Scenario Objective

	C2-02
	· Create a Transfer Request from blank

· Review and approve a Transfer Request
· Create a new Legal Transfer Instrument


Background for Scenario:

Create, review and approve a Transfer Request for the Patent and Trademark Office with the data listed below.  Once you have completed the Transfer Request, create a new Legal Transfer Instrument using the same Transfer Request.

Transfer Request:  General Info

	Field


	Value
	

	*Transfer Request ID
	[System Generated]

	*Creating Agency/ Establishment
	[System Generated]

United States Patent and Trademark Office

	Major Subdivision
	Multiple Organizations

	Minor Subdivision
	n/a

	Record Group Number
	[System Generated]  RG 241 – Records of the Patent and Trademark Office

	Transfer Group Description
	Commissioner of Patents and Trademarks.  Commissioner’s Files. Correspondence and memoranda, reports, briefings relating to budget formulation, delegations of authority, examiner education fund, GAO and Inspector General reports, international matters, labor management relations, legal materials, legislation including copies of bills and hearings, management initiative and reviews, organization and reorganization matters, personnel, procurement, and related subjects.

	*Records Schedule Item
	[Attach Records Schedule Item]   N1-241-96-1, item 1A (will appear as Schedule Subject ID in Records Schedule search)

	Agency Manual ID
	[System Generated] 

	Agency File Code
	[System Generated] Section 1/ Index Number 3

	LTI
	[System Generated]

	*Legacy Data
	No

	*Legacy Transaction Number
	

	Security Scan
	No

	Status
	[System Generated]

	Disposition Authority
	[Section Title]

	Records Schedule Item Title
	[System Generated] Commissioner’s Files – recordkeeping copies

	*Inclusive Date:  From
	01/01/1983

	*Inclusive Date:  To
	12/31/1983

	Series Title
	Commissioner’s Files.

	Cut-off Instructions
	Close files annually 

	Access Restrictions
	[Section Title]

	*Access Restrictions
	Restricted

	Specific Access Restrictions
	FOIA (b)(2) Internal Personnel Rules and Practices

	Security Classification
	n/a

	Special Markings
	n/a

	Statutory Citation
	n/a

	Access Restriction Note
	n/a

	Privacy Act Notice Number
	n/a

	Transferring Agency Official
	[Section Title]

	First name
	James R.

	Last Name
	Analyst

	Title
	Records Officer,  Patent and Trademark Office

	E-mail
	james.r.analyst@pto.gov

	Phone
	(301) 987-6597

	Record Type
	[Section Title]

	*General Record Type
	Textual Records; Architectural Drawings


	*Disposition Code
	P - Permanent

	ERM Categories
	n/a

	Freeze Code
	GAO – EEO Complaints

	Level of Service
	n/a


Transfer Request:  Transfer Details
	Field


	Value
	

	Transfer Group ID
	[System Generated]

	*Transfer Group Description
	[System Generated]

	*Transfer Group Disposition Date
	01/01/2009

	Cut-Off
	12/31/1983 

	Revised Disposition Date
	n/a

	*Current Physical Location of Records:  Agency Location
	No

	*Current Physical Location of Records: Location
	Washington National Records Center

	*Current Physical Location of Records:  Current Custodial Unit
	NWMW Washington National Records Center

	*Current Physical Location of Records:  Agency Name and Address
	

	*Destination Physical Location of Records:  Location
	National Archives at College Park – Archives II (College Park,  MD)

	*Destination Physical Location of Records:  Custodial Unit Destination
	NWCTC Civilian Records LICON, Textual Archives Services Division

NWCS-C Cartographic and Architectural Records LICON, Special Media Services Division

	Transfer Method
	[Section Title]

	Electronic Records Transferred by Electronic Means
	n/a

	Electronic Push/Electronic Push
	n/a

	Estimated Volume
	n/a

	Electronic Transfer on Physical Media
	n/a

	Quantity
	n/a

	Transfer Media Type
	n/a

	Description
	n/a

	ERM Categories
	n/a

	Media Disposition
	n/a

	Physical Transfer of Non-Electronic records
	Yes

	Special Media Type
	No

	Paper
	Yes

	Quantity
	n/a

	Description
	Paper; Architectural Drawings

	List of Containers
	[Section Title]

	# of Containers
	1

	Container Type
	FRC-S FRC Carton, Standard (15.0 , 12.25 ,10.125)



	Contact Person
	[Section Title]

	First Name
	Paige 

	Last Name
	Turner

	Title
	Records Manager, Patent and Trademark Office

	Phone
	(301) 987-6532

	E-mail
	paige.turner@pto.gov


Original Order Tab

	Field


	Value

	Method of Records Management
	[Section Title]

	Application Managed Records
	No

	File System Managed Records
	Yes

	File system defines the order
	Yes

	Folders map to File Plan
	No

	Folders map as described
	No
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