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 Enterprise Information Management (EIM) 

1.1  EIM Vision

The Air Force Information Strategy establishes the goal to “Provide decision-makers and all Air Force personnel with on-demand access to authoritative, relevant and sufficient information to perform their duties efficiently and effectively.” Establishing an effective information management environment within which to collect and control the processes that govern the creation, dissemination, and utilization of data, information, and knowledge across the Air Force enterprise is critical to meeting this goal.  Information and data can no longer be considered the property of individuals who independently decide when, where and in what format “their” information is stored.  

The vision for Enterprise Information Management (EIM) is to enable the expeditionary Air Force through on-demand information available through a horizontally and vertically integrated enterprise linked with common tools and infrastructure.  This ensures the right information is available and protected to support combat, combat support, and business, operations while providing for public right to access.  EIM will provide decision-quality information from single, authoritative information sources, through exposure on the network with a common messaging, transport, storage, and presentation platform, with publish and subscribe for horizontal collaboration and 24/7 role-based access.  

The EIM services will be accessible through and operate on the Global Combat Support System-Air Force (GCSS-AF).    The GCSS-AF is an initiative providing end-to-end information interoperability across and between combat support and command and control functions.  GCSS provides the joint war fighter with a single, end-to-end capability to manage and monitor units, personnel, and equipment from mobilization through deployment, employment, sustainment, redeployment, and demobilization.  GCSS is a family of systems that provides an integrated enterprise information processing capability.  As an end state, GCSS is a secure network environment allowing Department of Defense (DoD) users to access shared data, and applications, regardless of location.  GCSS is supported by a robust network and information-centric infrastructure.   The GCSS Reference Architecture Framework is consistent with the i-Technical Reference Model (i-TRM) and is based on commercial open standards.  This framework is key to delivering seamless Enterprise Information Management to the Air Force.  
1.2  EIM Capabilities
To support the Air Force Information Strategy, a series of supporting tools utilizing the plug and play capabilities of commercial-off-the-shelf software will be selected.   The supporting tools are listed below.

Electronic Workflow (EWF) – EWF products will allow electronic coordination, staffing, and task management of documents and files.  They are relational to an electronic version of the Staff Summary Sheet (SSS) or other AF/DoD forms used for routing/collection of information.  EWF will also allow users to capture key document history as information and is routed to affected/interested audiences.  EWF provides the capability to suspense and track correspondence through the workflow process and provides action officers and document originators status on their packages.  Users require capabilities to comply with structured workflow processes and the flexibility to create/develop ad hoc workflow courses of action.    

Document Management System (DMS) – DMS will provide a robust electronic capability to maintain document profiling, version control, and keyword search.  DM tools are primarily concerned with the early stages of the information life cycle and assist with managing information from the creation stages until it’s declared “official” and disposition responsibility is transferred to the records management repository.  These applications also manage records that are not designated “official” and enhance users’ ability to find, track, and control electronic documents. 

Content Management System (CMS) – CMS provides the ability to generate, administer, organize, prepare, and distribute information; independent of location, media type, language.  CMS controls the management of digital entities in numerous formats (to include, but not be limited to, HTML pages, documents, graphics, video, and audio).    It supports standard templates as a means to create, store, retrieve, manipulate/modify/revise, search, and publish digital entity(ies)/content.   CMS seamlessly supports the ability for web-based content creation, modification, approval, distribution and publishing, and also the ability to manage the content that is created. 

Electronic Records Management System (ERMS) - Effective records management capabilities provide the driving considerations for EIM initiatives.  ERMS provides the only AF/DoD EIM program mandate and its foundations are further supported by federal regulations and requirements.  ERMS is primarily concerned with the management and storage of electronic records to comply with all legal and regulatory requirements.  It is supported by commercial-off-the-shelf software applications that manage records in all media types and virtually eliminate the need for paper filing systems and integrate existing procedures for managing official records with the capability to control email, Web files, and other records that are created, collected, and maintained electronically.  The records management solution must meet all of the mandatory requirements outlined in the current version of DoD 5015.2-STD, Design Criteria Standard for Electronic Records Management (ERM) Software Applications.  

Information Management Tools (Electronic Publications & Forms) – This program will provide for software applications that create and convert publishing products into final electronic formats.  This typically means conversion from a word processing format into an electronic format acceptable for publishing.  The electronic publishing tools provide an easy-to-use, quick, and reliable means to distribute publications and forms to desired customers.  It also provides on-line capability to order publications stored in other media.  Electronic forms enable end users to capture data, package it along with the form, and process it electronically via email systems and/or through Web-driven devices.  Electronic forms provide the capability to collect information from various audiences and allow for compilation into required output formats for maintaining, processing, disseminating, and using information.  

Collaborative Capabilities – Collaboration enables interaction among users and decision makers.  Sharing information, issue-resolution strategies, and system support products enable users to jointly recognize the interplay of operational decisions that foster team coordination.   Specific technologies include sharing, advanced white-boarding, human-machine partnership (groupware), and facilitation.  Collaborative capabilities assist significantly with managing information throughout its lifecycle and enable Air Force members to perform most office-oriented and operational communication tasks from their desktops.  Collaboration capability is tied to a central goal to empower end users by channeling the information flood into a reservoir for renewed corporate decisions.  Execution of this goal will provide a cohesive, interoperable, and streamlined business Enterprise.  

Knowledge Management (KM) - The Air Force will enhance decision capabilities through disciplined creation, collection, sharing, and application of knowledge assets.  Activities
across the dimensions of leadership, culture, technology, process, and measurement will be managed to ensure that tacit, explicit, and embedded knowledge are accessible and leveraged across disparate organizations.  Appropriate best practices and lessons learned from leading military, federal, academic, and industry organizations will be integrated into social, technological, and organizational solutions that will promote collaboration and sharpen decision making to facilitate warfighter effectiveness and increase battlespace awareness.   
EIM Use Case Introduction

The intent of the EIM Use Case is to provide demonstration scenarios through which the government can evaluate the capabilities of the offeror’s integrated product suite during the EIM acquisition selection phase.  Offerors are required to incorporate this use case into their proposed product suite demonstration(s) to ensure that their integrated product solutions provide fundamental EIM capabilities.

In addition to the scenario presented below, the Government will be looking at the following areas:

1. Permissions

· Ease which permissions to records and folders can be modified 

2. Group Assignments and Usage (see Appendix D)

· Group definition:  Group is a collection of one or more users that have specific privileges for access or restrict access to information objects (records, documents, workflow task, etc.)  

· Ease which users are assigned to groups

· Ease which privileges are given to a user and subsequent changes to assigned privileges

· Ease which one or more groups may be assigned to workflow tasks.

3. Linked Documents

· How well the document management system will maintain integrity of links to other documents within a document (i.e. Word document (that contains an embedded Excel spreadsheet) will reflect changes made to the modified Excel spreadsheet)

· Demonstrate link integrity in the following manner (Word 2000 version):

· Open Word document (HAF Response to Congressional Inquiry.doc) 

· Insert menu, Object, Create from file tab, browse

· Choose the Excel spreadsheet file (BRAC.xls)

· Checkmark the Link to File box

· OK

· Save and close Word document

· Open the Word document (HAF Response to Congressional Inquiry.doc) and show that the spreadsheet information is present in the Word document.  Close the Word document.

· Open and modify the Excel spreadsheet (BRAC.xls).  Save and close the document

· Reopen the Word document and show that the updated spreadsheet information is present in the Word document.

This scenario is a congressional inquiry.  Senator Franklin D. Cales is requesting the status of the current BRAC (Base Realignment and Closure) and what impact it will have on his home state of Ohio.   The request comes in the form of a letter to Headquarters, Air Force (HAF).  The letter is scanned and saved within the Document Management System in preparation for coordination and concurrence (provided for demonstration).  Official records are added to the Electronic Records Management System (ERMS) for the responsible Offices of Record as required.

The overall flow (Figure 1) of the use case will highlight four high level activities the product suite must satisfy which are:


Assignment of a task


Drafting of a response to the task


Coordination and concurrence with the drafted response


Information Life Cycle through final records disposition

To put together the scenarios, fictitious Air Force organizations have been created.  As such, there should be no assumptions made concerning how these use case scenarios apply to specific organizations and their current processes.  

The following paragraphs describe the EIM use case.
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 Assign Task 

3.1 Introduction

The Assign Task process steps describe the process for preparing a workflow to respond to a congressional request.  The Assign Task process is successfully completed when the task workflow is completed, saved, and initiated, the workflow task package is populated, and documents are governed by a file plan.  

3.2 Entry Criteria and Inputs 

The entry criterion for this use case is an official request for action in the form of Word document.

The entry criteria and inputs for this Use Case are:

· Users are assigned to groups with security access privileges as detailed in Appendix D.

· A Request for Action (Congressional inquiry) document linked to the enterprise repository.  Request for Action (Word document) is filed in the ERMS by office receiving inquiry.

· The USAF records retention and disposition schedules – “Tables and Rules” currently maintained in the Web-enabled version of the USAF Records Information Management System (Web RIMS) have been converted to work within the records management software application.  For the Use Case, a subset required for the scenarios is provided in Appendix B – Organizational File Plans.   

· The IMT (PureEdge) viewer is available to the vendor 

· IMT -AF Form 1768 Staff Summary Sheet (SSS)

· Supporting documentation 

3.3 Exit Criteria and Outputs 

The exit criteria and outputs are:

· Updated Coordination Workflow  [series of subtasks].

· Responses from Peer OCRs.

· The Task Package, composed of a copy of the original Request for Action, the Task Workflow Summary, the Proposed Response, and links to all supporting documentation, is posted to the Document Management System ready for coordination and concurrence.

· Task, supporting documentation, and responses filed into ERMS by the responsible offices of record action officers.
· An Updated Task Workflow.

