NAVY RECORDS MANAGEMENT TRAINING

NAVY RECORDS MANAGEMENT TRAINING IS AN ESSENTIAL COMPONENT FOR MAINTAINING THE INTEGRITY, ACCESSIBILITY, AND
SECURITY OF NAVAL RECORDS. EFFECTIVE RECORDS MANAGEMENT ENSURES THAT VITAL INFORMATION IS PRESERVED, ORGANIZED,
AND RETRIEVABLE TO SUPPORT OPERATIONAL READINESS, LEGAL COMPLIANCE, AND HISTORICAL DOCUMENTATION. THIS TRAINING
PROVIDES NAVY PERSONNEL WITH THE KNOWLEDGE AND SKILLS NECESSARY TO HANDLE RECORDS THROUGHOUT THEIR
LIFECYCLE—FROM CREATION AND MAINTENANCE TO DISPOSITION. UNDERSTANDING THE POLICIES, PROCEDURES, AND
TECHNOLOGIES INVOLVED IN RECORDS MANAGEMENT HELPS PREVENT DATA LOSS, SUPPORTS AUDITS, AND ENHANCES DECISION-
MAKING. THIS ARTICLE EXPLORES THE KEY ASPECTS OF NAVY RECORDS MANAGEMENT TRAINING, INCLUDING ITS OBJECTIVES,
CURRICULUM, COMPLIANCE REQUIREMENTS, TOOLS, AND BEST PRACTICES. THE COMPREHENSIVE OVERVIEW AIMS TO GUIDE NAVY
MEMBERS AND ADMINISTRATIVE STAFF IN MASTERING RECORDS MANAGEMENT PRINCIPLES CRITICAL TO MISSION SUCCESS.

OVERVIEW OF NAVY RECORDS MANAGEMENT TRAINING
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OVERVIEW OF NAVY RECORDS MANAGEMENT TRAINING

NAVY RECORDS MANAGEMENT TRAINING IS DESIGNED TO EQUIP SERVICE MEMBERS AND CIVILIAN PERSONNEL WITH THE EXPERTISE
NEEDED TO PROPERLY MANAGE OFFICIAL RECORDS. THESE RECORDS INCLUDE A WIDE RANGE OF DOCUMENTS SUCH AS PERSONNEL
FILES, OPERATIONAL REPORTS, CORRESPONDENCE, AND CLASSIFIED INFORMATION. THE TRAINING ADDRESSES THE POLICIES AND
PROCEDURES OUTLINED BY THE DEPARTMENT OF THE NAVY AND FEDERAL REGULATIONS TO ENSURE CONSISTENT AND LAWFUL
HANDLING OF RECORDS. PROPER RECORDS MANAGEMENT HELPS MAINTAIN TRANSPARENCY, SUPPORTS OPERATIONAL EFFICIENCY,
AND PRESERVES THE NAVY’S INSTITUTIONAL MEMORY. THE PROGRAM IS MANDATORY FOR MANY NAVY ROLES AND IS
PERIODICALLY UPDATED TO REFLECT CHANGES IN TECHNOLOGY AND REGULATORY REQUIREMENTS.

IMPORTANCE OF RECORDS MANAGEMENT IN THE NAVY

EFFICIENT RECORDS MANAGEMENT IS CRUCIAL IN THE NAVY BECAUSE IT ENSURES THAT INFORMATION IS ACCURATE, COMPLETE,
AND ACCESSIBLE WHEN NEEDED. | T SUPPORTS MISSION-CRITICAL DECISIONS, LEGAL PROCESSES, AND HISTORICAL RESEARCH.
MISMANAGED OR LOST RECORDS CAN COMPROMISE SECURITY, HINDER OPERATIONS, AND LEAD TO NON-COMPLIANCE WITH
FEDERAL LAWS. THEREFORE, THE NAVY EMPHASIZES RIGOROUS TRAINING TO PROMOTE A CULTURE OF ACCOUNTABILITY AND
PRECISION IN HANDLING RECORDS.

