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Mention the National Archives 
to most people and they will 
quickly think of the imposing, 
fortress-like building on Consti­
tution Avenue in downtown 
Washington, D.C. After all that is 
where the most important docu­
ments in our nation’s history are 
located – such as the Declaration 
of Independence, the Constitu­
tion, and the Bill of Rights. 

What many people don’t realize 
is that there are numerous field 
locations of the National Ar­
chives and Records Administra­
tion. In all, we now have 34 fa­
cilities throughout the United 
States now storing some 26 mil­
lion boxes of records. That num­
ber includes the 10 presidential 
libraries which are administered 
by NARA. The presidential li­
braries in this region include the 
Lyndon Baines Johnson (Austin, 
Texas), George Herbert Bush 
(College Station, Texas) and the 
William Jefferson Clinton (under 
construction in Little Rock, 

Arkansas).  

The Southwest Region is com­
prised of the states of Texas, 
Oklahoma, Arkansas and Louisi­
ana. The purpose of the NARA-
Southwest Regional office is to 
provide assistance on all aspects 
of record keeping to all Federal 
agencies within the four state re­
gion. We can help you manage 
your records better, regardless of 
format, from their creation to 
their ultimate disposition. 

This inaugural edition of The 
Southwest Bulletin is intended to 
briefly introduce our mission 
and our services. I, and the re­
gional staff, welcome your com­
ments about this publication. 
Also, should you have any ques­
tions regarding your records 
please let us hear from you. This 
edition of the newsletter will 
provide an overview of each of 
our major programs in the re­
gion. Let us know how we can 
help you.  
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The Southwest Bulletin 

This newsletter is published twice a year, in 
the summer and winter, to keep the records 
officers of the Federal agencies in the four state 
Southwest Region (Texas, Oklahoma, Arkan­
sas and Louisiana  apprised of their responsi­
bilities as the caretakers of Federal records. It 
is also intended to inform volunteers, genealo­
gists, political leaders, teachers, researchers, 
information technology and other profession­
als about the many services provided by 
NARA. Let us know if we can address an area 
of record keeping that is of interest to you. 
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Records Management 

JOHN H. SMITH, 
DIRECTOR 
The Records Management Program is 
dedicated to providing the highest qual­
ity of assistance to Federal records man­
agers in the Southwest Region. The focus 
of the program is on “front end records 
management.” The goal is to ensure that 
Federal agencies are creating records 
that adequately document their activi­
ties, and that the records are properly 
stored, controlled and readily accessible 
by authorized users, and protected from 
unauthorized access for as long as the 
information is needed. 

Several major functions are performed 
by the Records Management Program to 
carry out its mission: 

Targeted Assistance is a partnership 
between an agency and NARA to im­
prove the agency’s record management 
program by combining our efforts and 
resources. Together, we identify prob­
lems and develop project plans to re­
solve them. Our staff work with agency 
personnel to complete the projects and 
eliminate the problems. There is no 
charge for Targeted Assistance. 

Preservation of Historical 
Records is an important aspect of the 
Records Management Program which is 

in a strategic position to assist agency 
personnel with managing and preserv­
ing historically valuable records while in 
their active and inactive use periods. We 
can then assist with transfer to either the 
Records Center Program or to the Ar­
chives, whichever is appropriate. 

Liaison with the Records 
Management Community through our 
highly qualified professionals. They par­
ticipate in various professional organiza­
tions at various levels providing insight 
and contributing to the quality of profes­
sionalism in the Records Management 
community. They frequently make pres­
entations at professional conferences 
and contribute articles to professional 
journals. The value of their expertise 
extends well beyond the bounds of the 
Records Management Program in the 
Southwest Region. 

M-F, 8-4p.m. 
Hours: 

For more information contact: 
John H. Smith, Director, 

817-207-6300 
johnh.smith@nara.gov 

John H. Smith (center) at a  
briefing for NASA 
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The above courses have been replaced 
by brand new courses. NARA now 
offers six courses related to “Areas of 
Knowledge” that are relevant to anyone 
responsible for managing records.

 These new courses will be covered by 
an optional certification program. 
Participants may take an examination 
upon completion of the courses and 
those who successfully pass all six 
examinations will receive “NARA’s 
Certification of Federal Records Man­
agement Training,” signed by the 
Archivist of the United States. Upon 
completion of these courses, partici­
pants will have the information and 
skills necessary to perform their records 
management duties more efficiently and 
effectively. 