3.4 Actors

The Actors involved in this Use Case are:

Assign Task Actors - Table 1
	Process Step
	Actor

	
	Role
	Name
	Org

	Receive and Sort Requests for Action
	Task Originator


	John Smith
	HAF/ES

	Populate Task Workflow

File Records in ERMS
	Task Originator
	John Smith
	HAF/ES

	Populate Task Workflow
	Task Originator
	John Smith
	HAF/ES

	Assign Task 

File Records
	Task Manager
	Jeff Hall
	SAF/LL

	Assign Task
	Task Manager
	Jeff Hall
	SAF/LL

	Accept Task


	AO’s Organization
	Richard Kelly
	SAF/LLW

	
	AO’s Division Chief/Supervisor
	Donna Wilson
	SAF/LLWA

	
	AO  (OPR)
	Jack Sprat
	SAF/LLWA

	
	AO  (OPR)
	Beth Williams
	SAF/LLWAB

	Tentatively Accept Task

Rejects Task

File Records
	OCR Organization
	Nancy O’Brian
	SAF/LLZ

	
	Task Originator
	John Smith
	HAF/ES

	Accept Task
	OCR Organization
	Nancy Long
	SAF/LLY

	
	OCR/AO’s Division 2 Chief/Supervisor
	Martha Topper
	SAF/LLYA

	
	OCR /AO
	James Roche
	SAF/LLYA

	Tentatively Accept Task
	OCR Organization
	Nancy O’Brian
	SAF/LLZ

	Reject Task
	OCR Organization
	Nancy O’Brian
	SAF/LLZ


For group and permission assignments, see Appendix D.

3.5 Process Steps 

The Process Steps for successfully completing this Use Case are as follows: 

3.5.1 Create New Task Workflow 

This step creates a new workflow.  The workflow will be save and modified for use in the next step.  John Smith has permissions to create and modify workflows. 

The Task Originator (John Smith HAF/ES) does the following:

1. Searches the Enterprise for similar workflows to modify and for additional supporting documentation within the EIM enterprise.  Links to this information are attached to the Task Workflow.    

2. Uses Active Directory or other tools within the enterprise to determine the appropriate AO (if possible), OCR, Office of Primary Responsibility (OPR), and any other Subject Matter Experts (SMEs).  Typically, office groups are assigned to task of the workflow.  Sometimes, it will be necessary to assign tasks to specific individuals.

3. Ensures that the following information is entered into the Task Workflow before the each task is assigned:  

· Type of Task input: Mail 

· For this use case the options will be

· phone

· e-mail

· fax 

· mail

· direct input

· Date received:  1/14/2004
· Date Entered System:  1/14/2004
· Proposed Suspense Date(s), based on Task Priority and estimated time for AO to work Task:  1/28/2004
· Task title: Sen. Cox BRAC Inquiry
· Explicit description of request:  Sen. Cox is interested in finding how the current round of BRAC decisions will effect his home state of Michigan.  The focus should be on military base closures, economic effect on Michigan and the defense industry impact in Michigan. 

· Originator of Task and/or Point of contact or other contact information.  John Smith HAF/ES
· External Requester:  Name, Organization, Address, Phone, E-mail.  

· Priority Level of Task: selection Priority 

· Priority level prescribes the amount of time available for the task to be accepted by the AO.  If that time elapses, the system automatically triggers an Alarm.  The Task Originator (John Smith HAF/ES) may disable Priority and Routine alarms.  This will allow administrators to add, edit, delete to the priority list.  For this use case, the options (see Audit Requirements) will be:

· Flash 

· Immediate 

· Priority 

· Routine

· Security Classification of Task: unclassified
· Type of Task: Congressional Inquiry

· For this use case the options will be:

· Congressional Inquiry

· Trip Book

· Rework

· Appropriate Action

· 2- letter to 2-letter

· OPR:  group (SAF/LLW)
· OCR: group (SAF/LLD)
· Task Notifications

· Task notifications are set up (people, notification type and urgency)

4. Task steps are assigned to new workflow.  Tasks are assigned to a group.  

5. Spell check is run on the entered data.

6. The task workflow is named and saved.

7. The task workflow is initiated. 

8. Upon completing the Task Workflow, the system will transmit a Task Alert to the task inbox of the OPR organization (SAF/LLW) and to the Office of Collateral Responsibility (SAF/LLD).  

9. Opens the consolidated Task Workflow status screen and can see the current status of the tasking.

10. Files the Senator Cox inquiry, workflow, and supporting documents into the HAF/ES ERMS.  Any supporting documents in paper or other media format are filed by metadata information only.  Records are filed inheriting as many metadata attributes as possible from Office of Record file plan folders.  Virtual file plan folders have been associated/linked to applicable AF Tables and Rules with appropriate disposition instructions governing the record life cycle.  Following are minimum metadata fields that must be completed for each record filed:

· Unique Record Identifier:  (System generated)

· Date Filed:  (defaults to current date but can be edited)

· Media Type:  (defaults to electronic but can be edited or selected from drop down menu)

· Date Received: (defaults to current date but can be edited)

· Originator: (defaults to user logged into system but can be edited)

· Office of Record:  (defaults to office of record for originator but can be edited)

· Subject:  (Inherited from DMS but can be edited)

· Security Classification of Record: (defaults to Unclassified)

· Vital Record Indicator:  (defaults to non-vital)
· Status: (defaults to Active)

· Folders browsed and selected will provide the following additional metadata fields:

· Folder Number:  (Inherited from folder selected)

· Table and Rule Number:  (Inherited from folder selected)

· Table and Rule Title:  (Inherited from Table and Rule associated with folder)

· Schedule:  (Inherited from Table and Rule associated with folder)

Access privileges to records are inherited from the Office of Record folders.  (Note:   The Chief of the Office of Record (COR) establishes access privileges for folders at the time the folders are created.  Normally, users associated with that office have access privileges to see the office folders.  Each office of record will have a different set of folders that users will have access privileges to file against.  Based on direction from the COR, some folders may be restricted from users within an office based on Privacy Act or an individual’s need-to-know.)
3.5.2 Reuse Task Workflow 

This step reuses the previously defined and saved workflow.

The Task Originator (John Smith HAF/ES) does the following:

1. Searches the Enterprise for Associated Tasks and for additional supporting documentation within the EIM enterprise.  Links to this information will be attached to the revised task workflow.   References can be supplied for paper supporting documents too large to be scanned into the Document Management System.  

2. Checks the Active Directory or another tool within the enterprise to determine the appropriate AO group (if possible), OCR group, Office of Primary Responsibility (OPR) group, and any other Subject Matter Experts (SMEs). 

3. Ensures that the following information is entered into the Task Workflow before the Task is assigned:  

· Type of Task input: Mail 

· For this use case the options will be

· phone

· e-mail

· fax 

· mail

· direct input

· Date received:  2/20/2004
· Date Entered System:  2/20/2004
· Proposed Suspense Date(s), based on Task Priority and estimated time for AO to work Task:  3/15/2004
· Task title: Sen. Cales BRAC Inquiry
· Explicit description of request:  Sen. Cales is interested in finding how the current round of BRAC decisions will effect his home state of Ohio.  The focus should be on military base closures, economic effect on Ohio and the defense industry impact in Ohio. 

· Originator of Task and/or Point of contact or other contact information.  John Smith (HAF/ES)
· External Requester:  Name, Organization, Address, Phone, E-mail.  

· Priority Level of Task: selection Priority 

· Priority level prescribes the amount of time available for the task to be accepted by the AO.  If that time elapses, the system automatically triggers an Alarm.  The Task Originator (John Smith HAF/ES) may disable Priority and Routine alarms.  This will allow administrators to add, edit, delete to the priority list.  For this use case the options (see Audit Requirements) will be:

· Flash 

· Immediate 

· Priority 

· Routine

· Security Classification of Task: unclassified
· Type of Task: Congressional Inquiry

· For this use case the options will be:

· Congressional Inquiry

· Trip Book

· Rework

· Appropriate Action

· 2- letter to 2-letter

· The workflow tasks are assigned to appropriate groups (see Appendix C)

· OPR: group (SAF/LLW)
· OCR: group (SAF/LLZ)
· Task Notifications

· Task notifications are set up (people, notification type and urgency)

With congressional inquiry document (in Document Management System (DMS) via email), initially populates a Task Workflow with information necessary to complete the response to the Task.    The Task Workflow and any additional artifacts comprise the Task Package. When the Task Workflow is initiated, the Task State changes to Pending.
4. Spell check is run on the entered data.

5. The task workflow is named and saved. 

6. The task workflow is initiated.

7. The system will transmit a Task Alert to the task inbox of the OPR organization identified for tasking and to any identified Offices of Collateral Responsibility (SAF/LLZ).  

8. Files the original request and supporting documents into the HAF/ES ERMS.  Any supporting documents in paper or other media format are filed by metadata information only.  Records are filed inheriting as many metadata attributes as possible from Office of Record file plan folders.  Virtual file plan folders have been associated/linked to applicable AF Tables and Rules with appropriate disposition instructions governing the record life cycle.  Following are minimum metadata fields that must be completed for each record filed:

· Unique Record Identifier:  (System generated)

· Date Filed:  (defaults to current date but can be edited)

· Media Type:  (defaults to electronic but can be edited or selected from drop down menu)

· Date Received: (defaults to current date but can be edited)

· Originator: (defaults to user logged into system but can be edited)

· Office of Record:  (defaults to office of record for originator but can be edited)

· Subject:  (Inherited from DMS but can be edited)

· Security Classification of Record: (defaults to Unclassified)

· Vital Record Indicator:  (defaults to non-vital)
· Status: (defaults to Active)

· Folders browsed and selected will provide the following additional metadata fields (see Appendix  B – Organizational File Plans) :

· Folder Number:  (Inherited from folder selected)

· Table and Rule Number:  (Inherited from folder selected)

· Table and Rule Title:  (Inherited from Table and Rule associated with folder)

· Schedule:  (Inherited from Table and Rule associated with folder)

Access privileges to records are inherited from the Office of Record folders.  (Note:   The Chief of the Office of Record (COR) establishes access privileges for folders at the time the folders are created.  Normally, users associated with that office have access privileges to see the office folders.  Each office of record will have a different set of folders that users will have access privileges to file against.  Based on direction from the COR, some folders may be restricted from users within an office based on Privacy Act or an individual’s need-to-know.) 

3.5.3 Assign Task Part 1 (OPR)

1. The Task Manager (Jeff Hall SAF/LL) opens the tasking (notified through tasking assignment to group SAF/LL) though the task alert link.

2. The Task Manager (Jeff Hall SAF/LL) assigns a Suspense Date for the AO (OPR) in the Task Workflow, based upon the requirements of the Task Originator (John Smith HAF/ES) and the proposed Suspense Date.  That suspense date is negotiable unless the Task Originator (John Smith HAF/ES) locks down the suspense date on the Task Workflow, indicating that a particular suspense date is not negotiable.

