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Basic Records Transfer Process Flow 

 
 

 

  

Agency User 
Creates 
an e135 Status = Initiated Status = SubmittedStart

Agency Approver 
Approves
the e135 

and submits to
 FRC for 

NARA Approval

Approvers must be established in user 
profile.  If user creating e135 has 

approval capability, they can submit 
directly to FRC.  Otherwise, it must be  

approved by someone with the capability.

Status = Approved

Agency
Sends Records

 to the 
FRC

Status = 
ShelvedDone

FRC Reviews and 
Approves e135

$

FRC Processes and 
Shelves Records

$

Internal Sub-processes 
determine additional status 

changes

Internal Sub-processes 
determine additional status 

changes

Internal Sub-processes 
determine additional status 

changes

 
 
Note: Internal sub-processes and ARCIS status options are available but not shown.  See page 3 for comprehensive process 
with all available process options. 
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Comprehensive Records Transfer Process Flow 

 
 

 
  

Agency User 
Creates 
an e135

Does this 
User’s Profile 

permit
Approving

a 135?

Status = Initiated

Agency User 
Submits
the e135 

to the FRC for 
NARA Approval

Status = Submitted

Agency User 
Forwards 

the e135 for 
Internal Approval.

No

Status = 
Review Requested

Yes

Internal Approver
Reviews 

and possibly edits
the e135.

Does the 
Internal Approver
accept the 135?

Internal Approver
Requests 

Corrections 
from the 

Creator of the e135

Status = 
Corrections 
Requested

Agency User 
makes

Corrections
to the e135

Does the 
FRC

Approve
The 135?

Status = Approved

Agency
Sends Assets

 to the 
FRC

Status = Received

$

FRC Reviews 
the e135

$

FRC Approves 
the e135 and

Notifies the Agency

$

FRC Receives 
And Shelves Assets

Yes

$

FRC Requests 
Changes to the e135

No

Status = 
Clarification 
Requested

Status = 
Shelving In Progress

Status = 
Shelved DoneStart

Yes

No
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Sample ARCIS Born SF-135 
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Reference Requests Process Flow 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Agency User 
Creates 

New Reference 
Request

Status = Reference 
Initiated

Status = Reference 
ReceivedStart

Status = Ready for 
Shipment

Status = 
Reference Not 

Found

Done

FRC Batches and 
Searches for 

Transferred Record

$

Internal Sub-processes 
determine additional status 

changes

Agency User 
Submits 

Request to FRC

Records 
Located?Status = Shipped Yes 

No 
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ARCIS User Branch Hierarchical Structure 

 
Within ARCIS, agencies will be set-up with one of the following branch structures.   
 

• Horizontal Branch Structure:  With a flat, or horizontal, structure agencies will only have access 
to Level 1 and Level 2 shown below.  All users and administrators will be assigned the “Root” 
branch. 

 
• Vertical Branch Structure:  Agencies using a vertical branch structure will have levels below the 

root level as shown below. 
 

For most agencies, the “Branch” field in ARCIS will simply serve as a container to house users.  Branch 
is not part of transaction access or control functionality. 

 
 
 
 Super 

Level 1 

Root 

Level 2 

Eastern 

Level 3 

Central 

Level 3 

Western 

Level 3 

North East 

Level 4 

South East 

Level 4 

California 

Level 4 

New York 

Level 5 

Boston 

Level 5 

Agencies using a flat Branch 
structure in ARCIS will have all 
users assigned to the Root level. 
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Sample Introductory e-mail to a New Administrator 
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Sample Temporary Password and Instructions e-mail to a New Administrator or User 
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