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7207 Bulletin 2015-04 | National Archives

Bulletin 2015-04

September 15,2015

TO: Heads of Federal Agencies

SUBJECT: Metadata Guidance for the Transfer of Permanent Electronic Records
EXPIRATION DATE: Expires when revoked or superseded

1. What is the purpose of this Bulletin?

This Bulletin defines the minimum set of metadata elements that must accompany transfers of
permanent electronic records to the National Archives. Per 36 CFR 1235.48, Federal agencies
are required to transfer documentation adequate for NARA to identify, service, and interpret
permanent electronic records for as long as they are needed. This guidance applies to all
permanent electronic records and is a companion to NARA Bulletin 2014-04: Revised Format
Guidance for the Transfer of Permanent Electronic Records.

This Bulletin supports the action specified in the Managing Government Records Directive that
NARA issue revised guidance, including metadata requirements, for transferring permanent
electronic records. NARA will issue additional metadata guidance that supports comprehensive
recordkeeping practices by Federal agencies.

Federal agencies are responsible for managing their records in accordance with NARA statutes,
including the Federal Records Act ( 44 U.S.C. Chapters 21, 29, 31, 33) and NARA regulations ( 36
CFR Chapter XIl Subchapter B).

2. What is metadata?

Simply put, metadata are elements of information that answer the questions ‘who, what,
where, when, and why’ regarding electronic records. Metadata elements provide
administrative, descriptive, and technical information that describe the structure and content
of electronic records. Metadata elements also provide contextual information that explains how
electronic records were created, used, managed, and maintained prior to their transfer to
NARA, and how they are related to other records. This information enables NARA to
appropriately manage, preserve, and provide access to electronic records for as long as they are
needed.
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Background History:

In 1994, a 100-acre site located in the U.S. Army Base at Fort Meade, MD was
transferred to the U.S. Congress to provide additional storage capacity for the Library
of Congress and other legislative bodies. The current master plan includes the land to
construct up to 13 Phased Storage Modules for collections if this number is needed, a
Logistics Center and a Copyright Deposit Facility.

In subsequent years Congress provided construction funds in the Architect of the
Capitol budget for Module 1, completed in 2002, for Module 2, completed in 2005
and Modules 3 and 4 and four cold storage rooms, completed in 2009. A full scale
three year transfer program of the special format collections to Modules 3 and 4 and
the four cold storage rooms began in Spring 2010 and was completed in September
2012. Module 5 has been fully funded as well. Construction is nearing completion,
and occupancy is scheduled for October 2017.

The state-of-the art Storage Modules are being built to store, preserve and protect the
Library’s collections. Collections include books and bound periodicals as well as
special format collections, such as maps, manuscripts, prints, photographs, sheet
music, and microfilm masters. Because the construction schedule for the modules has
been significantly behind schedule, Module 6 and beyond are being designed as
double-sized (25,000 sq ft of storage rather than 12,500 sq ft). s
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The design of the storage modules is based on the Harvard model for storage of
collections. This high-density model provides extremely efficient storage space by
arranging materials by size rather than subject matter on 30-foot high shelving units.

- The high-density storage configuration allows for 125,000 cubic ft of materials to be
placed within a footprint of 12,000 sq ft.

Stored materials are accessed using a man-operated lift that travels along narrow
aisles.

Construction has been completed on the first 4 of a possible 9 collections storage
modules (five single and four double sized) as well as four cold storage rooms. By the
close of calendar year 2015, Library and contract staff had completed the transfer of
Library collections to Modules 3 and 4 and at present continue the transfer of
collections to the cold storage rooms. In addition to the storage modules, the
Modules 3 and 4 construction project also included a work area in which staff can
prepare new special format materials for storage, a new loading dock, and an isolation
room to monitor new acquisitions for pest infestation.
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