TARGET AUDIENCE FOR THE TRAINING

THE TRAINING IS TYPICALLY AIMED AT RECORDS MANAGERS, ADMINISTRATIVE STAFF, CLERKS, OFFICERS, AND OTHER PERSONNEL
RESPONSIBLE FOR CREATING, MAINTAINING, AND DISPOSING OF NAVY RECORDS. |T IS ALSO RELEVANT FOR INDIVIDUALS INVOLVED
IN INFORMATION GOVERNANCE, COMPLIANCE AUDITING, AND ARCHIVAL MANAGEMENT WITHIN NAVAL COMMANDS.



OBJECTIVES AND BENEFITS OF TRAINING

THE PRIMARY OBJECTIVES OF NAVY RECORDS MANAGEMENT TRAINING ARE TO FOSTER UNDERSTANDING OF RECORDS POLICIES,
ENHANCE SKILLS IN MANAGING RECORDS EFFICIENTLY, AND ENSURE COMPLIANCE WITH LEGAL AND REGULATORY STANDARDS. THE
TRAINING BENEFITS BOTH THE INDIVIDUAL AND THE ORGANIZATION BY REDUCING ERRORS, IMPROVING PRODUCTIVITY, AND
SAFEGUARDING SENSITIVE INFORMATION.

Key OBJECTIVES

o UNDERSTAND NAVY AND FEDERAL RECORDS MANAGEMENT POLICIES AND REGULATIONS

e |_EARN PROPER CLASSIFICATION, STORAGE, AND RETRIEVAL TECHNIQUES

DEVELOP SKILLS IN ELECTRONIC RECORDS MANAGEMENT SYSTEMS
o ENSURE COMPLIANCE WITH THE FREeDoM oF INFOrMATION AcT (FOIA) AND PrRIVACY ACT
® MINIMIZE RISKS RELATED TO UNAUTHORIZED ACCESS OR DATA BREACHES

e APPLY EFFECTIVE RECORDS DISPOSITION AND ARCHIVING PRACTICES

BeENEFITS TO THE NAVY AND PERSONNEL

BY COMPLETING THE TRAINING, PERSONNEL ENHANCE THEIR ABILITY TO MAINTAIN ACCURATE AND RELIABLE RECORDS, WHICH
SUPPORTS OPERATIONAL EFFICIENCY AND LEGAL ACCOUNTARBILITY. THE NAVY BENEFITS FROM REDUCED ADMINISTRATIVE COSTS,
IMPROVED INFORMATION SHARING, AND STRENGTHENED MISSION READINESS. ADDITIONALLY, TRAINED STAFF CONTRIBUTE TO
PRESERVING THE NAVY’S HISTORICAL LEGACY THROUGH PROPER ARCHIVAL PRACTICES.

Core CURRICULUM AND TRAINING MODULES

THE NAVY RECORDS MANAGEMENT TRAINING CURRICULUM IS COMPREHENSIVE, COVERING THEORETICAL AND PRACTICAL ASPECTS
OF RECORDS HANDLING. THE MODULES ARE STRUCTURED TO PROGRESSIVELY BUILD KNOWLEDGE AND SKILLS RELEVANT TO THE
VARIOUS PHASES OF THE RECORDS LIFECYCLE.

INTRODUCTION TO RECORDS MANAGEMENT

THIS MODULE COVERS FUNDAMENT AL CONCEPTS, DEFINITIONS, AND THE IMPORTANCE OF RECORDS MANAGEMENT WITHIN THE
NAVY CONTEXT. IT INTRODUCES PARTICIPANTS TO THE LIFECYCLE OF RECORDS AND THE ROLES AND RESPONSIBILITIES OF
RECORDS CUSTODIANS.

Recorbps CREATION AND CLASSIFICATION

PARTICIPANTS LEARN HOW TO CREATE RECORDS THAT COMPLY WITH NAVY STANDARDS, INCLUDING PROPER CLASSIFICATION
AND METADATA TAGGING. THIS MODULE EMPHASIZES ACCURACY AND CONSISTENCY IN DOCUMENTING INFORMATION.



