OCC VITAL RECORDS PROGRAM 

PLAN OF ACTION

FROM:
Carol Cory

DATE:
March 3, 1997 (Revised)

SUBJECT:
Vital Records "Plan of Action"

Objective: 

To protect records which have been identified as essential to the continual functioning of an agency and to protect rights and interests of citizens and the government.

Actions:

1)  Identify staff responsibilities (records officer, manager, coordinator, etc.)

2)  Identify vital records (may be found in any media)

3)  Identify means of protecting the vital information, updating cycles to keep information current, location of vital records, and  retrieval procedures

4)  Develop training program

5)  Develop schedules for conducting annual reviews and testing procedures

6)  Write a Vital Records Procedures Manual

7)  Develop promotional materials and activities 

8)  Train agency staff

9)  Test program

No
TASKS TO ACCOMPLISH:                                        
ACTIVITIES:
PROJECTED DATE OF COMPLETION
DATE COMPLETED

1.
Plan of Action
Write a "Plan of Action"
1/21


2.
Definition
Write and agree on a definition of vital records
1/23


3.
Directive

1. Write and send a memorandum to OCC staff from senior management informing them of the vital records initiative and asking for cooperation.
2/7


4.
Responsibilities

1. Identify and assign staff responsibilities
    a. Vital Records Officer (senior level) - Margie Gustafson 

    b. Vital Records Manager (records manager) - Jeanne Ratchford

    c.  Vital Records Coordinator  - Carol Cory

    d.  Vital Records Liaisons  (program level in each unit)

1) Send letters to heads of offices, either with the directive or separately,  asking for them to designate a vital records liaison

    e.  Director of Security

    f.  General Counsel

    g.  IRM
2/14


5.
Inventory Form

Develop vital records inventory form to gather information
Draft - 2/21

Final - 3/7




6.
Agency Functions and Activities
Identify agency functions and activities that are essential to the mission of the agency.
3/14

3/28


7.
Preliminary List - Identify Vital Records Associated with Critical Mission of Agency
1.  Identify the vital records associated with the essential functions:

     a. Review statutory and regulatory responsibilities

     b. Review files plans

     c. Review OCC Records Retention Schedule

     (This will be the "roadmap" to follow in order to proceed)
3/20

4/3

4/17


8.
Records  Meeting

Liaisons
Have meeting with Records liaisons explaining objectives of the vital records program and their role in helping us to achieve those objectives.
5/23
                                     

9.
Inventory Electronic Records

Protection Method

Updating Cycle

Retrieval of Electronic Records


Identify vital electronic records (emergency operating and rights

and interests)
1.  Interview Directors (?) to determine which systems they feel contain vital information
2.  Interview systems administrators to:

     a. 
Identify method of protecting the information (back-ups,         offsite storage of tapes, etc.) in electronic format

     b. 
Determine frequency of updating records to keep current

     c.  
Identify equipment needed to read electronic vital records or   copies and be sure it is available in case of emergency or          disaster

    d.
Identify and ensure that system documentation is adequate to operate the system and access the records in an emergency or disaster
5/12

4/21 - Start

5/12 - Complete

5/12

5/12

5/12


10.
Inventory other Vital Records
Protecting the Records
Updating Cycle of Record
Equipment Needed for Updating and/or Retrieval
Location of Records
Method of Transporting Records

Retrieval
1. Identify Vital Paper Records   (Emergency Operating Records

and Rights and Interest Records) by interviewing staff (Supervisor      or above) in program and administrative offices to inventory                records 

2.  Identify means of protecting the information for each record          (duplication, dispersal-offsite storage or onsite storage.) 

3.  Identify periodic updating cycle (frequency of updating) that keeps the records current and complete.

4.  Identify equipment needed for updating and/or retrieval

5.  Identify location of vital record and copies

6.  Identify method of transporting records to offsite

7.  Identify retrieval procedures (should require only routine effort to locate needed information). 
5/19 - Start

6/27 - Complete

6/27

6/27

6/27

6/27

6/27

6/27


11.
Training 
1.  Develop training program for vital records liaisons, and  other agency staff.
7/11

Draft - 7/18

Final - 7/31


12.
Review
Develop schedule to conduct annual reviews and test procedures with vital records liaisons and records coordinators to determine agency's vital records are adequately protected, current, and accessible to staff.
8/8


13.
Procedures Manual
Write procedures manual to implement the vital records program

1.  Draft

2. Corrections and Revisions

3.  Final Copy

4.  Reproduction

5.  Distribution
8/11 - Start

9/12 

9/26

10/1 

10/15

11/1


14.
Promotional Materials
Develop promotional materials and activities 
12/1


15.
Training
Train Agency Staff
Start 12/1 

ongoing


16.
Testing
Test the program
12/1


5