Each two day course is $300. Each ½ day 
course is $75. 

ECORDS ANAGEMENT 

UNDAMENTALS 
NOWLEDGE REA

This course provides an introductory 
overview of the management of one of 
an agency’s most important resources: 
records. Learn the basic concepts and 
practices of activities involved at each 
stage of the records life cycle: creation, 
maintenance and use, and disposition. 
(1 day

January 11, 2005, Fort Worth, TX 
April 11, 2005, New Orleans, LA 
August 16, 2005, Houston, TX 
September 2, 2005, Fort Worth, TX 

REATING AND AINTAINING 
GENCY USINESS NFORMATION 
NOWLEDGE REA

What are Federal records management 
requirements, how are they applied to 
agency records, and why are they 
important? Find the solutions to these 
important questions and their application 
to everyday challenges in managing 
Federal information. 2 days

February 8-9, 2005, Fort Worth, TX 
July 19-20, 2005, San Antonio, TX 
August 2-3, 2005, Oklahoma City, OK 
September 6-7, 2005, Fort Worth, TX 

ECORDS CHEDULING 
NOWLEDGE REA

What do you do with information and 
records that you no longer need for 
business purposes? How you schedule 
your records determines the basis for 
meeting your agencies operating, fiscal 
and legal needs. Find out the legal 
requirements and practical advantages in 
scheduling records and the disposition 
practices necessary to meet an agency’s 
business needs, with this overview of 
agency and NARA responsibilities.

 (2 days

March 8-9, 2005, Fort Worth, TX 
July 7-8, 2005, Houston, TX 
September 8-9, 2005, Fort Worth, TX 

ECORDS CHEDULE 
MPLEMENTATION 

NOWLEDGE REA

What to do with all those boxes of 
records? Utilizing a Records Retention 
Schedule or records manual is easier than 
you think. This course provides and 
overview of applying approved records 
schedule. Included are instructions for 
applying the General Records Schedule, 
disposing of temporary records or retiring 

them to off site storage, transferring 
permanent records to NARA. (2 days

February 10-11, 2005, Fort Worth, TX 
July 21-22, 2005, San Antonio, TX 
August 4-5, 2005, Oklahoma City, OK 
September 12-13, 2005, Fort Worth, TX 

SSET AND ISK ANAGEMENT 
NOWLEDGE REA

Are records valuable assets to your agency 
business process? Of course! How you 
manage your assets by applying appropriate 
records management procedures is a critical 
element of risk management in any organi­
zation. Learn the fundamentals of risk 
management and cost benefit analysis and 
how they relate to maintaining a viable 
records management program. This course is 
designed to raise the awareness of risk 
situations and provide managers with the 
decision-making tools they need to address 
current and future program needs. 

(2 days

April 19-20, 2005, Fort Worth, TX 
June 14-15, 2005, Little Rock, AR 
June 29-30, 2005, Galveston, TX 
September 14-15, 2005, Fort Worth, TX 

ECORDS ANAGEMENT 
ROGRAM EVELOPMENT 
NOWLEDGE REA

There are many layers of a Federal 
Records Management program. Learn 
the concepts and practices involved in 
developing and assessing an effective 
records management program, publiciz­
ing and promoting that program within a 
Federal agency, and training employees in 
the basics of records management. 1 day) 

April 21, 2005 Fort Worth, TX 
June 16, 2005, Little Rock, AR 
July 1, 2005, Galveston, TX 
September 16, 2005, Fort Worth, TX  

Continued on page 4) 

ECORDS ANAGEMENT ORKSHOPS 

Workshops are conducted in every ma or city in the four state Southwest Region each year to provide the highest possible  
quality of records management training for Federal agency personnel. Awareness briefings are also provided for various levels 
of management and staff. 

Contact John Garza at 817-207-6316 or Ftworth.Recmgmt@nara.gov to register. 
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LECTRONIC ECORDS 

SSUES 

A one day seminar designed to focus on 
the concepts of Electronic Records 
Management, plus NARA’s regulations 
and guidance on electronic records. 