3. The Task Manager (Jeff Hall SAF/LL) assigns the OPR tasking to group SAF/LLW and the OCR tasking to group SAF/LLZ in the Task Workflow with any additional instructions. 

4. The Task Manager (Jeff Hall SAF/LL) files the original request and supporting documentation into ERMS for his office of record, SAF/LL.  (System guidelines for records management are outlined in paragraph 3.5.1, subparagraph 10.)

5. Richard Kelly (SAF/LLW) opens the Task Package in the organizational mailbox, group SAF/LLW.   

6. Richard Kelly (SAF/LLW) accepts the Task as a valid Task and assigns it the actual assignment of the OPR AO to the group SAF/LLWA (Division Chief Donna Wilson is a member of the group).

3.5.4 Assign Task Part 2 (OPR)

1. Donna Wilson (SAF/LLWA) opens the Task Package.  

2. Donna Wilson (SAF/LLWA) opens the associated (linked) documents in the task package and reviews.

3. Donna Wilson (SAF/LLWA) evaluates the assignment of the task to the AO proposed by the Task Originator (John Smith HAF/ES) in the context of her workload and the division schedule.  She has the flexibility to reassign the Task to a different AO within her span of control if there are conflicts.

4. Donna Wilson (SAF/LLWA) accepts the Task as a valid Task and assigns it to an AO - Jack Sprat within group SAF/LLWA.  

5. The OPR Task State changes to Assigned.  The Division Chief may negotiate the suspense date with the Task Originator (John Smith HAF/ES) if it has not been designated Non-negotiable.

6. Data (Date/Time Task Alert received, AO identification, date/time assigned) from the assignment/delegation event are sent to the Task Originator (John Smith HAF/ES) and anyone specified on the Task Workflow, confirming that the Task Alert has been received and that the Task has been assigned to a specific AO.

7. The system automatically sends a Task Alert to the OPR AO Jack Sprat (SAF/LLWA).

3.5.5 Subtask Task Action

1. The OPR AO - Jack Sprat (SAF/LLWA) opens the Task Package through the Task Alert.  

2. Jack Sprat (SAF/LLWA) determines that he must subtask the effort to another.

3. Jack Sprat (SAF/LLWA) accepts the Task as a valid Task and delegates the effort to group SAF/LLWAB.  The OPR Task State changes to Subtasked.
4. The subtasking notification is automatically delivered to Donna Wilson (SAF/LLWA) and to Beth Williams (SAF/LLWAB).  

3.5.6 Non-Action Notification

1. Beth Williams does nothing in response to the task notification.

2. Time passes past the task timer setting (set by Jeff Hall SAF/LL in the Assign Task). 

3. The system automatically provides a Non-Action Notification to Jeff Hall SAF/LL, Richard Kelly (SAF/LLW), Jack Sprat (SAF/LLWA) and Donna Wilson (SAF/LLWA). 

4. Either Jack Sprat (SAF/LLWA) or Donna Wilson (SAF/LLWA) communicates with Beth Williams about the task requirements.  The process continues to the next stage. 

3.5.7 Accept Task Action

1. The OPR AO Beth Williams (SAF/LLWAB) opens the Task Package through the Task Alert.  

2. Beth Williams (SAF/LLWAB) accepts the Task as a valid Task.

3. The OPR Task State changes to Accepted.
4.  Notification that the task was accepted is automatically delivered to Jeff Hall (SAF/LL), Richard Kelly (SAF/LLW), Donna Wilson (SAF/LLWA), and Jack Sprat (SAF/LLWA).

3.5.8 Tentatively Accept Task (OCR)

1. The Task Manager (Jeff Hall SAF/LL) previously assigned the OCR responsibility to group SAF/LLZ.

2. Nancy O’Brian (SAF/LLZ) opens the Task Package in the organizational mailbox (group SAF/LLZ).   

3. If further clarifying discussion must occur before acceptance or rejection of the Task, Nancy O’Brian (SAF/LLZ) Tentatively Accept the Task and provides a rationale.  

4. The OCR Task State changes to Tentatively Accepted.  The system notifies the Task Originator (John Smith HAF/ES) and the Task Manager Jeff Hall (SAF/LL).

5. The Division Chief (Nancy O’Brian (SAF/LLZ) must resolve the issue within a time frame defined by the priority of the Task.  A Task Alert becomes a Task Alarm sent to the Task Originator (John Smith HAF/ES) if the preset priority time allowed for acceptance of the Task is not met.

3.5.9 Reject Task (OCR)

1. Nancy O’Brian (SAF/LLZ) rejects the Task Alert as invalid for assignment to any AO in the SAF/LLZ organization. 

2. The OCR Task State changes to Rejected.
3. Data (Date/Time Task Alert received, AO identification) from the delegation event, along with the Date/Time Task was rejected and any explanatory notes, are sent to the Task Originator (John Smith HAF/ES) and the Task Manager (Jeff Hall SAF/LL).  This confirms that the Task Alert has been received and notifies the Task Originator that the Task needs to be reassigned to an AO in a different organization.  

3.5.10 Reassign Task (OCR)

1. The Task Manager (Jeff Hall SAF/LL) reassigns the OCR tasking to group SAF/LLY in the Task Workflow with any additional instructions. 

2. The system automatically transmits a Task Alert to the new OCR, group SAF/LLY. 

3. The OCR Task State then changes to Reassigned.  The system notifies Nancy O’Brian that her division no longer has OCR responsibility for the Task. 

4. Nancy O’Brian (SAF/LLZ) files (folder #2) the original request and supporting documentation into ERMS for her office of record annotating in the metadata that no action was taken.  (System guidelines for records management are outlined in paragraph 3.5.1, subparagraph 10.)

5. Nancy Long (SAF/LLY) opens the Task Package in the organizational SAF/LLY mailbox. 

6. Nancy Long (SAF/LLY) accepts the Task as a valid Task and delegates the actual assignment of the OCR AO to group SAF/LLYA.

3.5.11 Assign OCR Task

1. Martha Topper (SAF/LLYA) opens the Task Package for group SAF/LLYA.  

2. Martha Topper (SAF/LLYA) evaluates the assignment of the task to the OCR AO proposed by the Task Manager (Jeff Hall HAF/LL) in the context of her workload and the division schedule.  She has the flexibility to reassign the Task to a different OCR AO within her span of control if there are conflicts.

3. Martha Topper (SAF/LLYA) accepts the Task as a valid Task and delegates it to group SAF/LLYA.  

4. The OCR Task State changes to Assigned.  The Division Chief may negotiate the suspense date with the Task Originator (John Smith HAF/ES) if it has not been designated Non-negotiable.

5. Data (Date/Time Task Alert received, OCR AO identification, date/time assigned) from the assignment event are sent to the Task Originator (John Smith HAF/ES) and anyone specified on the Task Workflow, confirming that the Task Alert has been received and that the Task has been assigned to a specific OCR AO.

6. The system automatically sends a Task Alert to SAF/LLYA mailbox.

3.5.12 Accept OCR Task Action

1. The OCR AO James Roche (SAF/LLYA) opens the Task Package through the Task Alert from the SAF/LLYA mailbox.  

2. James Roche (SAF/LLYA) accepts the Task as a valid Task.  The OCR Task State changes to Accepted.
3.  Notification that the task was accepted is automatically delivered to Jeff Hall (SAF/LL), Nancy Long (SAF/LLY), and Martha Topper (SAF/LLYA).

3.5.13 Review Tasking Status 

1. The Task Originator (John Smith HAF/ES) opens the link to the task status.  

2. The task status screen will show when the OPR AO (Beth Williams) accepted the task and when the OCR AO (James Roche) accepted the OCR task.  The status display will show the entire history of the task process.

3.6 Auditing Requirements 

Auditing requirements for information contained in this Use Case are in accordance with current U.S. Air Force Capability Development Document.  (See referenced documents).

Workflow metadata captured will include identification of anyone who creates, deletes, or modifies data elements in the Task Workflow, along with action taken, state changes, date/time, comments.

The EIM software will provide the capability to tailor priority codes to individual organization requirements.

Preface the title of the task with the Priority code:  

Priority Codes - Table 2
	Priority Code
	Time until AO Receipt

	Flash
	Now 

	Immediate
	One Hour

	Priority
	4 Hours

	Routine
	8 Hours


A task may be accepted at any level of an organization’s chain of command.  
Flash, Immediate, Priority, and Routine Tasks and associated Task Summaries should be appropriately color-coded.

The timing allowed for rejection of tasks will be linked to priority times.  HAF/ES will determine how quickly tasks of differing priorities must reach the AO.

Metadata associated with the workflow showing any events (including accessing) concerning a task will be easily accessible in the Document Management System.

3.7 Change Notification

The system provides a change agent to notify all the workflow participants whenever:

· Anything is placed in the Document Management System based on my keywords.

· Whenever the status of “My” task changes.

· Whenever “My” task is accepted, tentatively accepted, rejected, delegated, or reassigned.

· When a task alert changes to a task alarm.

3.8 Referenced Documents

1. U.S. Air Force Capability Development Document (CDD) for Enterprise Information Management 25NOV03. 

4. Draft Response

4.1 Introduction

The Draft Response process steps describe the process for preparing a response to a Task.  The Draft Response process is successfully completed when the Action Officer (AO) has obtained the concurrence of his/her Supervisor, and posted the Proposed Response and all supporting documentation to the Document Management System in preparation for coordination and concurrence.

4.2 Entry Criteria and Inputs 

The Entry Criteria and inputs for this Use Case are: 

· Users are assigned to groups with security access privileges as detailed in Appendix D.

· A Task Workflow with all mandatory attributes specified.

· Tasks accepted by the OPR/AO and the OCR/AO.

· OPR/AO chain and all designated offices are informed of the task acceptance.

· Task package is present and available in the enterprise.  

4.3 Exit Criteria and Outputs 

The exit criteria and outputs are:

· An Updated Task Workflow.

· Updated Coordination Workflow  [series of subtasks].

· Responses from Peer OCRs.

· The Task Package, composed of a copy of the original Request for Action, the Task Workflow Summary, the Proposed Response, and links to all supporting documentation, is posted to the Document Management System ready for coordination and concurrence.

