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1 Introduction

The Department of Health and Human Services (HHS)
 Records Management Program (RMP) provides HHS with requirements and procedures to create and preserve adequate and proper documentation in all media of all transactions of the Department.   Official records created and received are the property of the Federal Government.  The HHS RMP complies with the Federal Records Act of 1950 and other applicable laws and regulations, and is defined as a planned, coordinated set of policies, procedures, and activities needed by the Department to manage its records.

The Department of Health and Human Services (HHS) has 12 Records Officers servicing 21 Records Groups. Each Records Group identifies the unique records created by the approximately 70,000 HHS nation-wide employees and contractors assigned to perform the duties associated with each Records Group. The 11 Operating Divisions (OPDIVS) and the 21 Office of the Secretary Staff Divisions (STAFFDIVS) perform the mission-critical functions of the Department. Under the direction of the recently appointed Department’s Records Officer, the 12 Records Officers manage the records management programs of the OPDIVS and STAFFDIVS.

In an effort to ensure standardization and compliance, the Department established the Records Management Council (RMC) by Charter on August 21, 2007. The goal of the RMC is to continually seek to improve the HHS Records Management Program through self assessment and program improvement action plans. One of the specific actions required by 36 CFR Subpart B, is to prepare an annual RM program evaluation reporting the strengths and weaknesses. Based in part on the submissions from the 12 Records Officers, the evaluation is prepared by the Chair of the RMC, with review, comment and concurrence by the members. The report is due on January 31st of each year and reflects the status of the program as of December 31st of the previous year.
The HHS Records Management Segment development effort assists in broadening and solidifying the scope and related activities of the HHS RMP through an iterative cycle of assessment, visioning, and process improvement.  The first iteration of the Records Management Segment focused on capturing HHS’ “as-is” Record Management Program (RMP) and contrasting it to its desired “to-be” state.  The Records Management Integrated Project Team (IPT) is now focusing on identifying gaps and ‘pain points’ and putting forth a roadmap to address them and to systematically document and prioritize the RMP needs.  This will ensure that the optimized business processes and the supporting systems and data will enable the HHS Records Management Program to meet the requirements and goals set forth in the Code of Federal Regulations,  36 CFR Subpart B Regulations, in a most efficient and effective manner.  The development of the vision, goals, and objectives of the HHS IPT and the Records Management segment are provided in the next section. For more information about the scope of the IPT and the segment see the “Records Management Segment Charter” document
.
1.1 Document Overview

This document contains target business process models for the core RM processes identified during the development of the RM segment and listed in table 1.  The high-level brake down of these processes is provided in Appendix B.
This document provides a breif description and business process models for each target process listed in bold. Appendix C provides a basic overview of the business process modeling notations used to develop the processes in this document.

The modeled processes set the minimum requirement to meet NARA regulations and are applicable to all OPDIVs and STAFFDIVs at HHS. Since the models provided in this document are target processes, they already include target elements that might not be currently implemented but that HHS plans to improve as part of the target RM segment.
	CORE RM FUNCTIONS  (PROCESSES)

	Record Identification 

	Is it a record?

	Create Records  

	Support Business Specific procedures for Records Creation 

	Support the IT System owners in establishing requirements for the long term /permanent retention of records 

	Schedule Record with NARA (Section 4)

	Review Agency Functions and Recordkeeping Requirements

	Inventory Records

	Records Disposition Identification

	Request for Records Disposition Authority (SF -115)

	Maintain Records (Section 5)

	Develop and maintain file plans

	Oversee the proper storage of Records 

	FRC  Boxes Ordering Process

	Recalling records from FRC Storage

	Return Boxes of Records to Storage

	Disposition (Section 6)

	Process Disposal Notices

	Transfer Permanent Records (SF 258) 

	Maintain  information Records disposition 

	Internal Disposal of paper records

	NARA notification to destroy temporary records

	RM PROGRAM MANAGEMENT

	Manage RM program (Section 7)

	Create and Maintain Guidelines and Standards

	Establish and Maintain Litigation Procedures 

	Notification of Freeze/Litigation hold Process

	Removal of Litigation Hold

	Report Storage Facility to NARA 

	Manage Development of Annual RM Assessment

	IT System scheduling process as part of the EPLC

	Program Evaluation

	Develop Evaluation Procedures

	Develop Audits Trails

	Perform Inspections

	Conduct Annual Assessment

	Training

	Develop Records Management Training 

	Provide Training and Guidance to all RM Staff

	New Employee Orientation (Entrance On Duty (EOD))

	Employee Departure Process


Table 1 Core RM Functions and processes
1.2 Stakeholders List
The following table contains a list of stakeholders that are impacted by the target processes defined in this document. The responsibilities listed for each stakeholders are only limited the those responsibilities within the context of Records Management.

