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BLM Challis Field Office Destroyed by Fire

Organization: BLM

BLM Office: Challis Field Office

Media Contact: Sarah Wheeler | 208-709-2352
Jesse Bender | 208-534-1238

Oct 4,2016

IDAHO FALLS, ID - In the early morning hours of Tues., Oct. 4, the Challis Volunteer Fire Department responded to the Bureau of
Land Management (BLM) Challis Fleld Office at 1151 Blue Mountaln Road in Challis. While the Fire Department worked diligently to
suppress the flames, the building suffered extensive damage.

The Challis Field Office is part of the Idaho Falls District BLM. The other three Field Offices ~ Salmon, Upper Snake, and Pocatello -
are open during normal business hours.

The State Fire Marshal has been contacted by the Challis Fire Chief and will head up an investigation into what started the fire.
More information on the cause and extent of the damage will be made available as it is known.

The Challis Field Office manages 792,243 acres of public lands, mostly in Custer County. Twenty-five employees work at the office,
carrying out the multiple-use and sustained yield mission of the BLM
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Approach

THANK YOU!

The End.
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~—————— Records:

Report or briefing created for projects, meeting notes
that document discussions or actions, forms or —
l applications submitted by the public, spreadshests

used to track program activities, grant request, RECOGN'Z'NG...

performance appraisals, contract files, purchase
' receipts.

Modernizing
Recordkeeping Through
EIS Understanding

Is It a Record?
Non-Records:

‘Copies of Letters, directives, forms, or other
‘documents that don't show any decisions or actions
taken, routing slips, and transmittal sheets adding no
information to the material.

For more examples found on NARA's website.

NARA Frequently Asked Questions

* OneDrive = personal work storage

* SharePoint/Teams = program or team
storage

e Sha req dr.ives = Iongjter'm Electronic l:‘(:)c\’i\rrTv?cfriI?sn Systems (EIS) LOCATION
organizational repositories pe——— — ;"":‘“pﬁmm

@ Network-based storage
@IT-controlled permissions
B.Good for final, stable files
% Rigid folder structures

leinlmul collaboration tools

(3 Microsoft 365 cloud storage
Team-managed permissions
/ Ideal for draft and collaboration

/ Flexible, customizable sp

g‘eeul-time co-editing & versioning

Owned by the individual user

User-controlled sharing links; access can be
lost if the user leave the company

Personal sync (real-time), access anywhere,
good for individual productivity.

Your personal desk drawer

Owned by the organization or team, not an
individual.

Centralized permissions, easy
onboarding/offboarding, consistent access for
all members

Strong version control, governance, data
compliance, real-time collaboration

A central office filling cabinet for the entire
team

NARA Faderal Records Management Butlatin 2012-0; HO and State Contact Lis




Teaching Record
Lifecycle
Management

* This reinforced the principles of
stewardship, litigation readiness, and
operational efficiency.

DISPOSITION OF RECORDS

Temporary

o Specific time

o Keptfora
required
retention period

o Destroyed after
retention period
ends

Permanent

o Valuable for
historical or
permanent
preservation

o legaland
physical control
of records
passes to NARA

Unscheduled

o Must be treated
as permanent
until NARA
approves a
records schedule

RECORDS
MANAGEMENT

Q Created
Q Used
Q Stored
Q Disposed

DOl Talent: RIM-101 Records

Fundamentals




Roles and Responsibilities

Coordinate

Disposition Records

Organize Files

RECORDS CUSTODIAN

Q Designate records custodian
Q Roles
Q Responsibilities

Share or Distribute

Mix or Interfile

Remove or Destroy

EMPLOYEE AND CONTRACTOR
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Stewardship Litigation

®

Ease of Work

\"

Defining Roles
and
Responsibilities




Standardizing Organization
Systems

File Naming
Convention Format

DocType_DocVersion_Date_IncidentNumber

standard for All Section/Unit Files
with a Few Exceptions

Displayed As

WFDSS_0930_20210515_000145.

INWCG_Standards_Electronic_Documentation 2024-07 2File Naming Convention Best Practices

FILE PLAN

Example:

File Title/Description | Location Date Disposition Status: Records, Records

Number Range (Active/Inactive/Hold) | Schedule item | Custodian

001 Primary Travel | 5600, File | 2017-2020 | Active ofa-3yr. office
Records Cabinet ‘A’ Manager

002 Primary Credit/ | 5600, File | 2013-2020 | Active/Inactive 3/39(a)(1) - 7yr. | Office M
Purchase Card | Cabinet A Manager
Records

'Director's Office File Plan

File Path

Wildfire_Incident

2BLM HQ Records Management FilePlan

Folder

Sub-Folder

Admin_File

[

Fire_Report‘] Dispatch_Log

o

)

File

)

FOLDER STRUCTURE

INARA_Bulletin_2015-04 Ay

endixB 2Folder Structure Best Practices

®Data Clean Up Tips




Implementation

The training was delivered through a
structured 75-minute presentation
with:

* Interactive navigation tools
 Embedded BLM and NARA links
* Poll surveys to reinforce learning

* Q&A to clarify program-specific
scenarios

KNOWLEDGE CHECK



Results and Impact

Increased Compliance and Awareness

Reduced Risk Exposure

Greater Operational Efficiency

Strengthened Culture of Stewardship

Guiding Our Mission and Objectives
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Lessons Learned

Strengthening Idaho’s Records Management Culture



Conclusion
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