TECHNI CAL DESCRI PTI ON FOR TRANSFER OF ELECTRONI C RECORDS
TO THE NATI ONAL ARCHI VES

FI LE 1 DENTI FI CATI ON

OFFI CI AL FILE TI TLE, COMMONLY USED
DESCRI PTI VE TI TLE:

| DENTI FI ER, AND/ OR

02. ACRONYM ASSI GNED TO FI LE:

RESTRI CTI ONS ON ACCESS:

04. TI TLE/ DESCRI PTI ON OF DOCUMENTATI ON PROVI DED:

05. FORVAT OF DOCUMENTATI ON:
] Paper

O] Electronic Format (Specify)
O aher

(Speci fy):

06. ELECTRONI C (Agency nane and address):

07.

I DENTI FY TECHNI CAL CONTACT( S)

FI LE CHARACTERI STI CS

08. SHORT TI TLE ON EXTERNAL LABEL 10. STORAGE MEDIA UNI' T VOLUME 12. DENSITY (CPI/BPI):
SERI AL NUMBER:

09. RETURN STORAGE MEDI A TO AGENCY 11. TYPE OF MEDI A PROVI DED: 13. NUMBER OF TRACKS:
AFTER ARCHI VAL PROCESSI NG 0 pen-Reel Magnetic Tape O 7 0o O 18
O Yes O No [] 3480-C ass Tape Cartridge ] aher (Specify):

If Yes, Provide Address for 0 O her (Specify):
Return (if different fromitem
06):
14. FILE ORGANI ZATI ON ON STORAGE 15. RECORDED LABEL (I nternal 16. CHARACTER SET
MEDI A Label ) O] Asd |
] One File on One Media Unit Ll 1BMCs ] EBCDIC
0 ne File on Miltiple Media O 1 BM DCS O BCD (7 track only)
Units ] ANSI X 3.27 Standard O Binary
O Multiple Files on One Media 0 No Internal Labels [0 Packed Deci mal
Uni t 0 Ot her (Specify and Descri be) O O her (Specify)
L] Multiple Files/Miltiple Media
Units
17. DATE FI LE COPI ED:
18. I NTERNAL FI LE NAME/ | DENTI FI ER 19. SEQUENCE OF FILE ON 20. NUMBER OF LOd CAL

(aka Data Set Nane):

STORAGE MEDI A UNIT:

File of

RECORDS ( Bl ocki ng Factor):

21. RECORD TYPE

O Fixed Length (F)

] Fixed Length Bl ocked (FB)
O aher Than Fixed Length
(Speci fy Format)

22. LENGTH COF LOG CAL RECORDS

I N CHARACTERS CR BYTES:

24. NUMBER OF LOG CAL
RECORDS:

23. LENGTH OF PHYSI CAL RECORDS

I N CHARACTERS OR BYTES:

25. NUMBER OF PHYSI CAL
RECORDS ( Bl ocks):

26. AGENCY COMMVENTS:

27. FORM PREPARED BY:
Nane:

Phone:

28.

DATE FORM COVPLETED:
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I NSTRUCTI ONS

GENERAL :

The purpose of this formis to facilitate the transfer of electronic records with
continuing or enduring value to the National Archives. A packet containing additiona
informati on on the transfer of electronic records is available fromthe Nationa
Archives. This formis not intended to take the place of other required docunentation
FI PS PUB 20 contains a discussion of file docunmentation. Technical information
describing each file is required by 36 CFR, but NA Form 14097 is optional. |If there is
an alternative reporting fornmat that provides all of this required infornmation,
substitute the report for NA Form 14097. |Include the required information as an
attachment to the SF 258. A separate form should be conpleted for each file. |If
multiple files have very simlar technical specifications, one formw th an attachnment
that specifically identifies all of the files covered by the form my be used.

| DENTI FI CATI ON SECTI ONS 05. Format of Documentation Provide.

01. Oficial Title, Commonly Used Mark all boxes that apply to the
Identifier, and/or Descriptive transfer with an "X " |If
Title. Enter the nane by which the "Electronic Format" is checked,
agency identifies the file. i nclude a technical description
Consider how the title would appear formfor each docunentation file in
in a bibliographic entry. |If there electronic format. If "Other" is
is no official title, provide a checked, be as specific as possible
descriptive title. in describing the docunentation

transferred.
02. Acronym Assigned to File. Enter

the commonly used abbreviation or 06. El ectroni ¢ Records Submitted by.

acronym as assi gned by the agency. Enter the name and address of the

Often, the acronym as assigned by agency that is responsible for the

the agency. Often, the acronym transfer.

wi |l be used on the externa

(gummed) | abel of the storage nedia 07. Identify Technical Contact(s).

unit. Identify the person who wil

respond to technical questions

03. Restrictions on Access. Specify about the records if they arise

any restrictions that apply to this during archival processing.

file - cite FO A exenption, and, if

b (3), cite statute, indicate FI LE CHARACTERI STI CS

specific colums of types of 08. Short Title on External Label of

records in the file that are Storage Media Unit. Enter the

af fected; specify length of short title that appears on the

restriction on access and net hod of external (gumred) | abel of the

determ ning the date when storage media unit(s).