In the processes published in this document, the stakeholders are listed vertically on the left side of each swimlanes in every process.
	Business Role
	Description

	Department Records Officer
	The Departmental Records Officer (RO) is responsible for establishing an OPDIV/STAFFDIV records management program designed to control records through the life cycle (from creation to disposition), and for developing and furnishing policy guidelines.
The Department (HHS OCIO) Records Officer shall provide entrance briefings to the Secretary, Deputy Secretary and Assistant Secretaries within the first 30 days of their arrival regarding the role and responsibility of those positions for Records Management; Develop and present “RM new employee training” during HHS orientation  training; Develop mandatory annual RM training for all HHS employees, interns, contractors, etc., and distribute for OPDIVS and STAFFDIVs to conduct their own training; and, Develop RM security controls and RM standards for dissemination throughout HHS.

	Component Records Managers
	Identify and establish records management standards, when there is an OPDIV need for more restrictive policies than the HHS (Department issued) policies.  OPDIV policies shall not be any less comprehensive and shall comply with the Departmental policy; Conduct periodic annual inspections for approved certifications of record removal; Evaluate and measure compliance with Federal and HHS records management Policies; and, Conduct Records Management training.

	Component Records Management Liaisons
	Ensures that internal office procedures are established that allow all authorized users access to office records. Reviews procedures to ensure the HHS record is identified and retained under the control of HHS personnel.

Reviews new functions, or changes to existing functions, to ensure all recordkeeping requirements have been identified and the correct disposition instructions are contained in this Procedures document or have been submitted for approval. Periodically reviews the procedures being used by originators of records to ensure that records management principles are being properly applied. Coordinates with the Records Officer the timely transfer of eligible records to the Federal Record Center or to a Federally-approved onsite records storage facility.

	NARA Appraisal Archivist
	The Archivist of the United States has the statutory responsibility, as codified in the Federal Records Act, 44 U.S.C., Chapters 21, 29, and 33, to decide how long records must be retained and which records have archival value. As stated in its Strategic Plan, NARA works with other interested parties to ensure that “essential evidence is created, identified, appropriately scheduled, and managed for as long as needed.” However, not all records that constitute essential evidence possess archival value. It is through the appraisal process that NARA determines the value and thus the final action (disposition) of Federal records that are no longer needed for current Government business

Appraisal decisions require informed judgments, knowledge of and sensitivity to researchers’ interests, recognition of resource considerations, and a willingness to acknowledge and understand comments and views expressed by agencies and the public.

	(Agency) Component
(Originators/Creators)
	A component in this document refers to the originators /creators (hereafter referred to as originators), including employees who receive record material from outside HHS.  Components are responsible for the proper creation, maintenance, use, and disposition of the HHS record.

	FOIA/Privacy Officer
	Provide approval to provide a copy of a Federal record, if appropriate, for release to the general public.

	OGC Officer
	

	IT System Owner
	The IT system owner is the organization or person responsible for one or multiple information systems. As such, the IT system owner is responsible for the scheduling of the IT system

	Information Security Officer
	In the context of IT systems and records management, the information security officer is responsible ensuring that a system has been properly secured before going live.

	Enterprise Architect
	Enterprise Architect is responsible for maintaining the IT systems inventory.


Table 2 RM stakeholder list
1.3 Business Process Modeling Notation
In accordance with the department’s business process modeling guidance, the target Records Management business processes have been developed using the Business Process Modeling Notation (BPMN) standard.
BPMN provides a notation that is readily understandable by all business users, from the business analysts that create the initial drafts of the processes, to the technical developers responsible for implementing the technology that will perform those processes, and finally, to the business people who will manage and monitor those processes. Thus, BPMN creates a standardized bridge for the gap between the business process design and process implementation.
This specification defines the notation and semantics of a Business Process Diagram (BPD) and represents the amalgamation of best practices within the business modeling community. The intent of BPMN is to standardize a business process modeling notation in the face of many different modeling notations and viewpoints. In doing so, BPMN will provide a simple means of communicating process information to other business users, process implementers, customers, and suppliers.