October 20, 2004, Fort Worth, TX 
November 10, 2004, San Antonio, TX 
January 28, 2005, Houston, TX 
April 12, 2005, New Orleans, LA 
August 17, 2005, Houston, TX 

ISSION RITICAL

ITAL ECORDS 

A one day seminar discussing the 
identification and protection of essential 
agency records that protect the legal and 
financial rights of the Government and 
those affected by Government activities 
in a national security emergency or other 
emergency or disaster situations. 1 day

October 19, 2004, Fort Worth, TX 
November 9, 2004, San Antonio, TX 
January 27, 2005, Houston, TX 
May 10, 2005, New Orleans, LA 
May 24, 2005, Oklahoma City, OK 

REPAREDNESS AND ECOVERY 

This is a workshop focusing on the role 
of the records manager in the event of a 
emergency or disaster. This workshop 
covers planning; response, vital records 

 (2 days) 

December 7-8, 2004, Fort Worth, TX 

SING THE FW RECORDS ENTER 

This workshop covers the procedures for 
transferring records, reference and other 
services provided to federal agencies by the 
Fort Worth Records Center. 

October 26, 2004, Fort Worth, TX 
December 14, 2004, Fort Worth, TX 
March 22, 2005, Fort Worth, TX 
May 11, 2005, New Orleans, LA 
May 25, 2005, Oklahoma City, OK 

Can’t get away for a full day? Try 
one of  the new Information and 
Records Management Professionals 

2 day briefings for only $75.00! 
The following 1/2 day courses have not 
been scheduled at this time. So gather at 
least 10 interested people in your area 
and we will come to you
“Managing Records Responsibly” 

Every Federal Employee needs to manage 
information. Learn the basic information 
and skills required for managing records 

“Managing Agency Information” ­

In today's business environment, the 

manager that has the relevant data first 
often wins, either by making the decision 
ahead of the competition, or by making a 
better, more informed decision. A records 
management program can help ensure that 
managers and executives have the informa­
tion they need when they need it. Manage 
your assets for compliance with federal 
records management procedures, especially 
for electronic and vital records. 

“Risk Assessment” 

What are the legal and regulatory responsi­
bilities underlying within a Federal records 
program? Business organizations imple­
ment records management programs in 
order to reduce the risks associated with 
litigation and potential penalties. This can 
be equally true in Government agencies. A 
consistently applied records management 
program can reduce the liabilities associ­
ated with document disposal by providing 
for their systematic, routine disposal in the 
normal course of business. 

“Integrating Records Management into 
Information Management” 

What does the nature of records have to do 
with IT Specialists? In today’s world, 
everything! Born digital records have a 
direct link to technology. What are the 
technological responsibilities within a 
Federal Records Program? NARA devel­
oped this course to match IT issues to 
Agency records issues 

To register or for more information 
contact:  John Garza at 817-207-6316 or 

email  FtWorth.Regmgnt@nara.gov. 

Continued from page 3

“Hands-on” demonstration at a Disaster Recovery Workshop 

Tailored Workshops 

Does your agency have a specific training 
need?  

Are you in charge of coming up with topics 
and speakers? 

NARA can tailor any of the above courses 
and briefings to your agency’s individual 

needs. 

Our dates don’t match your schedule? 
Gather at least 10 interested people in 

your area and we will come to you

Contact: John H. Smith   

817-207-6300 

 or email: JohnH.Smith@nara.gov 
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Records Center 

The Microfilm Section provides ar­
chival quality microfilm, microfiche, 
and aperture cards to regional 
customers. During the fiscal year 2003, 
the unit produced 122,997 images. We 
are exploring the feasibility of provid­
ing scanning services in addition to 
the microfilm services. 

The IRS Section services the income 
tax returns received from the IRS’s 
Austin Service Center. In fiscal year 
2003 activities included 535,222 refer­
ence requests, 347,957 tax return re-
files, and 122,977 photocopy images. 

The Transfer and Description 
Section documents the custodial 
transfer of records from Federal agen­
cies to the National Archives, assigns 
storage locations, shelves the records, 
and disposes of the records as their 
retention requirements dictate. At the 
conclusion of fiscal year 2003, the staff 

processed 133,951 cubic feet (boxes) of 
new records, while disposing of 15,954 
cubic proper 
agency concurrence. We maintain ap­
proximately 1.4 million cubic 
(boxes) of Federal records in three 
separate warehouse facilities in Fort 
Worth. information regarding 
t r a  n s f e  r  r  i  n  g  r e  c o  r d  s  c o  n  t  a  c  t  
FtWorth.Transfer@nara.gov. 