4.4 Actors  
The Actors involved in this Use Case are:

Draft Response Actors - Table 3
	Process Step
	Actor

	
	Role
	Name
	Org

	Validate Task
	AO  (OPR)
	Beth Williams
	SAF/LLWAB

	
	AO’s Division Chief/Supervisor
	Donna Wilson
	SAF/LLWA

	Research Response
	AO  (OPR)
	Beth Williams
	SAF/LLWAB

	Begin Response
	AO  (OPR)
	Beth Williams
	SAF/LLWAB

	Request Peers’ Collaboration on Draft
	AO  (OPR)
	Beth Williams
	SAF/LLWAB

	Peers Respond to Request for Collaboration
	AO  (OPR)
	Beth Williams
	SAF/LLWAB

	Post Proposed Response
	AO  (OPR)
	Beth Williams
	SAF/LLWAB


4.5 Process Steps 

The steps that follow must be accomplished in this sequence to successfully complete the Draft Response.

4.5.1 Validate Task Workflow

OPR/AO Beth Williams (SAF/LLWAB) opens the Task Workflow link, which changes the OPR Task State to Working.  The OPR/AO evaluates the quality and completeness of the information supplied on the Task Workflow, retrieving any additional information needed to take action on the Assigned Task (this may include the AO’s Division Chief/Supervisor Donna Wilson (SAF/LLWA)).

Validating the quality of Task Workflow includes the following:

· Validating the definition of task.

· Validating the criteria for a completed task and a closed task, renegotiating their definition if necessary.

· Validating the suspense.

· Validating the collaboration workflow. 

4.5.2 Research Response  

Using the EIM and other standard research techniques, the OPR/AO Beth Williams (SAF/LLWAB) begins formulation of the response.  The personal talents, knowledge base, and experience level of the OPR/AO provide the basis of value for the Draft Response.  The associated research documentation is linked to the task package. 

4.5.3 Begin Response

1. Beth Williams (SAF/LLWAB) begins the synthesis process and formulates a response. 

2. The draft response is saved to the DMS.

3. Beth Williams (SAF/LLWAB) sets the Access Permissions for the draft response in the Working State. 

4. The DMS allows the draft response to be checked out, modified, and then checked back into the repository.

5. The DMS will show revisions of the draft response.  The user can review any revision to the draft response.  

6. The system establishes default timers, which estimate the time needed between milestones, given the overall suspense date.  When these internal suspense dates pass, the AO is presented with options for action, with links provided to the potential actions.

4.5.4 Request Peers’ Collaboration on Draft Response

The OPR/AO Beth Williams (SAF/LLWAB) does the following:

1. Creates a Collaboration Workflow and attaches it to the Task Workflow.  The Collaboration Workflow may be a new workflow or a portion of the previously defined/saved workflow.

2. Assigns particular subtasks to OCR groups and provides a link to the draft document in the DMS where selected others may make (tracked) comments or proposed modifications to the document.

3. Notifies AOs in Offices with Collateral Responsibility (OCRs) James Roche (SAF/LLYA) and other peers what assistance he/she is seeking.

4. Sets Access Permissions defining who may see with whom he/she is collaborating and who may review work in progress.

5. Provides information on the locations of the response and appropriate supporting documentation within the DMS. 

6. Assigns a date/time for the completion of collaboration.

7. Can set notification agents to pull information about when OCRs have participated or may set alarms for deadlines.

8. At the expiration of the collaboration time, the OPR AO evaluates available information and the urgency of the request for collaboration.  The OPR AO decides whether to extend the deadline or proceed with the available information.

9. Files the original request, any supporting documentation used to support response and draft response into ERMS for her office of record, SAF/LLW.  (System guidelines for records management are outlined in paragraph 3.5.1, subparagraph 10.)
4.5.5 Peers Respond to Requests for Collaboration  
1. OCR/AO James Roche (SAF/LLYA) checks out the draft response from the DMS and loads the document onto his local hard drive.  He can also gain access to the document through his personal workspace on the enterprise.

2. When the draft document is checked in/out, notification is delivered to Beth Williams.

3. Participating OCR/AOs James Roche (SAF/LLYA) and other contributors provide tracked comments electronically on the Draft Response and/or submit additional information requested in electronic format. 

4. OCR/AO James Roche (SAF/LLYA) files (folder #4, General Correspondence) the original request, any supporting documentation to support his comments, and draft response with his comments into ERMS for his office of record, SAF/LLY.  (System guidelines for records management are outlined in paragraph 3.5.1, subparagraph 10.) 

5. When the allocated time expires, the OPR/AO Beth Williams (SAF/LLWAB) reviews the proposed changes and either accepts or rejects them.  If proposed changes are rejected, he/she notifies the author.  

6. The OPR/AO Beth Williams (SAF/LLWAB) integrates the new and modified information and finalizes the draft response.  The AO reviews it with their Supervisor and obtains concurrence to submit the response for coordination, or continues working until that concurrence is obtained.  

Note: When the draft response has been cleared for posting and coordination by the OPR/AO’s supervisor Donna Wilson (SAF/LLWA), it is referred to as the Proposed Response.  
4.5.6 Post Proposed Response  

The OPR/AO Beth Williams (SAF/LLWAB) does the following:

1. Prepare the Executive Summary of Proposed Response for coordination.  Prompts are provided by the system for the following attributes: 

· Title

· Purpose

· Pertinent Background Information

· Rationale

· Discussion

· Views of Others (Explain concerns of others external to the Staff (i.e., OSD, Army, Navy, State, etc.))

· Option (If there are significant Alternative Solutions, explain.)

· Recommendation (State the recommendation, including action to implement it, in such a way the official can only sign, approve, coordinate, or disapprove)

2. Modifies the Coordination Workflow as required.     

3. Sets coordination Alarms (mandatory) aligned with the final suspense date/time for each organization assigned coordination tasking on the Proposed Response.  Twenty-four hours before the final suspense, an automatic Alarm will be generated.  

4. Sets notifications as needed for the Coordination Workflow (or chooses to set none).  Change Notification Agents can be set to send alerts if activities in documents and files associated with the task are changed.  

5. Updates the Task Package to include the Executive Summary, desired Coordination Workflow, and Proposed Response and posts them to the Document Management System.  The Task Package is ready for coordination.

6. OPR/AO Beth Williams (SAF/LLWAB) files the comments received from the OCR, revised proposed response, and any other documents created (Executive Summary) into ERMS for her office of record SAF/LLW.  (System guidelines for records management are outlined in paragraph 3.5.1, subparagraph 10.)  
4.6 Auditing Requirements

Auditing requirements for information contained in this Use Case are in accordance with current U.S. Air Force Capability Development Document.  See referenced documents.

Workflow metadata captured will include identification of anyone who creates, deletes, or modifies data elements in the Task Workflow, along with action taken, state changes, date/time, comments.  This information will be readily accessible to others.  

4.7 Change Notification 

The system provides a change agent to notify all the workflow participants whenever:

· The state of “My” task changes.

· Collaboration is required.

· Collaboration has occurred.

· Collaboration is complete.

· Times that have been set have expired.

· Internal milestones have passed.

· My changes have been rejected.

· Events occur with “My” package for which I have previously requested notification.

4.8 Referenced Documents

1. U.S. Air Force Capability Development Document (CDD) for Enterprise Information Management 25NOV03.

5. Coordinate and Concur Response

5.1 Introduction  

The Coordinate and Concur Response section describe the process for coordinating on and concurring with a Proposed Response to an Assigned Task.  The purpose of the Coordination and Concur process is to ensure that:

· Decision-makers are informed through a full and balanced disclosure of the facts on the issues.

· The interests of others are fully represented and weighed to include dissenting views.

· The response required by the requestor is delivered.  (“Answers the mail”)

· Official records are added to the ERMS for the responsible Offices of Record.
5.2 Entry Criteria and Inputs

The Entry Criteria and inputs for this Use Case are:

· Users are assigned to groups with security access privileges as detailed in Appendix D.

· The Entry Criterion for this stage is a Task Package posted to the Document Management System that is ready for Coordination.

5.3 Exit Criteria and Outputs  

The exit criteria and outputs are:

· A Closed Task.

· The Document Management System is populated with the Task Workflow, Summary, Final Response, and all supporting artifacts and official correspondence. 

· Official records (original request, supporting documentation to support response, proposed response, and comments filed into ERMS by the responsible offices of record action officers.

5.4 Actors  

The Actors involved in this Use Case are:

Coordinate and Concur Response Actors - Table 4
	Process Step
	Actor

	
	Role
	Name
	Org

	Initiate Staff Coordination 

Rework Proposed Response

File Records
	AO  (OPR)
	Beth Williams
	SAF/LLWAB

	Coordinate Proposed Response

Forward Task Package to Executive Office
	AO’s Division Chief/Supervisor
	Donna Wilson
	SAF/LLWA

	Suspend Tasking

Unsuspend Tasking
	Office of the Assistant Vice-Chief AF
	Dora Haley
	SAF/OS

	Review Proposed Response/Coordinate/

Administrative Comments

File Records
	Coordination Agency 1
	John Hampton
	SAF/GC

	Review Proposed Response/Coordinate

Administrative Comments

File Records
	Coordination Agency 2
	Dan Brock
	SAF/IL

	Review Proposed Response/Coordinate Recommend Changes

Administrative Comments

File Records
	Coordination Agency 3
	Sara Mills
	SAF/PA

	
	Task Originator
	John Smith
	HAF/ES

	
	Task Manager
	Jeff Hall
	SAF/LL

	Final Signature on Proposed Response

Executive Office Action

File Records
	AO (Executive Office)
	Nicole Baxter
	SAF/OS


5.5 Process Steps 

A member of the top management team of the Air Force (Secretary, Undersecretary, Chief, Vice-Chief, Assistant Vice-Chief) may pull a task from the tasking system at any point in the tasking cycle and suspend all further action based on the Coordination or Task Workflow.  If this occurs, the Task State changes to Suspended and all access privileges revert to the person who has suspended the task (read only privileges are provided to the workflow participants).  This section will include a demonstration of this feature.
      5.5.1 Initiate Staff Coordination

Some or all of the following steps are needed to accomplish this process:

1. Beth Williams (SAF/LLWAB), the OPR/AO releases the Task Package to those designated in the Coordination Workflow.  When coordination requests are disseminated, the system changes the Task State indicator from Working to Coordination.  

2. The system monitors and displays the progress within each branch of the Coordination Workflow at any point in time.   The AO’s Division Chief Donna Wilson (SAF/LLWA) is the coordination office.

5.5.2   Suspend Tasking

The top management teams may suspend a task at any phase of the tasking as stated above.  This process illustrates that function. 