First, there is the list of core elements that will support the requirement of a simple notation. These are the elements that define the basic look-and-feel of BPMN. Most business processes will be modeled adequately with these elements.

Second, there is the entire list of elements, including the core elements, which will help support requirement of a powerful notation to handle more advanced modeling situations. And further, the graphical elements of the notation will be supported by non-graphical attributes that will provide the remaining information necessary to map to an execution language or other business modeling purposes.
2 Is it a record
An effective records disposition program depends, at least in part, on the systematic creation and maintenance of agency records. Records management during the creation and maintenance stages involves identifying records and establishing and meeting recordkeeping requirements. It should be based on the recognition that records are important because they: 

· Protect the legal, financial, and other rights of the Government and its citizens. 

· Ensure continuity and consistency in administration. 

· Assist agency officials and their successors in making informed policy and program judgments. 

· Provide information required by the Congress and others to oversee the agency's activities. 
· Document the agency's organization, structure, and achievements. 
The list of questions listed in the “is it a record” process are standard questions that help employees determine if an artifact (i.e. document, email, presentation, etc.) created or received is a record and needs to be treated as such.
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3 Create Records
The Create Records function is done by all employees and contractors across the organization.  The role of Records Management is to support the employees in understanding what a record is and how it should be managed. The “Support Business Specific procedures for Records Creation” and the “Support the IT System owners in establishing requirements for the long term /permanent retention of records” processes do not have a business process models.

The first column of Figure 2 provides a high-level view of the “Create Records” functions and the roles of the related stakeholders.
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Figure 1 Context for Records Management

4 Schedule Records with NARA
Records disposition schedules are essential for the efficient, orderly, prompt, and authorized reduction in the quantity of records maintained in office space and equipment, and to provide for the proper maintenance of records deemed appropriate for permanent preservation. All records in the custody of the Department, regardless of physical form or character, will be included in an approved records disposition schedule. 
4.1 Records Disposition Identification
Each record created by HHS needs to be associated with an appropriate disposition authority.  The Request for Records Disposition is the process used by the record creator or receiver (Agency Component) to identify which disposition is applicable to a record or a set of records under a specific function.
The record creator or receiver is responsible to ensure that this process is completed. Records Managers are responsible for providing support and quality assurance.
4.2 Request for Records Disposition Authority (SF -115)

The Request for Records Disposition Authority (SF -115) is the process by which a new authority to dispose authority is requested though the HHS governance to NARA. The step-by-step process model in section 4.3.2 shows how new disposition authorities are review internally and consequently submitted to NARA for approval.  The form and data associated with this process is the derived from the Standard Form 115 (SF-115).
Section 4.3.2 shows the business process model for the Request for Records Disposition Authority process.

4.3 Process Models
4.3.1 Records Disposition Identification
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4.3.2 Request for Records Disposition Authority (SF -115)
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5 Maintain Records 
5.1 Develop and maintain file plans
A comprehensive schedule is the heart of a records disposition program. Based on careful analysis of the agency's documentary materials, it provides mandatory instructions for the retention and disposition of each record series or system and of non-record materials. It authorizes the systematic removal from offices of unneeded records even as new ones are being created. The schedule's quality is essential to the success of the entire program. 

To develop this comprehensive schedule, HHS combines its own disposition authorities for non-record materials with NARA-approved records disposition authorities. The specific steps to follow in developing a schedule are described in this process.
The major steps in implementing a file plan in your office are:

· identifying documentary material 

· creating the file structure 

· creating the file plan

The “Develop and maintain file plans” process showed in section 5.5.1 is a simple but extremely important process that each office/component is responsible to complete with the support of their respective Records Managers.  This process is tightly related to the “Records Disposition Identification” process (see section 4.1 and 4.3.1).  
5.2 FRC Boxes Ordering Process 

This is the process to order FRC boxes that are used to store records.  Boxes can be ordered from PSC or GSA as indicated in the process model in section 5.5.2.
5.3 Recalling records from FRC Storage  

