Department of Energy
Washington, DC 20585

March 30, 2004

MEMORANDUM TO: DISTRIBUTION

FROM: ROSITA O. PARKES 1 wa it M b
CHIEF INFORMATION OFFICER

SUBJECT: NEW DEPARTMENT-WIDE RECORDS

MANAGEMENT PROGRAM ORDER AND INTERIM
RECORDS MANAGEMENT PROGRAM POLICY

The Department of Energy (DOE) is committed to having an effective and efficient
Records Management Program. As the DOE organization responsible for ensuring this
occurs, my office will be issuing a Department-wide Records Management Program
Order, which will outline program requirements and responsibilities for implementing a
cost-effective Records Management Program. The Order will apply to Departmental
Federal and contractor records in all media including electronic and paper formats. In the
near future, the Order will be sent to DOE’s Directive’s Office (ME-43) for review and
approval through REVCOM.

Until the Order has completed the Directives REVCOM process, the following interim
Records Management policy is in effect:

¢ The Department of Energy will meet the requirements of the Federal Records Act
and National Archives and Records Administration (NARA) regulations [36 CFR
Chapter 12].

e Each organization is responsible for establishing a Records Management Program
for the creation, receipt, maintenance and disposition of records created or
received by their Headquarters and Field offices.

o Each organization will designate a senior-level Federal point of contact to
coordinate records issues with the Departmental Records Officer and have policy
oversight and signature authority of their Records Management Program.

Additional detailed Records Management guidance is provided on the OCIO Records
Management web page (http://cio.doe.gov/RBManagement/Records/records.html. Please
contact Susan Frey, Departmental Records Officer, at (301) 903-3666, should you have
any questions on the requirements or implementation of the DOE Records Management
Program.
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