RecorDS STORAGE AND RETRIEVAL

THIS SECTION ADDRESSES PHYSICAL AND ELECTRONIC STORAGE METHODS, INDEXING, AND RETRIEVAL TECHNIQUES. IT INCLUDES
TRAINING ON SECURE STORAGE FACILITIES AND THE USE OF DIGITAL RECORDS MANAGEMENT SYSTEMS.

Recorbs MAINTENANCE AND PROTECTION

TRAINING FOCUSES ON MAINTAINING RECORDS IN USABLE CONDITION AND PROTECTING THEM FROM UNAUTHORIZED ACCESS,
DAMAGE, OR LOSS. THIS INCLUDES DATA BACKUP PROCEDURES, CYBERSECURITY MEASURES, AND HANDLING CLASSIFIED
MATERIALS.

RecorDps DisPOSITION AND ARCHIVING

PARTICIPANTS LEARN THE LEGAL AND PROCEDURAL REQUIREMENTS FOR THE TIMELY DISPOSAL OR TRANSFER OF RECORDS. THE
MODULE COVERS RETENTION SCHEDULES, ARCHIVAL STANDARDS, AND PROCEDURES FOR PERMANENT PRESERVATION.

LeGAL AND REGULATORY COMPLIANCE

THIS MODULE REVIEWS THE PERTINENT LAWS, DIRECTIVES, AND NAVY POLICIES GOVERNING RECORDS MANAGEMENT. |T
HIGHLIGHTS COMPLIANCE REQUIREMENTS AND CONSEQUENCES OF NON-COMPLIANCE.

CoMPLIANCE AND REGULATORY FRAMEWORK

NAVY RECORDS MANAGEMENT TRAINING EMPHASIZES COMPLIANCE WITH MULTIPLE OVERLAPPING LEGAL AND REGULATORY
FRAMEWORKS. UNDERSTANDING THESE REQUIREMENTS IS CRITICAL TO LAWFUL AND EFFECTIVE RECORDS STEW ARDSHIP.

FeperAL RecorDs AcCT AND NAVY DIRECTIVES

THE FEDERAL RECORDS ACT MANDATES PROPER CREATION, MAINTENANCE, AND DISPOSITION OF FEDERAL RECORDS. NAVY
DIRECTIVES AND INSTRUCTIONS PROVIDE DETAILED GUIDANCE TAILORED TO NAVAL OPERATIONS AND SECURITY NEEDS.

FreepoM oF INFORMATION AcT (FOIA) anp PrIVACY ACT

TRAINING COVERS HOW TO HANDLE RECORDS REQUESTS UNDER FOIA WHILE PROTECTING PERSONAL PRIVACY AS REQUIRED BY
THE PRIVACY ACT. PERSONNEL LEARN TO IDENTIFY EXEMPT AND NON-EXEMPT RECORDS AND MANAGE THE RELEASE PROCESS.

NATIONAL ARCHIVES AND ReCorDs ADMINISTRATION (NARA) STANDARDS

THE NAVY ALIGNS ITS RECORDS MANAGEMENT PRACTICES WITH NARA STANDARDS TO ENSURE PROPER ARCHIVAL OF
HISTORICALLY SIGNIFICANT RECORDS. TRAINING INCLUDES PROCEDURES FOR TRANSFERRING PERMANENT RECORDS TO NARA.

TooLs AND TECHNOLOGIES USED IN RECORDS MANAGEMENT

MODERN NAVY RECORDS MANAGEMENT TRAINING INCORPORATES INSTRUCTION ON VARIOUS TOOLS AND TECHNOLOGIES THAT
FACILITATE EFFICIENT RECORDS HANDLING. THESE SYSTEMS HELP AUTOMATE WORKFLOWS, IMPROVE ACCURACY, AND ENHANCE
SECURITY.