Once records are stored in a Federal Record Center (FRC) storage, they can be recalled at any time to respond internal or external review request (i.e. Court case).  The process model in section 5.5.3 provides the step by step process to recall boxes of records from the FRC storage.
5.4 Return Boxes of Records to Storage 

Following the process in section 5.3, this process illustrates the process of returning the boxes of records to the FRC storage facility.
5.5 Process Models
5.5.1 Develop and maintain file plans
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5.5.2 FRC Boxes Ordering Process
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5.5.3 Recalling records from FRC Storage
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5.5.4 Return Boxes of Records to Storage
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6 Disposition
6.1 Process Disposal Notices (SF 135 is stored at NARA FRC)
Temporary records are those determined by NARA to be disposable, or nonpermanent. Either through an approved SF 115 or the GRS, NARA approves them for destruction or occasionally for donation to an eligible person or organization.
Most temporary records are authorized for destruction when their retention periods expire.  Section 6.5.1 provided a step by step model of how to process a disposal notices.

6.2 Transfer Records to the National Archives (SF 258)

Many of HHS’s  records have been determined to be "permanent" records. This means that HHS and the National Archives and Records Administration (NARA) have decided that the records are sufficiently valuable for historical or other purposes to warrant continued preservation by the Federal government beyond HHS’s business needs.

The process model in section 6.6.3 explains the process of transferring permanent records to the NARA using the standard form Agreement to Transfer Records to the National Archives of the United States (SF-258). Through this process, HHS may transfer the legal custody of permanent records to NARA.
6.3 Internal Disposal of paper records

Description

6.4 NARA notification to destroy temporary records

Description

6.5 Process Models
6.5.1 Process Disposal Notices
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6.5.2 Transfer Permanent Records (SF 258)
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6.5.3 Internal Disposal of paper records
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6.5.4 NARA notification to destroy temporary records
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7 Manage RM program
7.1 Establish and Maintain Litigation Procedures

7.2 Notification of Freeze/Litigation hold Process

The process described in this section and section 7.3 are modeled based on the “HHS OCIO and OGC Policy for Records Holds- and Freeze”.  During a litigation hold (also known as "preservation orders" or "hold orders") HHS is required to preserve all records that may relate to a legal action involving the agency. This requirement ensures that the records in question will be available for the discovery process prior to litigation.
This process shows how a notification of freeze/litigation hold is processes at HHS and what are the responsibilities of each stakeholder.
7.3 Removal of Litigation Hold
When the need for the hold has expired, the OGC notifies by memo (and by more formal means as necessary) the HHS Executive Committee and Records Officer, and then the affected heads of teams, offices, units, and IT.  The HHS Records Officer notifies all HHS Records Liaison Officers (RLOs) and IT.  The HHS Records Officer notifies the National Archives and Records Administration of the removal of the hold.

7.4 Storage Facility Compliance process

Though this process, HHS ensures that agency records centers, agency records staging or holding areas, and commercial records storage facilities used to store HHS’s records meet NARA's records storage facility standards in 36 CFR part 1228, subpart K. It also provides guidance to assist agencies with obtaining NARA approval as outlined in that subpart. NARA is authorized, under 44 U.S.C. 3103, to approve a records center that is maintained and operated by an agency. NARA is also authorized to promulgate standards, procedures, and guidelines to Federal agencies with respect to the storage of their records in commercial records storage facilities.
7.5 Annual RM Assessment
Since 2007, HHS has conducted an annual assessment of the RM program.  This is the process to manage the RM annual assessment in collaboration with the OPDIVs to ensure that the RM program continues to grow and meet all the regulations governing records. 
7.6 IT System scheduling process as part of the EPLC
The HHS Enterprise Performance Life Cycle (EPLC) framework provides a consistent and repeatable process for planning, managing, and overseeing IT projects over their entire life cycle.  RM should be a critical partned in the EPLC to make sure that records retention requriements are considered when a system is develop.  Project/Investment Managers will also be required to schedule an IT system be fore it reaches production.
The process in section 7.8.5 provides guidance on steps for scheduling an IT system.
7.7 New Employee Orientation (Entrance On Duty (EOD))