Monday – Friday 
 8:00 a.m. – 4:00 p.m. 

For more assistance or  
information contact: 

Leonard “Jr” Harmon, 
Director 

817-831-5904 
Leonard.harmon@nara.gov 

This is one of the three warehouses that collectively 
house some 1.4 million boxes of Federal Records 

ARMON
IRECTOR 

Since October 1, 1999 this program 
has been operating as a revolving 
fund to recover costs. We are par­
ticularly proud to have  profit­
able operation in the Southwest 
Region. This posture is maintained 
by low rent costs and supported 
by a dedicated staff. The records 
center serves approximately 100 
federal agencies. We also provide 
courtesy storage for the Congres­
sional regional offices, while the 
member is still in office.   For more 
i n f o r  m  a  t  i o n  c o n t  a  c  t  
FtWorth.Center@nara.gov 

The Records Center Program con­
sists of the following five major 
service areas: 

The Judicial Section provides re­
searcher and public access to court 
documents as well as photocopy­

 certification functions. 
During fiscal year 2003, the staff 
provided customers with 451,194 
document images and 2,190 pack­
age certifications. We served 3,194 
on-site researchers. 

The General Reference Section 
provides reference and re-file ac­
tivities to our customer agencies. 
In fiscal year 2003 the staff proc­
essed 54,094 reference requests, 
31,331 re-files, and 11,908 inter­
files for the Government. We also 
perform a variety of Fast Pack and 
courier services upon request. 
For questions and reference 
requests contact 
FtWorth.Reference@nara.gov. 
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Government

advancement of and 
public education. 

For contact 

6:30 a.m. to 4 p.m. 

1st

8:00 a.m. to 4 p.m. 

For more 
information contact 

Meg Hacker 
Director, 

Meg.hacker@nara.gov 
817-831-5643 

NARA-SW Archives stack area 

RCHIVES PERATIONS
ACKER IRECTOR 

 Operations preserves 
and provides access to
nently valuable, non-current Fed­
eral records with historical, legal, 
or fiscal value. It is a depository 
and center for research in histori­

  records from Federal agencies 
and courts in the four state region. 
The Archives sponsors programs 
highlighting the archives, history, 
genealogy and related sub

Currently, this facility maintains 
nearly 97,000 cubic feet of histori­
cal Federal records, from over 100 
Federal agencies, including the 
Federal courts, dating from
1800’s to the late 1900’s. These re­

include letters, 
graphs, maps, architectural draw­
ings and other documents. 

The Archives serves over 7,000 
researchers, providing informa­
tion created or received by the 
Federal Government to historians, 

lawyers, scholars, 
 officials, environ­

mentalist, teachers, students and 
many others. 

The Archives partners with col­
leges and universities, historical 
and genealogical societies, muse­
ums, and other archives for the 

research 

 reference requests 
FtWorth.Archives@nara.gov. 

Hours: Monday – Friday  

 and 3rd Saturdays 

Archival Operations 
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Sample Documents from NARA-SW Region 
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Clockwise from top left:  Broadside from the Food Adm nistration (RG 4), 
Government sale of Oklahoma Indian Lands RG 75 , Seawall Construc­
tion Corps of Eng neers-Galveston, TX RG77), NASA M ssion Plan (RG255) 
Cherokee ndians, ca. 1896 (RG 75), Ke y Fie d, San Antonio, TX (RG 18). 



NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION 

501 West Felix Street, Building One 
P.O. Box 6216 
Fort Worth, TX 76115 

Phone: 817-831-5600 
Fax: 817-334-5511 

Mailing Address Line 1 

Mailing Address Line 2 

Mailing Address Line 3 

Mailing Address Line 4 

Mailing Address Line 5 

Visit in person... 
Directions: 

The Fort Worth facility is about 5 miles south of 
downtown Fort Worth, near the intersection of 
I-20 and I-35W. 

From downtown Fort Worth take I-35W south 
and exit on Felix Street. Proceed west on Felix 
for half a mile, turn left into the Federal Center, 
and stop for security information. The security 
guard will give directions to Building One.  

You will need a valid driver's license and proof 
of insurance to enter the Federal Center. 

...or visit online 
http://www.archives.gov/facilities/tx/fort_worth.html 
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