2352.204-3 - Records Management Mandatory Annual Training (JUN 2020) 
(a)  Definitions - Terms defined for this clause - 
“Agency” means the Social Security Administration (SSA).
“Contractor” means any entity having a relationship with SSA because of this contract.  This term includes, but is not limited to, corporations, limited liability partnerships, and sole proprietorships. 

“Contractor personnel” means employees of the contractor, employees of the subcontractor, any consultant retained by the contractor or subcontractor, any volunteer or intern of the contractor or subcontractor, and if the contractor or subcontractor is a sole proprietorship, it refers to the sole proprietorship. 

“COR” means contracting officer’s representative.  

“Federal record” means all recorded information, regardless of form or characteristics, made or received by a Federal agency under Federal law or in connection with the transaction of public business and preserved or appropriate for preservation by that agency or its legitimate successor as evidence of the organization, functions, policies, decisions, procedures, operations, or other activities of the United States Government or because of the informational value of data in them.
“OAG” means the Office of Acquisition and Grants at SSA.

“Subcontractor” means any entity having a relationship with SSA’s contractor because of this contract.  This term includes, but is not limited to, corporations, limited liability partnerships, and sole proprietorships.
(b) Pupose

This clause provides SSA’s polices and procedures and contractor’s responsibilities for SSA providing training and guidance to all contractors and contractor personnel regarding their Federal records management responsibilities.  
(c) Authorities

(1) National Archives and Records Administration bulletin 2017-01 (https://www.archives.gov/records-mgmt/bulletins/2017/2017-01-html ) 
(2) Presidential Memorandum M-19-21 (https://www.whitehouse.gov/wp-content/uploads/2019/06/M-19-21.pdf)  

(d) Contractor Responsibilities Related to Records Management Training Requirements

(1) Contractor Personnel Requiring an SSA-issued Personal Identity Verification Credential and Access to the Agency’s Network

(i) Following contract award, contractor personnel performing under this contract must take the records management training. Contractor personnel must read the Records Management Training document entitled Records and Information Management Annual Contractor Compliance Training and complete the Certification of Social Security Administration Records Management Awareness: Contractor Personnel Compliance document.  This requirement also applies to contractor personnel subsequently added to the contract.  These documents are located on OAG’s Internet website (https://www.ssa.gov/oag/acq/oagacq_records-management.htm). 
(ii) The contractor must receive signed copies of the completed Certification from each contractor personnel working under the contract within 30 calendar days following contract award, or within 30 calendar days after a contractor personnel begins working under the contract.  The contractor will attach each signed Certification to an email along with a list of names of the contractor personnel who signed the Certification and the contract number they are working under and email it to the COR within 45 calendar days of award or when contractor personnel begin working under the contract.
(iii) For each successive year of the contract, if any, contractor personnel must take annual records management training via a video on demand on an SSA-managed website.  Contractor personnel with a valid SSA.gov email address will receive an email to take this training at the appropriate time.  The COR will notify contractor personnel without an SSA email address of this training requirement.     

(2) Contractor Personnel Not Requiring Personal Identity Verification or Agency Network Access: 
 (i) Following contract award, contractor personnel performing under this contract who do not meet the requirements in paragraph (1), above, must take the records management training by reading the Records Management Training document entitled Records and Information Management Annual Contractor Compliance Training and completing the Certification of Social Security Administration Records Management Awareness: Contractor Personnel Compliance document.  This requirement also applies to contractor personnel subsequently added to the contract.  These documents are located on OAG's Internet website (https://www.ssa.gov/oag/acq/oagacq_records-management.htm). 

(ii)  The contractor must receive signed copies of the completed Certification from each contractor personnel working under the contract within 30 calendar days following contract award, or within 30 calendar days after a contractor personnel begins working under the contract.  The contractor will attach each signed Certification to an email along with a list of names of the contractor personnel who signed the Certification and the contract number they are working under and email it to the COR within 45 calendar days of award or when contractor personnel begin working under the contract.    

(iii) For each successive year, if any, of the contract, the contractor shall repeat the processes described in paragraphs (d)(2)(i) and (ii), above.  
(3) The contractor and SSA shall retain copies of the signed Certification mentioned in paragraphs (d)(1) and (2) above for potential future SSA audits for a period of three years after final payment (per Federal Acquisition Regulation 4.703).  

(e) Applicability of this Clause to Subcontractor Personnel.  
The contractor is required to include a clause substantially the same as this in all subcontracts awarded under the prime contract.  This clause shall require the subcontractors to follow the instructions in paragraph (d) of this clause.  The subcontractor shall submit the signed Certifications to the contractor and the contractor will be responsible for submitting this information to SSA.  The subcontractor shall be responsible for maintaining its signed Certifications as detailed in paragraph (d)(3).  

(End of clause)