Description
7.8 Employee Departure Process

Description

7.9 Process Models
7.9.1 Notification of Freeze/Litigation hold Process for paper records
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7.9.2 Removal of Litigation Hold
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7.9.3 Storage Facility Compliance process
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7.9.4 Manage Development of Annual RM Assessment
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7.9.5 IT System scheduling process as part of the EPLC
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7.9.6 New Employee Orientation (Entrance On Duty (EOD))
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7.9.7 Employee Departure Process
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8 RM Segment Development Next Steps

With the conclusion of the target processes analysis, the RM segment team will begin to work on the prioritization of the gaps and improvement opportunities and the RM performance metrics. .
With a firm understanding of prioritized strategic improvement opportunities, the core IPT will develop a target state vision for the segment.  The target state vision will provide a high‐level description of the proposed operating environment—including planned changes to stakeholder interactions, business processes, information sharing, applications, and technology—to address strategic improvement opportunities. This target state vision is meant only to illustrate the target state and will be enhanced by additional analysis in subsequent steps. 
The gap prioritization and the target state vision will inform which functional requirements should be gathered first and it will be published in the RM Transition Plan. The RM Transition Plan
 will be compiled using artifacts created throughout the segment development and it will complete the first iteration of the RM segment development.  

Appendix A Glossary

	Archives and Records Centers Information System (ARCIS)
	ARCIS is a new, web-based system being developed by the Federal Records Centers (FRCs) of the National Archives and Records Administration. The system will serve as the online portal through which your agency will do business with the FRCs.

ARCIS will allow agencies to conduct all transactions online, saving you time and reducing paperwork. The system also lets you track your transactions electronically, giving you instant access to information about your records. And ARCIS does all of this in a secure, user-friendly environment.

	“Big Bucket” Schedule
	A “big bucket” or large aggregation schedule is a type of flexible schedule (see below). Flexible scheduling using big buckets or large aggregations is an application of disposition instructions against a body of records grouped at a level of aggregation greater than the traditional file series or electronic system that can be along a specific program area, functional line, or business process. The goal of this type of flexible scheduling is to provide for the disposition of records at a level of aggregation that best supports the business needs of agencies, while ensuring the documentation necessary to protect legal rights and ensure Government accountability. Big Bucket scheduling can also aid in electronic recordkeeping by presenting users with fewer retention categories choices for filing documents and e‐mail messages.

	Business Reference Model (BRM)
	The Business Reference Model is a function-driven framework for describing the business operations of the Federal Government independent of the agencies that perform them.”  The Business Reference Model provides an organized, hierarchical construct for describing the day-to-day business operations of the Federal Government. While many models exist for describing organizations - org charts, location maps, etc. - this model presents the business using a functionally driven approach.

	Content Management
	Techniques to set policies and supervise the creation, organization, access, and use of large quantities of information, especially in different formats and applications throughout an organization. Content management is often used to describe the management of websites, but in other instances refers to the management of all information across the whole of an enterprise.

	DoD 5015.02-STD
	Design Criteria Standards for Electronic Records Management Software Applications: This Standard sets forth mandatory and optional baseline functional requirements for Records Management Application (RMA) software. This standard describes the minimum Records Management requirements that must be met in accordance with 44 U.S.C. 2902, reference (a) and guidance and implementing regulations promulgated by the National Archives and Records Administration (NARA).

	Electronic Document Management System (EDMS)
	Software that manages the creation, storage, and control of semi‐structured documents. It consists of several technologies including, but not limited to document management, COLD (Computer Output to Laser Disk), imaging, and workflow.

	Electronic mail (E-mail) Records
	Electronic mail records are documents created or received on an electronic mail system including brief notes, more formal or substantive narrative documents, and any attachments, such as word processing and other electronic documents, which may be transmitted by message.

	Electronic record
	Any information that is recorded in a form that only a computer can process and that satisfies the definition of a record. (36 CFR 1234.1).

	Electronic Records Management (ERM)
	Using automated techniques to manage records regardless of format. Electronic Records Management is the broadest term that refers to electronically managing records on varied formats, be they electronic, paper, microform, etc.