ELECTRONIC RECORDS MANAGEMENT SysTems (ERMS)

ERMS PLATFORMS ENABLE DIGITAL CREATION, CLASSIFICATION, STORAGE, AND RETRIEVAL OF RECORDS. TRAINING INCLUDES
HANDS-ON EXPERIENCE WITH NAVY-APPROVED ERMS SOFTWARE AND BEST PRACTICES FOR ELECTRONIC DOCUMENT
MANAGEMENT.

SECURITY AND Access CONTROLS

TRAINING COVERS THE USE OF ENCRYPTION, USER AUTHENTICATION, AND ACCESS CONTROL TECHNOLOGIES TO PROTECT
SENSITIVE INFORMATION. PERSONNEL LEARN HOW TO IMPLEMENT ROLE-BASED ACCESS AND MONITOR RECORD USAGE.

BAackup AND DISASTER RECOVERY SOLUTIONS

PARTICIPANTS ARE TRAINED ON PROCEDURES FOR DATA BACKUP AND RECOVERY TO PREVENT LOSS OF CRITICAL RECORDS IN THE
EVENT OF SYSTEM FAILURES OR DISASTERS. THIS INCLUDES BOTH PHYSICAL AND CLOUD-BASED SOLUTIONS.

BesT PRACTICES IN NAVY RECORDS MANAGEMENT

EFFECTIVE NAVY RECORDS MANAGEMENT IS GROUNDED IN ADHERENCE TO BEST PRACTICES THAT ENSURE RECORDS REMAIN
RELIABLE, ACCESSIBLE, AND SECURE THROUGHOUT THEIR LIFECYCLE.

CoNSISTENT DOCUMENTATION AND CLASSIFICATION

MAINTAINING CONSISTENT AND ACCURATE DOCUMENTATION IS ESSENTIAL. PROPER CLASSIFICATION AND METADATA TAGGING
IMPROVE SEARCHABILITY AND REDUCE ERRORS.

ReGULAR TRAINING AND AUDITING

CONTINUOUS TRAINING ENSURES PERSONNEL REMAIN CURRENT WITH POLICIES AND TECHNOLOGIES. PERIODIC AUDITS VERIFY
COMPLIANCE AND IDENTIFY AREAS FOR IMPROVEMENT.

SECURE HANDLING AND STORAGE

IMPLEMENTING STRINGENT SECURITY MEASURES PROTECTS RECORDS FROM UNAUTHORIZED ACCESS AND DAMAGE. THIS APPLIES TO
BOTH PHYSICAL AND DIGITAL RECORDS.

TIMELY DISPOSITION AND ARCHIVING

FOLLOWING RETENTION SCHEDULES AND DISPOSITION PROCEDURES PREVENTS UNNECESSARY ACCUMULATION OF RECORDS AND
PRESERVES IMPORTANT HISTORICAL DOCUMENTS.

CoLLABORATION AND COMMUNICATION

EFFECTIVE RECORDS MANAGEMENT REQUIRES COLLABORATION AMONG VARIOUS DEPARTMENTS AND CLEAR COMMUNICATION
REGARDING POLICIES AND RESPONSIBILITIES.



ADHERE STRICTLY TO NAVY AND FEDERAL RECORDS MANAGEMENT POLICIES

e USE APPROVED ELECTRONIC RECORDS MANAGEMENT TOOLS
® |MPLEMENT SECURITY PROTOCOLS RIGOROUSLY
® MAINTAIN ACCURATE AND COMPLETE RECORDS DOCUMENTATION

® ENGAGE IN ONGOING TRAINING AND COMPLIANCE REVIEWS

FREQUENTLY AskeD QUESTIONS

WHAT IS NAVY RECORDS MANAGEMENT TRAINING?

NAVY RECORDS MANAGEMENT TRAINING IS A PROGRAM DESIGNED TO EDUCATE NAVY PERSONNEL ON THE PROPER HANDLING,
MAINTENANCE, AND DISPOSAL OF OFFICIAL RECORDS TO ENSURE COMPLIANCE WITH LEGAL AND REGULATORY REQUIREMENTS.

W/Ho IS REQUIRED TO COMPLETE NAVY RECORDS MANAGEMENT TRAINING?