1. The office of the AF Assistant Vice-Chief (Dora Haley SAF/OS) reviews the tasking and the proposed response.  The decision is made to temporarily suspend the tasking. 

2. The Task State indicator is changed from Coordination to Suspended and all access privileges (except for read-only) revert to the person who has suspended the task.  Task alerts are sent to all task participants. 

3. Display the overview of the tasking.  Display will show that the Task State indicator is Suspended and who has suspended the tasking.

4. The office of the AF Assistant Vice-Chief (Dora Haley SAF/OS) decides that the task will continue and the Task State indicator is changed from Suspended to Coordination.

5. Display the overview of the tasking.  Display will show that the Task State indicator has been changed back to Coordination.

6. Access privileges are restored and task alerts are sent to the workflow participants.

5.5.3 Coordinate Proposed Response (Concurrence) 

The Coordination Agencies AOs (John Hampton SAF/GC & Dan Brock SAF/IL) assigned to coordinate a proposed response take the following steps:

1. Review the proposed response.

2. Decide to concur.

3. Recommend Administrative comments/changes as needed.

4. Attach any other comments and/or artifacts as desired.

5. Set Change Notification Agents to signal the Coordinating Office of activity on the Task Package at any other point of coordination.
6. Indicate “Concur” on the Task Package, which automatically initiates the next step in the Coordination Workflow.

7. Concur notifications are sent to the Coordination Office (system event).

8. Files the original request, proposed response, concurrence, administrative comments/changes, and any supporting documentation used to support comments into ERMS for their respective offices of record, SAF/GC and SAF/IL.  Documentation is assigned to folder #5.  (System guidelines for records management are outlined in paragraph 3.5.1, subparagraph 10.)
5.5.4 Coordinate Proposed Response (Nonconcurrence)

AO (Sara Mills SAF/PA) assigned to contribute to a proposed response takes the following steps when there are “Substantive” or “Critical” comments.  (Note:  Comments and suggested revisions are attached to the Task Package in the Document Management System.  No changes are made to the original.):

1. Review the proposed response.

2. Decide to Nonconcur.

3. Provide rationale for nonconcurrence.  Include recommended changes if appropriate.

4. Indicate or make Administrative comments/changes as needed.

5. Attach any other comments and/or artifacts as needed. 

6. Request synchronous collaboration with the OPR/AO Beth Williams (SAF/LLWAB) as needed.

7. Set Change Notification Agents (optional) to signal the Coordinating Office (Donna Wilson SAF/LLWA) of activity on the Task Package at any other point of coordination.
8. The Coordination office (Donna Wilson SAF/LLWA) will review the non-concurrence information and change the Task State to Rework.

9. Files the original request, proposed response, nonconcurrence, comments/changes, and any supporting documentation used to support comments/changes into ERMS for her office of record, SAF/PA.  (System guidelines for records management are outlined in paragraph 3.5.1, subparagraph 10.)
5.5.5 Perform Rework

The OPR/AO Beth Williams (SAF/LLWAB) takes the following steps to perform rework:

1. Opens Task Package in the Document Management System.

2. Reviews comments and recommended changes to Task Package.

3. Arbitrates for consensus among multiple views.  Requests synchronous collaboration with the dissenting agency and others as needed.  

4. Checks out the proposed response from the DMS and reworks to present a consensus view.  If a complete rewrite is necessary, the OPR/AO Beth Williams (SAF/LLWAB) may need to restart the Draft Response process.

5. The proposed response is checked back into the DMS.  
6. Files the comments/changes received, modified draft response, and any supporting documentation used to support response into ERMS for her office of record, SAF/LLW.  (System guidelines for records management are outlined in paragraph 3.5.1, subparagraph 10.)
5.5.6 Submit Reworked Response for Coordination

1. To submit a Reworked Response to the Task Package, the OPR/AO Beth Williams (SAF/LLWAB) attaches the Reworked Response to the Task Package with needed attachments and artifacts gathered in rework.
2. The OPR/AO Beth Williams (SAF/LLWAB) modifies the Coordination Workflow, if necessary.
3. The system sends an Alarm to notify the OPR/AO Beth Williams (SAF/LLWAB) when the Task is within 24 hours of the final suspense.

4. A Change Agent alert is then simultaneously sent to all levels in the coordination Workflow providing a specified amount of time (as per the Task Originator (John Smith HAF/ES) for coordination.  The Coordination office Donna Wilson (SAF/LLWA) changes the Task State to Rework Coordination.
5. A member of the top management team of the Air Force (Secretary, Undersecretary, Chief, Vice-Chief, Assistant Vice-Chief) may pull a task from the tasking system at any point in the tasking cycle and suspend all further action based on the coordination Workflow.  If this occurs, the Task State changes to Suspended and all access privileges revert to the person who suspended the task.

6. The system monitors and displays the progress within each branch of the Coordination Workflow at any point in time.

5.5.7 Coordinate Proposed Response (after rework) 

The Coordination Agencies AOs (John Hampton SAF/GC, Dan Brock SAF/IL, Sara Mills SAF/PA) assigned to coordinate a proposed response take the following steps:

1. Review the proposed response.

2. Decide to concur.

3. Make Administrative comments/changes as needed.

4. Attach any other comments and/or artifacts as desired.

5. Set Change Notification Agents to signal the Coordinating Office of activity on the Task Package at any other point of coordination.
6. Indicate “Concur” on the Task Package, which automatically initiates the next step in the Coordination Workflow.

7. Concur notifications are automatically sent to the Coordinating Office (Donna Wilson SAF/LLWA).

8. Files the modified response, concurrence, any administrative comments/changes and any additional supporting documentation used to support comments/changes into ERMS for their respective offices of record, SAF/GC, SAF/IL, SAF/PA.  (System guidelines for records management are outlined in paragraph 3.5.1, subparagraph 10.)
5.5.8 Forward Task Package to Executive Office 

The task package is almost ready for signature.  The AO Beth Williams (SAF/LLWAB) takes the following steps:

1. Set Change Notification Agents to signal a Coordinating Office (Donna Wilson SAF/LLWA) of activity on the Task Package at any other point of coordination.
2. Files the coordination responses, final revised proposed response, and any additional supporting documentation used to support final proposed response into ERMS for her office of record, SAF/LLW.  (System guidelines for records management are outlined in paragraph 3.5.1, subparagraph 10.)
3. The Coordination office (Donna Wilson SAF/LLWA) changes the Task State to Executive Action from Rework Coordination.
4. The task package is submitted for final executive approval through the workflow.

5. Notification is delivered to all participants in the workflow (system event).

6. The Task Originator (John Smith HAF/ES) and Task Manager (Jeff Hall SAF/LL) can review the current status of the task.  

5.5.9 Executive Office Action 

The task package is ready for signature.  The Executive Office AO (Nicole Baxter SAF/OS) takes the following steps:

1. Review the final response.

2. Attach any other comments and/or artifacts as desired.

3. Obtain appropriate signature on the congressional response.

4. Sends the congressional response to Senator Franklin D. Cales.
5. Attach a scanned copy of signed final response if the document was not signed digitally.

6. Changes the Task State to Closed from Executive Action. 
7. The Task Originator (John Smith HAF/ES) opens the link to the task status.  The status display will show the entire history of the tasking process.  Workflow metrics will be displayed.

8. Change Notifications are sent to all appropriate personnel, of closure of the task.
5.5.10 User Records Management Actions 

Upon notification of task closure, the following actions are initiated:

1. Users file the original request, any supporting documentation used to support response, final response, and task workflow into ERMS for their office of record.  (System guidelines for records management are outlined in paragraph 3.5.1, subparagraph 10.)

a. Nicole Baxter (SAF/OS) files the workflow into folder #3 and other associated documentation into folder #5

b. Jeff Hall (SAF/LL) files SAF/LL documentation into folder #4

c. John Smith (HAF/ES) files HAF/ES documentation into folder #5

d. John Hampton (SAF/GC) files SAF/GC documentation into folder #5

e. Sara Mills (SAF/PA) files SAF/PA documentation into folder #5

2. The official records created throughout the workflow are now under the control of the responsible Records Custodian for each office of record.

5.6 Auditing Requirements

Auditing requirements for information contained in this Use Case are in accordance with current U.S. Air Force Capability Development Document.  See referenced documents.

Workflow metadata captured will include identification of anyone who accesses the Task Workflow or response package; anyone who creates, deletes, modifies data elements or any parts of the response package; and actions taken, state changes, date/time of everything recorded, comments.

5.7 Change Notification

The system provides a change agent to notify all the workflow participants whenever:

· “My” task changes (State, Grammar, Spelling, etc.) notification is sent to the AO.

· Timers that have been set expire.

· System supplied Estimated Deadlines for task milestones have passed.

5.8 Referenced Documents

1. U.S. Air Force Capability Development Document (CDD) for Enterprise Information Management 25NOV03.

6. Information Life Cycle

6.1 Introduction

The Information Life Cycle describes the process for records management personnel to manage and dispose (destroy or transfer) of official records filed within the Electronic Records Management System.  The Information Life Cycle process is successfully completed when the responsible records manager has made the required changes to metadata information; added a new user to an office of record granting permissions to that user to view existing filed records; the Air Force Records Officer has updated a disposition schedule and affected records have been assigned to a new schedule; and records from earlier scenarios have been successfully transferred or destroyed.  This scenario is based on functionality from DoD 5015.2-STD and focuses on the information life cycle of official government records.  

6.2 Entry Criteria and Inputs

The entry criterion for this use case is the filed records from earlier scenarios.

The inputs for this Use Case are:

· Users are assigned to groups with security access privileges as detailed in Appendix D.

· Air Force records retention and disposition schedules – “Tables and Rules” have been populated with ERMS.

· Folders for each Office of Record have been established within ERMS and access privileges granted to only users that belong to a particular Office of Record.  

· Records filed in earlier scenarios are available in ERMS for processing.

· Authorized records managers have been established within ERMS to perform records management processing.

6.3   Exit Criteria and Outputs 

The exit criteria and outputs are:

· Changes made to records metadata information.

· A new user has been added to an Office of Record.

· The new user can search and retrieve an existing record.

· The Air Force Records Officer can change a schedule for an existing Table and Rule.  Records associated with the changed Table and Rule inherit new schedule.

· Records managers can successfully run disposition and dispose of records in accordance with Table and Rule disposition instructions (Appendix B).