	Electronic discovery
	Electronic discovery (or e-discovery) refers to discovery in civil litigation which deals with information in electronic format also referred to as Electronically Stored Information (ESI). Electronic information is different from paper information because of its intangible form, volume, transience and persistence. Also, electronic information is usually accompanied by metadata, which is not present in paper documents. However, paper documents can be scanned into electronic format and then manually coded with metadata. The preservation of metadata from electronic documents creates special challenges to prevent spoliation. Electronic discovery was the subject of amendments to the Federal Rules of Civil Procedure, effective December 1, 2006. Examples of the types of data included in e-discovery are e-mail, instant messaging chats, documents (such as MS Office or OpenOffice files), accounting databases, CAD/CAM files, web sites, and any other electronically-stored information which could be relevant evidence in a law suit. Also included in e-discovery is "raw data" which Forensic Investigators can review for hidden evidence. The original file format is known as the "native" format. Litigators may review material from e-discovery in one of several formats: printed paper, "native file," or as TIFF images.

	E-mail Archiving Software (EAS)
	E‐mail Archiving Software (EAS) generally refers to applications that remove e‐mail from the mail server and administer it in a central location also known as an archive (IT term, not a permanent storage medium in accordance with DoD 5015.2 standards and NARA regulations). Once messages are stored and access rights are granted, authorized users are able to search the repository.

	Electronic recordkeeping system
	An electronic system in which records are collected, organized, and categorized to facilitate their preservation, retrieval, use, and disposition, in accordance with standards specified in DoD 5015.2 and endorsed by NARA.

	General Support System
	An interconnected set of information resources under the same direct management control which shares common functionality. A General Support System may be, for example, a local area network (LAN), including smart terminals, that supports a branch office, or an agency-wide backbone, or a communications network, or a Department’s data processing center including its operating system and utilities, or a tactical radio network, or a shared information processing service organization (IPSO). Normally, the purpose of a general support system is to provide processing or communication support. (FISCAM)

	Information Technology (IT) System
	A project is a temporary planned endeavor funded by an approved information technology investment; thus achieving a specific goal and creating a unique product, service, or result. A project has a defined start and end point with specific objectives that, when attained signify completion. NARA’s Definition: Electronic information system means a system that contains and provides access to computerized Federal records and other information (36 CFR 1234.2). 

	Major IT System
	An IT system that requires special management attention because of its importance to the mission of HHS and its OPDIV; or its significant role in the administration of agency programs, finances, property, or other significant resources. An adverse impact on a major system would constitute serious, severe, or catastrophic harm due to the loss of confidentiality, integrity, or availability, as determined through conducting a system risk assessment. Major systems would be classified as either moderate or high impact as defined in FIPS 199. 

	Metadata
	Describes or specifies characteristics that need to be known about data in order to build information resources such as electronic recordkeeping systems and support records creators and users.

	Non-Major IT System
	A system that requires appropriate attention to security when a compromise of the information or application would cause limited adverse harm (low or medium impact as defined in FIPS 199) on the HHS mission, business functionality, public health function and/or employee and citizen welfare, due to the loss of confidentiality, integrity, or availability of the information in the application. A system not defined as either Major or GSS is by default a Non-Major system.

	Record
	A unit of recorded information created, received, and maintained as evidence or information by an organization or person, in pursuance of legal obligations or in the transaction of business. Includes all books, papers, maps, photographs, machine readable materials, or other documentary materials, regardless of physical form or characteristics.

	Records Management
	The systematic and administrative control of records throughout their life cycle to ensure efficiency and economy in their creation, use, handling, control, maintenance, and disposition.


Appendix B   Business Function Diagram 
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Appendix C Document and Web Management Systems List

	Element
	Description
	Notation

	Event
	An event is something that “happens” during the course of a business process. These events affect the flow of the process and usually have a cause (trigger) or an impact (result). There are three types of Events, based on when they affect the flow: Start, Intermediate, and End.
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	Type Dimension 
	(e.g., Message, Timer, Error, Cancel, Compensation, Rule, Link, Multiple, Terminate.)
Start and most Intermediate Events have “Triggers” that define the cause for the event. There are multiple ways that these events can be triggered. End Events may define a “Result” that is a consequence of a Sequence Flow ending.
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	Activity
	An activity is a generic term for work that company performs. An activity can be atomic or non-atomic (compound). The types of activities that are a part of a Process Model are: Process, Sub-Process, and Task. Tasks and Sub-Processes are rounded rectangles. Processes are either unbounded or a contained within a Pool.
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	Collapsed Sub-Process
	The details of the Sub-Process are not visible in the Diagram. A “plus” sign in the lower-center of the shape indicates that the activity is a Sub-Process and has a lower-level of detail.
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	Activity Looping
	The attributes of Tasks and Sub- Processes will determine if they are repeated or performed once. There are two types of loops: Standard and Multi- Instance. A small looping indicator will be displayed at the bottom-center of the activity.
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	Multiple Instances
	The attributes of Tasks and Sub- Processes will determine if they are repeated or performed once. A small parallel indicator will be displayed at the bottom-center of the activity.
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	Gateway
	A Gateway is used to control the divergence and convergence of Sequence Flow. Thus, it will determine branching, forking, merging, and joining of paths. Internal Markers will indicate the type of behavior control.
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Gateway