ALL NAVY PERSONNEL WHO CREATE, RECEIVE, OR MANAGE OFFICIAL RECORDS AS PART OF THEIR DUTIES ARE TYPICALLY
REQUIRED TO COMPLETE NAVY RECORDS MANAGEMENT TRAINING TO MAINTAIN PROPER RECORDS MANAGEMENT PRACTICES.

WHAT TOPICS ARE COVERED IN NAVY RECORDS MANAGEMENT TRAINING?

THE TRAINING COVERS TOPICS SUCH AS RECORDS CREATION, CLASSIFICATION, STORAGE, RETENTION SCHEDULES, SECURITY,
PRIVACY, DISPOSITION PROCEDURES, AND COMPLIANCE WITH NAVY AND FEDERAL RECORDS MANAGEMENT POLICIES.

How cAN NAVY PERSONNEL ACCESS RECORDS MANAGEMENT TRAINING?

NAVY PERSONNEL CAN ACCESS RECORDS MANAGEMENT TRAINING THROUGH ONLINE LEARNING PLATFORMS LIKE THE NAVY
ELEARNING PORTAL, FORMAL CLASSROOM SESSIONS, OR THROUGH COMMAND-SPONSORED TRAINING PROGRAMS.

\W/HY IS RECORDS MANAGEMENT IMPORTANT IN THE NAVY?

RECORDS MANAGEMENT IS CRUCIAL IN THE NAVY TO ENSURE ACCOUNTABILITY, SUPPORT OPERATIONAL EFFICIENCY, PRESERVE
HISTORICAL INFORMATION, COMPLY WITH LEGAL REQUIREMENTS, AND PROTECT SENSITIVE INFORMATION.

ARE THERE ANY CERTIFICATIONS AVAILABLE AFTER COMPLETING NAVY RECORDS
MANAGEMENT TRAINING?

YES, SoME NAVY RECORDS MANAGEMENT TRAINING PROGRAMS OFFER CERTIFICATIONS OR OFFICIAL ACKNOWLEDGMENTS UPON
COMPLETION, WHICH VALIDATE AN INDIVIDUAL'S KNOWLEDGE AND COMPETENCE IN MANAGING NAVY RECORDS EFFECTIVELY.

ADDITIONAL RESOURCES

1. MASTERING NAVY RECORDS MANAGEMENT: A COMPREHENSIVE TRAINING GUIDE

THIS BOOK OFFERS AN IN-DEPTH EXPLORATION OF RECORDS MANAGEMENT PRINCIPLES TAILORED SPECIFICALLY FOR THE NAVY. |T
COVERS THE ENTIRE LIFECYCLE OF NAVAL RECORDS, FROM CREATION AND CLASSIFICATION TO STORAGE AND DISPOSAL. T HE
GUIDE INCLUDES PRACTICAL EXERCISES, CASE STUDIES, AND BEST PRACTICES TO ENSURE EFFECTIVE AND COMPLIANT RECORDS
HANDLING.



2. NAvY Recorps MANAGEMENT ProcepURES AND COMPLIANCE

FOCUSED ON REGULATORY COMPLIANCE, THIS TITLE DETAILS THE POLICIES AND STANDARDS GOVERNING NAVY RECORDS
MANAGEMENT. |T PROVIDES CLEAR INSTRUCTIONS ON MAINTAINING RECORDS INTEGRITY, SECURITY, AND ACCESSIBILITY. READERS
WILL LEARN HOW TO NAVIGATE THE LEGAL REQUIREMENTS AND AUDIT PROCESSES ASSOCIATED WITH NAVAL DOCUMENTATION.

3. EFFeCTIVE RECORDS MANAGEMENT FOR NAVAL OPERATIONS

DESIGNED FOR OPERATIONAL PERSONNEL, THIS BOOK EMPHASIZES THE IMPORTANCE OF ACCURATE RECORDS IN MISSION SUCCESS.
|T DISCUSSES HOW TO EFFICIENTLY ORGANIZE, RETRIEVE, AND UTILIZE RECORDS IN FAST-PACED NAVAL ENVIRONMENTS. THE TEXT
INCLUDES REAL-WORLD EXAMPLES DEMONSTRATING THE CONSEQUENCES OF POOR RECORDS MANAGEMENT.