restrictions end. |If there are no

applicable restrictions on access, 09. Return Storage Media to Agency

pl ease indicate. After Archival Processing. The

Nati onal Archives returns the reels

04. Titl e/ Description of Documentation or cartridges included in the

Provi ded. Docunentation is transfer to the agency when two

required for all transfers of preservati on copi es have been

el ectronic records to the National created. Check "No" to indicate

Archives. Enter the title or that the storage nmedia should not

description of the docunentation be returned or provide an address

provi ded by the agency for the for return shiprment. |If yes,

file. Guidelines are available on Provi de Address for Return (if

t he source and content of different fromltem 06).

docunentation. |If any

docunentation is available in 10. Storage Media Unit Vol ume Serial

electronic form include it in the Nunmber. Enter the vol une serial

transfer. nunber which uniquely identifies

this tape/tape cartridge. |If the
file is recorded on nultiple



11.

12.

13.

14.

15.

16.

17.

18.

vol unmes, enter the first volunme
serial nunber in this itemand |ist
others, in sequence, in item 26

Type of Media Provided. To conply
with the transfer standard
identified in 36 CFR, a storage
medi a unit should be an open-ree
magneti c tape or 3480 tape
cartridge. Enter an "X'" in the
appropriate box. If "Other" is
checked, contact the Nationa
Archives prior to transfer and
provide a specific identification
of the storage nmedia used for
transfer.

Density (CPI/BPI). Enter an "X" in
the appropriate box to indicate
characters or bytes per inch.

Nunber of Tracks. Enter an "X' in
the appropriate box. For 7 track
tapes, indicate whether the parity
is odd or even in Item 26

Fil e Organi zati on on Storage Medi a.
If a single file on a single
storage nmedia unit is described,
check "One File on One Media Unit."
If a multi-volune file is

descri bed, check "One File on
Multiple Media Units." |If nore
than one file is on the storage
medi a unit, check "Multiple Files
on One Media Unit." If the
transfer includes nultiple files on
multiple files on One nedia units,
check "Multiple Files on Multiple
Media Units.™

Recorded Label (Internal Label).
Enter an "X" in the appropriate
box. If "Other" is checked,
provi de a specific description of
the internal labels in Item 26

Character Set. Enter an "X" in the
appropriate box. If "Binary" or
"Packed Decimal" is checked,

i ndicate the characters (bytes)
that are stored in those formats in
Item 26.

Date File Copied. Enter the date
that appears on internal |abels, if
the files are labelled. This is
the date the records were copied
onto the storage nedia unit(s).

Internal File Nanme/ldentifier (aka
Data Set Nanme). |If there is a

19.

20.

21.

22.

23.

24.

25.

recorded | abel, enter the file
identification (e.g., Data Set

Nane) used in the label. File
Nanes in | BM standard | abels shoul d
follow | BM DSN nani ng conventi ons.

Sequence of File on Storage Media

Unit. If this is the only file on
the storage nedia unit, enter a
"1." If the storage nmedia unit

contains multiple files, enter the
file's position nunmber on the
storage nedia unit. See Item 14

Nunber of Logical Records per Bl ock
(Bl ocking Factor). [If "Fixed
Length" is checked in Item 21,
enter the bl ocking factor.

Record Type. Enter an "X' in the
appropriate box. If "Other Than

Fi xed Length" is checked, a
specific description of the format
is very inportant, especially if
the docunentation provi ded does not
contain a precise description. Use
Item 26 to describe "Oher"
formts.

Length of Logical Records in
Characters or Bytes. Enter the

| ogical record length in bytes or
characters. |If the record is not
fixed length, enter the maxi num
size record, and describe

techni ques used to control and
indicate size in Item 26

Lengt h of Physical Records in
Characters or Bytes. Enter the
physi cal record length in bytes or
characters. |f the record is not
fixed length, enter the maxi num
size record, and describe

techni ques used to control and
indicate size in Item 26

Nunber of Logical Records. Enter
the nunber of logical records in
the file. This nunber is usually
supplied by the program which
created the file. Labels are not
included in this count. If the

| ast bl ock is padded wi th bl ank
records to fill out the bl ock

pl ease provide a total record count
and a count of records that contain
i nformati on.

Nunber of Physical Records
(Bl ocks). Enter the nunber of



26.

physi cal records (blocks). Labels
are not included in this count.

Comments. Provide additional

i nformati on as necessary or
desired. If the information
pertains to another itemon the
form identify the relevant item
nunber. Files transferred to the
Nati onal Archives should not be
sof t war e- dependent in accordance
with 36 CFR. If there are any
exceptions to this, identify the
rel ease and/or |evel of any

NATI ONAL ARCHI VES AND RECORDS ADM NI STRATI ON

27.

28.

software required to read the file.
Provi de attachments if the
information required will not fit
in ltem 26.

Form Prepared By. Enter the name
and phone number (including area
code) of the individual who
prepared this form

Dat e Form Conpl eted (YY/ MV DD).
Enter date this form was prepared.
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