6.4 Actors

The Actors involved in this Use Case are:

	Process Step
	Actor

	
	Role
	Name
	Org

	Change Metadata 

E-Mail Notification
	Records Manager


	Cheryl Beard
	SAF/GC

	Add New User

Change Metadata

Run Disposition
	Records Manager
	Martha Stewart
	SAF/OS

	Search & Retrieve
	New User
	Jim Williams
	SAF/OS

	Change Table & Rule Information

Search & Retrieve
	AF Records Officer
	Doug Walton
	AF/ILC

	Run Disposition
	Records Manager
	Denise Rogers
	HAF/ES

	Run Disposition
	Records Manager
	Brenda Miller
	SAF/LL

	Run Disposition
	Base Records Manager
	Bill Henry
	11CS/SCM

	Change Metadata

Run Disposition
	Records Manager
	Linda Wilson
	SAF/PA


6.5 Process Steps 

The Process Steps for successfully completing this Use Case are as follows: 

6.5.1 Edit Metadata Information 

Upon routine inspection of records filed within her Office of Record, the Records Manager (Cheryl Beard SAF/GC) discovers that the user (John Hampton SAF/GC) has selected an incorrect folder to associate the official records filed for the Congressional Inquiry response.  After discussions with the user (John Hampton SAF/GC) and the Chief of the Office of Record if necessary, the Records Manager determines that the correct association should have been to folder #4, General Correspondence.  The Records Manager (Cheryl Beard SAF/GC) performs the following tasks:

1. Searches and retrieves the metadata information for the Congressional Inquiry filed by John Hampton SAF/GC.

2. Changes the folder number within the metadata to folder #4 versus folder #5.  

3. Re-checks metadata information to make sure the change was processed.  The metadata now reflects:

· Folder Number:  4

· Table & Rule Number:  Series 37, Table 11, Rule 3 (T 037-11 R 03), inherited from folder selected 

· Table & Rule Title:  General Correspondence, inherited from Table and Rule associated with folder

· Schedule:  Destroy after 1 year 

4. The official record does not change and all other metadata attributes remain unchanged.

6.5.2 Indicate Specified Event Occurred on Records 

Periodically, Records Managers check with users within their Office of Record to determine if specified events have occurred on records with event and time-event dispositions.  When the specified event outlined in the Schedule occurs, the Records Manager indicates within the record metadata that the specified event has occurred.  The records are then ready for disposition or the timed retention period is triggered.  When Records Managers receive concurrence that the event has occurred, they must indicate this information against the affected records.  

A.  The Records Manager (Martha Stewart SAF/OS) takes the following actions:

1. Searches the Enterprise for the affected records within her Office of Record.  Locates the Senator Cales Task Workflow filed by Executive Office AO (Nicole Baxter (SAF/OS) against Folder #3, Suspense Control, Table & Rule #T037-12 R 05.

2. Opens the metadata information for the Senator Cales Task Workflow record and indicates the event has occurred for this record only and the date when the event occurred.

3. Rechecks the metadata information to make sure the event was entered correctly.  The metadata now indicates the event has occurred.

B.  The Records Manager (Linda Wilson SAF/PA) takes the following actions:

1. Searches the Enterprise for the affected records within her Office of Record.  Locates the Senator Cales Congressional Inquiry records filed by AO (Sara Mills SAF/PA) against Folder #5, Historical Source Documents, Table & Rule #T084-01 R 07.

2. Opens the metadata information for the Senator Cales Congressional Inquiry records and indicates the event has occurred for these records only and the date when the event occurred.

3. Rechecks the metadata information to make sure the event was entered correctly.  The metadata now indicates the event has occurred.

6.5.3 Access Privileges Assigned to New User

Jim Williams is a newly assigned employee to work in SAF/OS.  He was previously assigned to HAF/ES and is currently a member of the HAF/ES group.  The Records Manager, Denise Rogers (HAF/ES) removes Jim Williams records management access privileges from the SAF/OS group.  He now requires access privileges to the information within his new duty location or Office of Record.  The Chief of the Office of Record instructs the Records Manager (Martha Stewart SAF/OS) to grant access privileges to the general user information in the SAF/OS file plan.  Some information in the SAF/OS file plan contains Privacy Act information and access privileges are not granted to every user in the office.  Access privileges are granted on a valid need-to-know basis.  The Records Manager (Martha Stewart SAF/OS) performs the following tasks: 

1. Searches the Enterprise for the file plan folders established for her Office of Record.  Identifies all of the file plan folders with access privileges for general users within the SAF/OS Office of Record.  

2. Establishes access privileges for Jim Williams for the objects associated with the SAF/OS Office of Record. 

3. Rechecks the file plan folders for SAF/OS to verify Jim Williams has been granted access privileges to the general user information within the SAF/OS Office of Record.

NOTE:  When granted access privileges, Jim Williams will only have access to SAF/OS Office of Record file plan/folders and records.  Jim Williams does not have access privileges to view information from his previous office or any other Office of Record.  For this scenario, each Office of Record has between 20 – 30 individuals with the same general user access rights assigned within each Office of Record.

6.5.4 New User Searches and Retrieves Existing Record

Jim Williams (SAF/OS) received a tasking to provide the details of all Congressional Inquiries received by Headquarters, Air Force, during the year 2004.   Jim Williams (SAF/OS) needs to review the details of each record found to provide the data required for his task.  Jim Williams (SAF/OS) attempts to perform the following tasks: 

1. Searches the Enterprise using the elements “Congressional Inquiry” for the year 2004.  The system returns the following information:

· Folder Number 5, Congressional Inquiries, Office of Record HAF/ES

· Folder Number 5, Congressional Inquiries, Office of Record SAF/IL

· Folder Number 5, Congressional Inquiries, Office of Record SAF/LLZ

· Folder Number 5, Congressional Inquiries, Office of Record SAF/OS

· Record Senator Cales Congressional Inquiry, Office of Record SAF/GC

· Record Senator Cales Congressional Inquiry, Office of Record HAF/ES

· Record Senator Cales Congressional Inquiry, Office of Record SAF/LLW

· Record Senator Cales Congressional Inquiry, Office of Record SAF/OS

· Record Senator Cales Congressional Inquiry, Office of Record SAF/PA
· Record Senator Cox Congressional Inquiry, Office of Record HAF/ES

2. Retrieve and view each record returned from the search results.  Jim Williams (SAF/OS) is able to view the contents of all records filed within his Office of Record SAF/OS; however, he needs to contact the other offices for access to records filed under their Offices of Record file plans.   

6.5.5 Schedule Changes for Existing Table & Rule

The RMA will be linked to the records management tables and rules.  The deployed EIM RMA will be linked to Web RIMS (see ref 6.7 (1)), which is the master repository of all 9000 records management tables and rules.  

The AF Records Officer (Doug Walton, AF/ILC) received approval from the National Archives and Records Administration (NARA) that the retention period for Congressional Inquiries is now changed to 12 years versus the previously approved 15 years.  The AF Records Officer is the only authorized representative within the Air Force to request changes from NARA to the AF Records Disposition Schedule and the only authorized individual to make changes to any electronic system when changes are approved by NARA.  The AF Records Officer (Doug Walton AF/ILC) takes the following actions:

1. Searches the Records Disposition Schedule (Tables & Rules) database within ERMS for Table & Rule T090-04 R 03, Congressional Inquiries. 

2. Changes the schedule associated with Table & Rule T090-04 R 03 from 15 years to 12 years.

3. Updates the Disposal Authority to reflect the new Disposal Authority, NI-AFU-03-45.

4. Rechecks the Table & Rule information to make sure the updates were entered correctly.

5. Searches the Enterprise to identify any records filed against Table & Rule T090-04 R 03 to verify the change was applied down to the record object.  A list of records meeting the search criteria is presented.

6. Opens the metadata information on any of the records to verify that the schedule for the record filed against Table & Rule T090-04 R 03 reflects the new disposition schedule of 12 years.  The record metadata now shows the schedule as “Destroy after 12 years.”

6.5.6 Screening Records Ready for Disposition

Routinely, Records Managers screen ERMS for their responsible Offices of Record to determine if any records filed are ready for disposition.  Records with retention periods of 1 month, 2 months, 3 months, etc. are cutoff monthly and therefore, are ready for disposition on a monthly basis.  Records with retention periods of 1 year or greater are cutoff annually, normally either end of calendar year 31 December or fiscal year 30 September.  Event retentions are ready for disposition once a specified event occurs and time-event retentions start a time retention period after the specified event occurs.  Below are several illustrations depicting how Records Managers process records that are eligible for disposition either through interim transfer and/or accession or destruction as a result of records reaching that phase in their life cycle.    

A.  Processing of Event Disposition

The Records Manager (Martha Stewart SAF/OS) screens records within her Office of Record on a monthly basis and takes the following actions:

1. Searches for records within her Office of Record that are eligible for disposition.  

2. Reviews and analyzes the listing of records meeting the search criteria.

3. Approves the record (Senator Cales Task Workflow filed by Executive Office AO (Nicole Baxter (SAF/OS) against Folder #3, Suspense Control, Table & Rule #T037-12 R 05) for destruction.  The record and metadata information are permanently deleted from the system.  Note:  The Records Manager determines by information within the system that the record was associated to a Table & Rule with an event disposition and the event has occurred for this record.  Therefore, the record is ready for destruction.

4. Rechecks for records that are eligible for disposition to verify that the record just deleted is no longer in the system.  The record and metadata were eliminated.

B.  Processing of Time Disposition with Monthly Cut-off

It has been almost 4 months since Nancy O’Brian (SAF/LLZ) rejected the task and filed records against Folder #2, Transitory Material.  The Records Manager (Brenda Miller SAF/LL) is responsible for managing records within her Office of Record SAF/LL and several branches under her office, SAF/LLW, SAF/LLY, and SAF/LLZ.  The Records Manager (Brenda Miller SAF/LL) screens records within her area of responsibility on a monthly basis and takes the following actions: 

1. Searches for records within her area of responsibility that are eligible for disposition.  

2. Reviews and analyzes the listing of records meeting the search criteria.

3. Approves the record (Senator Cales Task Reject filed by Nancy O’Brian (SAF/LLZ) against Folder #2, Transitory Material, Table & Rule #T037-11 R 04) for destruction.  The record and metadata information are permanently deleted from the system.  Note:  The Records Manager determines by information within the system that the record was associated to a Table & Rule with a retention period of 3 months after monthly cutoff.  It has been 3 months after the end of the month in which the record was filed.  Therefore, the record is ready for destruction.