A Gateway is used to control the
divergence and convergence of multiple
Sequence Flow. Thus, it will determine
branching, forking, merging, and joining
of paths.

Gateway Control Types

Exclusive (XOR)
Data-Based

Event-Based

Inclusive (OR)

Complex

Parallel (AND)

Sequence Flow

A Sequence Flow is used to show the
order that activities will be performed in
a Process.

See next seven figures

Normal Flow

Normal Sequence Flow refers to the flow
that originates from a Start Event and
continues through activities via
alternative and parallel paths until it ends
at an End Event.
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	Gateway Control Types
	Icons within the diamond shape will indicate the type of flow control behavior. The types of control include: 

XOR -- exclusive decision and merging. Both Data-Based and Event-Based. Data-Based can be shown with or without the “X” marker. 

OR -- inclusive decision and merging • Complex -- complex conditions and situations (e.g., 3 out of 5) 

AND -- forking and joining Each type of control affects both the incoming and outgoing Flow.
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A Gateway is used to control the
divergence and convergence of multiple
Sequence Flow. Thus, it will determine
branching, forking, merging, and joining
of paths.

Gateway Control Types

Exclusive (XOR)
Data-Based

Event-Based

Inclusive (OR)

Complex

Parallel (AND)

Sequence Flow

A Sequence Flow is used to show the
order that activities will be performed in
a Process.

See next seven figures

Normal Flow

Normal Sequence Flow refers to the flow
that originates from a Start Event and
continues through activities via
alternative and parallel paths until it ends
at an End Event.
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	Sequence Flow
	A Sequence Flow is used to show the order that activities will be performed in a Process.
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	Message Flow
	A Message Flow is used to show the flow of messages between two participants that are prepared to send and receive them. In BPMN, two separate Pools in the Diagram will represent the two participants (e.g., business entities or business roles).
	[image: image30.png]




	Association
	An Association is used to associate information with Flow Objects. Text and graphical non-Flow Objects can be associated with the Flow Objects.
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	Pool
	A Pool represents a Participant in a Process. It is also acts as a “swimlane” and a graphical container for partitioning a set of activities from other Pools, usually in the context of B2B situations.
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	Lane
	A Lane is a sub-partition within a Pool and will extend the entire length of the Pool, either vertically or horizontally. Lanes are used to organize and categorize activities within a Pool.
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	Text Annotation
	Text Annotations are a mechanism for a modeler to provide additional information for the reader of a BPMN Diagram.
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An Association is used to associate
information with Flow Objects. Text and
graphical non-Flow Objects can be
associated with the Flow Objects.

Text Annotation (attached
with an Association)

Text Annotations are a mechanism for a
modeler to provide additional information
for the reader of a BPMN Diagram.

Pool

A Pool represents a Participant in a
Process. It is also acts as a “swimlane”
and a graphical container for partitioning
a set of activities from other Pools,
usually in the context of B2B situations.

A Lane is a sub-partition within a Pool
and will extend the entire length of the
Pool, either vertically or horizontally.
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Appendix D Records Management communication and  reporting relationships  Diagram
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� Throughout this document, the acronym HHS refers to all Operating Divisions (OPDIVs), Office of the Secretary Staff Divisions (StaffDivs), and the Inspector General as a combined single entity.


� � HYPERLINK "https://ocioportal.hhs.gov/ea/ba/PlanningandAccountability/RecordsManagement/Shared%20Documents/1%20-%20Determine%20Participants%20and%20Launch%20the%20Project/RM%20Segment%20Charter.doc" ��RM Segment Charter�


� � HYPERLINK "http://www.bpmn.org" �http://www.bpmn.org� 


� Also called Modernization Blueprint
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