4. DiGITAL RECORDS MANAGEMENT IN THE U.S. NAVY

THIS BOOK ADDRESSES THE TRANSITION FROM PAPER TO DIGITAL RECORDS WITHIN THE NAVY. |T EXPLORES DIGITAL ARCHIVING,
ELECTRONIC DOCUMENT MANAGEMENT SYSTEMS, AND CYBERSECURITY CONSIDERATIONS. READERS GAIN INSIGHT INTO MANAGING
ELECTRONIC RECORDS WHILE ENSURING COMPLIANCE WITH FEDERAL REGULATIONS.

5. TRAINING MANUAL FOR NAVY Recorps CUSTODIANS

A PRACTICAL MANUAL DESIGNED FOR PERSONNEL RESPONSIBLE FOR MANAGING NAVY RECORDS, THIS BOOK OFFERS STEP-BY-STEP
GUIDANCE ON RECORD KEEPING TASKS. |T INCLUDES CHECKLISTS, TEMPLATES, AND TROUBLESHOOTING TIPS TO HELP CUSTODIANS
MAINTAIN ACCURATE AND ACCESSIBLE RECORDS. THE MANUAL SUPPORTS TRAINING PROGRAMS AND CERTIFICATION PREPARATION.

6. ARCHIVING AND PRESERVATION OF NAVAL RECORDS

THIS TITLE FOCUSES ON THE LONG-TERM PRESERVATION OF IMPORTANT NAVY DOCUMENTS AND ARTIFACTS. |T COVERS
ARCHIVAL TECHNIQUES, MATERIALS HANDLING, AND ENVIRONMENTAL CONTROLS TO PROTECT RECORDS FROM DETERIORATION.
THE BOOK ALSO HIGHLIGHTS THE HISTORICAL SIGNIFICANCE OF NAVAL RECORDS AND HOW TO PRESERVE THEM FOR FUTURE
GENERATIONS.

7. Recorps MANAGEMENT STRATEGIES FOR NAVAL COMMANDERS

TARGETED AT LEADERSHIP, THIS BOOK EXPLAINS THE STRATEGIC IMPORTANCE OF EFFECTIVE RECORDS MANAGEMENT IN NAVAL
COMMAND. |T DISCUSSES POLICY DEVELOPMENT, RESOURCE ALLOCATION, AND OVERSIGHT RESPONSIBILITIES. COMMANDERS
LEARN HOW TO FOSTER A CULTURE OF COMPLIANCE AND ACCOUNTABILITY WITHIN THEIR UNITS.

8. INTRoDUCTION TO NAVY RECORDS MANAGEMENT SYSTEMS

THIS INTRODUCTORY TEXT PROVIDES AN OVERVIEW OF THE VARIOUS RECORDS MANAGEMENT SYSTEMS USED BY THE NAVY. T
EXPLAINS SYSTEM FUNCTIONALITIES, USER ROLES, AND DATA ENTRY PROTOCOLS. THE BOOK IS IDEAL FOR NEW RECRUITS AND
PERSONNEL TRANSITIONING INTO RECORDS MANAGEMENT ROLES.

Q. LEGAL ASPECTS OF NAVY RECORDS MANAGEMENT

FOCUSING ON THE LEGAL FRAMEWORK SURROUNDING NAVY RECORDS, THIS BOOK COVERS PRIVACY LAWS, FREEDOM OF
INFORMATION AcT (FOIA) REQUESTS, AND LITIGATION HOLD REQUIREMENTS. |T EDUCATES READERS ON HOW TO HANDLE
SENSITIVE INFORMATION RESPONSIBLY AND AVOID LEGAL PITFALLS. THE TITLE IS ESSENTIAL FOR RECORDS OFFICERS AND LEGAL
ADVISORS ALIKE.
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