4. Rechecks for records that are eligible for disposition to verify that the record just deleted is no longer in the system.  The record and metadata do not exist.

C.  Processing of Time Dispositions with Yearly Cut-off 

1.  It is January 2006 and almost a year and a half since James Roche (SAF/LLY) filed records against Folder #4, General Correspondence.  The Records Manager (Brenda Miller SAF/LL) is responsible for managing records within her Office of Record SAF/LL and several branches under her office, SAF/LLW, SAF/LLY, and SAF/LLZ.  The Records Manager (Brenda Miller SAF/LL) screens records within her area of responsibility on a yearly basis and takes the following actions: 

a.   Searches for records within her area of responsibility that are eligible for disposition.  

b.
Reviews and analyzes the listing of records meeting the search criteria.

c.
Approves the record (Comments Senator Cales Task filed by James Roche (SAF/LLY) against Folder #4, General Correspondence, Table & Rule #T037-11 R 03) for destruction.  The record and metadata information are permanently deleted from the system.  Note:  The Records Manager determines by information within the system that the record was associated to a Table & Rule with a retention period of 1 year after yearly cutoff.  It has been 1 year after the end of the calendar year since the record was filed.  Therefore, the record is ready for destruction.

d.
Processes records that are eligible for interim transfer to the control of the Base Records Manager.  (During the analysis of records eligible for disposition, the Records Manager determined that records filed by Jeff Hall (SAF/LL) against Folder #4, General Correspondence, Table & Rule #T037-11 R 01 are eligible for interim transfer to the control of the Base Records Manager (Bill Henry, 11CS/SCM).  Permanent records are managed by the local office for 1 year after cut-off, transferred to the control of the Base Records Manager for 1 year and then transfer of ownership to NARA occurs.)

e.
Rechecks for records that are eligible for disposition to verify that the record deleted is no longer in the system and records transferred to the Base Records Manager are now under his control.  Metadata information and records transferred to the control of the Base Records Manager are still viewable.  The Base Records Manager now has the authorized user access privileges and is responsible for further processing.  The local Records Manager no longer has edit or delete access privileges to the record or metadata information.

2.  It is January 2006 and almost a year and a half since John Smith (HAF/ES) filed records against Folder #5, Congressional Inquiries.  The Records Manager (Denise Rogers HAF/ES) screens records within her area of responsibility and takes the following actions: 

a.   Searches for records within her area of responsibility that are eligible for disposition.  

b.   Reviews and analyzes the listing of records meeting the search criteria.

c. Processes records that are eligible for interim transfer to the control of the Base Records Manager.  (During the analysis of records eligible for disposition, the Records Manager determined that records filed by John Smith (HAF/ES) against Folder #5, Congressional Inquiries, Table & Rule #T090-04 R 03 are eligible for interim transfer to the control of the Base Records Manager (Bill Henry, 11CS/SCM).  Records with a retention period greater than 8 years are managed by the local office for 1 year after cut-off, transferred to the control of the Base Records Manager for 1 year and then transferred or accessioned to a Federal Records Center.)

d. Rechecks for records that are eligible for disposition to records transferred to the Base Records Manager are now under his control.  Metadata information and records transferred to the control of the Base Records Manager are still viewable.  The Base Records Manager now has the authorized user access privileges and is responsible for further processing.  The local Records Manager no longer has edit or delete access privileges to the record or metadata information.

D.  Failure to Process Disposition (E-Mail Notification)

It is May 2006 and almost two years since John Hampton (SAF/GC) filed records.  The Records Manager (Cheryl Beard SAF/GC) has not screened the records eligible for disposition for her Office of Record SAF/GC.  The system generates an e-mail alert to Cheryl Beard notifying her that SAF/GC has records that are ready for disposition.  Upon receiving the e-mail notification, the Records Manager (Cheryl Beard SAF/GC) performs the tasks as outlined previously.

E.  Processing of Time-Event Dispositions 

It is January 2007 and almost two and a half years since Sara Mills (SAF/PA) filed records against Folder #5, Historical Source Documents, Table & Rule #T084-01 R 07.  (The Records Manager indicated earlier that the specified event occurred for these records in September 2004.)  The Records Manager (Linda Wilson SAF/PA) screens records within her Office of Record and takes the following actions: 

1. Searches for records within her Office of Record that are eligible for disposition.  

2. Reviews and analyzes the listing of records meeting the search criteria.

3. Approves the record (Senator Cales Congressional Inquiry filed by Sara Mills SAF/PA against Folder #5, Historical Source Documents, Table & Rule #T084-01 R 07) for destruction.  The record and metadata information are permanently deleted from the system.  Note:  The Records Manager determines by information within the system that the record was associated to a Table & Rule with a time-event disposition.  The event occurred and the retention period of 2 years has passed.  Therefore, the record is ready for destruction.

4. Rechecks for records that are eligible for disposition to verify that the record just deleted is no longer in the system.  The record and metadata do not exist.  

F.  Processing of Dispositions to Federal Records Centers 

It is January 2007 and over a year since Denise Rogers (HAF/ES) transferred records associated with Congressional Inquiries, Table & Rule #T090-04 R 03.  The Base Records Manager (Bill Henry 11CS/SCM) screens records under his control and takes the following actions: 

1. Searches for records under his control that are eligible for disposition.  

2. Reviews and analyzes the listing of records meeting the search criteria.

3. Approves the record (Senator Cales Congressional Inquiry filed by John Smith (HAF/ES) associated with Congressional Inquiries, Table & Rule #T090-04 R 03) for accession to the Federal Records Center in Boston.  The Records Manager had previously requested permission to transfer this record to the Federal Records Center and received the Accession #340070001 for tracking of the record and authority for transfer.  The Record Manager enters the Accession #340070001 in the metadata information.  The record is transferred to the Federal Records Center.

4. Rechecks for records that are eligible for disposition to verify that the record was accessioned to a Federal Records Center.  The record is deleted from the system but the metadata information is retained.  The AF still owns this record and retains responsibility for it.  The metadata information provides information on where the record is physically located in the event the record must be located.  The metadata reflects that the record has been accessioned to the FRC-Boston under Accession #340070001. 

G.  Processing of Dispositions to NARA 

It is January 2007 and over a year since Brenda Miller SAF/LL transferred records associated with General Correspondence, Table & Rule #T037-11 R 01.  The Base Records Manager (Bill Henry 11CS/SCM) screens records under his control and takes the following actions: 

1. Searches for records under his control that are eligible for disposition.  

2. Reviews and analyzes the listing of records meeting the search criteria.

3. Approves the record (Senator Cales Congressional Inquiry filed by Jeff Hall (SAF/LL) associated with General Correspondence, Table & Rule #T037-11 R 01) for permanent transfer to NARA, Washington DC.  The Records Manager had previously requested permission to transfer this record to NARA and received the authority for permanent transfer.  The record transfer to NARA is successfully completed. The record and metadata information are permanently deleted from the system.

4. Rechecks for records that are eligible for disposition to verify that the deleted record is no longer in the system.  Ownership of records is transferred to NARA.  The AF no longer has any responsibility for this record.  The record and metadata information do not exist within ERMS. 

6.6 Referenced Documents

1. U.S. Air Force Capability Development Document (CDD) for Enterprise Information Management 25NOV03.

2. DoD 5015.2-STD, Design Criteria Standard for Electronic Records Management Software Applications, 19 Jun 2002 

7. Adhoc Query

7.1 Introduction

The Adhoc Query describes criteria for conducting the evaluation of the ability of the offeror’s proposed EIM product suite to process one–time, informational queries.

7.2 Criteria

The offeror shall incorporate the information contained in the attached file into the proposed EIM product suite.  This information is for use in the evaluation of the proposed EIM product suite ability to create and execute adhoc queries.  The attached file contains two comma delimited, ASCII data sets.  The first set corresponds, in data order, to the data structure of Table 5.  The second data set corresponds to Table 6, in order of data element organization.  Table 7 provides definitions for the operational impact column of Table 5.

The offeror shall demonstrate the ability of the proposed EIM product suite to create and execute three (3) adhoc queries on the incorporated information.  Query results shall be viewable through a web page with the requested information in tabular form with column headings created from the corresponding table column name.  

The Government will provide the criteria for each query at beginning of the demonstration.

Record Content Definition - Table 5 

	COLUMN NAME
	TYPE
	GENERATED BY
	SEARCHABLE
	DESCRIPTION

	FILE NUMBER 
	LONGINT
	SYSTEM
	YES
	Unique identifier for the information instance

	DATE OF LAST EDIT
	DATE
	MANUAL
	YES
	Date the information was last saved

	SUBJECT
	TEXT
	MANUAL
	YES
	Subject of the entry

	DATE INPUT TO INFOCEN
	DATE
	MANUAL
	YES
	

	ORIGINATOR IDENTIFIER
	LONGINT
	MANUAL
	NO
	

	REPORT CATEGORY (1 OR 2)
	INT
	MANUAL
	YES
	

	OPERATIONAL IMPACT
	INT
	MANUAL
	YES
	

	NATIONAL STOCK NUMBER
	TEXT
	MANUAL
	YES
	

	NOMENCLATURE
	TEXT
	MANUAL
	YES
	

	DATE DEFICIENCY DISCOVERED
	DATE
	MANUAL
	YES
	

	MANUFACTURER SOURCE
	TEXT
	MANUAL
	YES
	

	SERIAL/LOT/BATCH NUMBER
	TEXT
	MANUAL
	YES
	

	SUMMARY
	TEXT
	MANUAL
	NO
	


Originator Data Table - Table 6
	COLUMN NAME
	TYPE
	GENERATED BY
	SEARCHABLE
	DESCRIPTION

	ORIGINATOR IDENTIFIER
	LONGINT
	MANUAL
	NO
	

	NAME
	TEXT
	MANUAL
	YES
	

	TELEPHONE NUMBER
	TEXT
	MANUAL
	YES
	

	CITY
	TEXT
	MANUAL
	YES
	

	STATE
	TEXT
	MANUAL
	YES
	

	ZIP
	TEXT
	MANUAL
	YES
	


Operational Impact Code - Table 7
	OPERATIONAL IMPACT CODE
	VALUE

	MISSION CRITICAL
	3

	MISSION ESSENTIAL
	2

	MISSION ROUTINE
	1

	NONE
	0


Date format: “yyyyddmm”

Appendix

Appendix A – Acronyms

	AO
	Action Officer
	

	CDD
	Capabilities Design Document
	

	COR
	Chief of the Office of Record
	

	COTS
	Commercial Off-the-Shelf 
	

	 
	 
	

	DMS
	Document Management System
	

	DoD
	Department of Defense
	

	e.g.
	for example
	

	EIM
	Enterprise Information Management
	

	ERMS
	Electronic Records Management System 
	

	FAR
	Federal Acquisition Regulation
	

	
	
	

	HAF
	Headquarters Air Force
	

	i.e.
	that is
	

	IMT
	Information Management Tool
	

	OCR
	Office of Collateral Responsibility
	

	OPR
	Office of Primary Responsibility
	

	PKI
	Public Key Infrastructure
	

	RMA
	Records Management Application
	

	SAF
	Secretary of the Air Force
	

	SME
	Subject Matter Expert
	

	Web RIMS
	Web-Enabled Records Information Management System
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix B – ORGANIZATIONAL FILE PLANS

***Folder to file record against


OFFICE SYMBOL:  HAF/ES

FOLDER 

NO.  

TITLE



TABLE & RULE

	1
	Files Maint/Disposition Plan
	T 037-19 R 02

	2
	Transitory Material
	T 037-11 R 04

	3
	Office Administrative Files
	T 037-14 R 01

	4
	General Correspondence
	T 037-11 R 01

	5***
	Congressional Inquiries
	T 090-04 R 03


OFFICE SYMBOL:  SAF/LL

FOLDER

NO.  

TITLE



TABLE & RULE

	1
	Files Maint/Disposition Plan
	T 037-19 R 02

	2
	Transitory Material
	T 037-11 R 04

	3
	Office Administrative Files
	T 037-14 R 01

	4***
	General Correspondence
	T 037-11 R 01


OFFICE SYMBOL:  SAF/LLW

FOLDER

NO.  

TITLE



TABLE & RULE

	1
	Files Maint/Disposition Plan
	T 037-19 R 02

	2
	Transitory Material
	T 037-11 R 04

	3
	Office Administrative Files
	T 037-14 R 01

	4
	General Correspondence
	T 037-11 R 03

	5***
	Office Projects & Studies
	T 037-11 R 10


OFFICE SYMBOL:  SAF/LLY

FOLDER

NO.  

TITLE



TABLE & RULE

	1
	Files Maint/Disposition Plan
	T 037-19 R 02

	2
	Transitory Material
	T 037-11 R 04

	3
	Office Administrative Files
	T 037-14 R 01

	4***
	General Correspondence
	T 037-11 R 03

	5
	Office Projects & Studies
	T 037-11 R 10


OFFICE SYMBOL:  SAF/LLZ

FOLDER

NO.  

TITLE



TABLE & RULE

	1
	Files Maint/Disposition Plan
	T 037-19 R 02

	2***
	Transitory Material
	T 037-11 R 04

	3
	Office Administrative Files
	T 037-14 R 01

	4
	General Correspondence
	T 037-11 R 03

	5
	Office Projects & Studies
	T 037-11 R 10


OFFICE SYMBOL:  SAF/GC

FOLDER

NO.  

TITLE



TABLE & RULE

	1
	Files Maint/Disposition Plan
	T 037-19 R 02

	2
	Transitory Material
	T 037-11 R 04

	3
	Office Administrative Files
	T 037-14 R 01

	4
	General Correspondence
	T 037-11 R 03

	5***
	Favorable Communications
	T 036-33 R 16


OFFICE SYMBOL:  SAF/IL

FOLDER

NO.  

TITLE



TABLE & RULE

	1
	Files Maint/Disposition Plan
	T 037-19 R 02

	2
	Transitory Material
	T 037-11 R 04

	3
	General Correspondence 
	T 037-11 R 03

	4***
	Office Administrative Files
	T 037-14 R 01 


OFFICE SYMBOL:  SAF/PA

FOLDER

NO.  

TITLE



TABLE & RULE

	1
	Files Maint/Disposition Plan
	T 037-19 R 02

	2
	Transitory Material
	T 037-11 R 04

	3
	General Correspondence
	T 037-11 R 03

	4
	Favorable Communications
	T 036-33 R 16

	5***
	Historical Source Documents
	T 084-01 R 07


OFFICE SYMBOL:  SAF/OS

FOLDER

NO.  

TITLE



TABLE & RULE

	1
	Files Maint/Disposition Plan
	T 037-19 R 02

	2
	Transitory Material
	T 037-11 R 04

	3****
	Suspense Control
	T 037-12 R 05

	4
	General Correspondence
	T 037-11 R 03

	5***
	Congressional Inquiries
	T 090-04 R 03


*** File Congressional Inquiry and associated correspondence in this folder

****File Task in this folder

TABLE AND RULE INFORMATION

Series 36 Personnel

Table 36-33 Honors and Awards

Rule 16 Favorable Communications

Disposition:  Destroy after 1 year  (Cut-off yearly)

Disposal Authority:  NI-AFU-90-3

Series 37 Information Management

Table 37-11 Correspondence, Messages, and Project Files

Rule 1 General Correspondence (Permanent)

Disposition:  Permanent* (Cut-off yearly)

Disposal Authority:  NCI-AFU-80-8

*Transfer of ownership of Permanent records are transferred to NARA after 2 years - Normally under control of local office 1 year after cut-off, Base Records Manager control 1 year, then ownership transferred – No metadata information is retained  

Rule 3 General Correspondence (Temporary)

Disposition:  Destroy after 1 year (Cut-off yearly)

Disposal Authority:  NI-AFU-90-3

Rule 4 Transitory Material

Disposition:  Destroy 3 months after monthly cutoff

Disposal Authority:  NI-AFU-90-3

Rule 10 Office Projects/Studies

Disposition:  Destroy when no longer needed

Disposal Authority:  NI-AFU-90-3

Table 37-12 Administrative Communications Distribution and Control 

Rule 5 Suspense Control

Disposition:  Destroy when reply is received or action completed

Disposal Authority:  NI-AFU-90-3

Table 37-14 Office Support

Rule 1 Office Administrative Files

Disposition:  Destroy after 5 years** (Cut-off yearly)

Disposal Authority:  NI-AFU-90-3

**Management and control of records over 2 years are transferred to local Base Records Manager (Local Staging) - Normally under control of local office 1 year after cut-off  - need to maintain metadata information and record visibility

Table 37-19 Records Management Program

Rule 2 Files Maintenance and Disposition

Disposition:  Destroy when obsolete, superseded, or no longer needed

Disposal Authority:  NI-AFU-90-3

Series 84 History

Table 84-1 History of Program Records

Rule 7 Source documents

Disposition:  Destroy 2 years after yearly report is completed (Cut-off yearly)

Disposal Authority:  NI-AFU-87-32

Series 90 Command Policy

Table 90-4 Congressional Records

Rule 3 Congressional Inquiries

Disposition:  Destroy after 15 years**(Cut-off yearly)

Disposal Authority:  GRS 30,ITEM2D

** Management and control of records over 8 years must be transferred to Federal Records Center – Normally under control of local office 1 year after cut-off, Base Records Manager control 1 year, then transferred to Federal Records Center – Need to retain metadata information only 
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* All steps have interaction with the DMS, not 

all are illustrated.

Appendix C – Use Case Flowcharts
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Appendix D – Groups and Permissions

The following information represents the group assignments and permissions used in this use case.  The vendor is expected to establish the group assignments prior to the demonstration.

	Group
	User
	Object Permissions

	HAF/ES
	
	Create1
Read

Modify1
Delete1
Set Access Privileges1

	
	John Smith
	Create1 (Assign/Lock down suspense dates)

	
	Denise Rogers
	Inherited from organization

	SAF/LL
	
	Create1
Read

Modify1
Delete1
Set Access Privileges1

	
	Jeff Hall
	Create (Assign/Lock down suspense dates)

Modify (Suspend/Unsuspend)

	
	Brenda Miller
	Inherited from organization

	SAF/LLW
	
	Create1
Read

Modify1
Delete1
Set Access Privileges1

	
	Perry Singleton
	Inherited from organization

	SAF/LLW
	
	Create1
Read

Modify1
Delete1
Set Access Privileges1

	
	Richard Kelly
	Inherited from organization

	SAF/LLWA
	
	Create1
Read

Modify1
Delete1
Set Access Privileges1

	
	Donna Wilson
	Modify (Suspend/Unsuspend)

	
	Jack Sprat
	Inherited from organization

	SAF/LLWAB
	
	Create1
Read

Modify1
Delete1
Set Access Privileges1

	
	Beth Williams
	Modify (Suspend/Unsuspend)

	SAF/LLZ
	
	Create1
Read

Modify1
Delete1
Set Access Privileges1

	
	Nancy O’Brian
	Inherited from organization

	SAF/LLY
	
	Create1
Read

Modify1
Delete1
Set Access Privileges1

	
	Nancy Long
	Inherited from organization

	SAF/LLYA
	
	Create1
Read

Modify1
Delete1
Set Access Privileges1

	
	Martha Topper
	Inherited from organization

	
	James Roche
	Inherited from organization

	SAF/OS
	
	Create1
Read

Modify1
Delete1
Set Access Privileges1

	
	Nicole Baxter
	Modify (Suspend/Unsuspend)

	
	Dora Haley
	Inherited from organization

	
	Martha Stewart
	Inherited from organization

	
	Jim Williams
	Inherited from organization

	SAF/GC
	
	Create1
Read

Modify1
Delete1
Set Access Privileges1

	
	John Hampton
	Inherited from organization

	
	Cheryl Beard
	Inherited from organization

	SAF/IL
	
	Create1
Read

Modify1
Delete1
Set Access Privileges1

	
	Dan Brock
	Inherited from organization

	SAF/PA
	
	Create1
Read

Modify1
Delete1
Set Access Privileges1

	
	Sara Mills
	Inherited from organization

	
	Linda Wilson
	Inherited from organization

	AF/ILC
	
	Create1
Read

Modify1
Delete1
Set Access Privileges1

	
	Doug Walton
	Inherited from organization

	11 CS/SCM
	
	Create1
Read

Modify1
Delete1
Set Access Privileges1

	
	Bill Henry
	Inherited from organization


1.  Permission limited to objects the user created.
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