
OFFICE OF THE GENERAL COUNSEL 
Division of Operations-Management  

MEMORANDUM OM 15-38(NxGen)   July 1, 2015 

To:                All Regional Directors, Officers-in-Charge,  
  and Resident Officers 
 
From:            Anne Purcell, Associate General Counsel 
 
Subject:  Document Preparedness for Centralization of FOIA Handling   
 
 

As was mentioned in OM 15-29 (FOIA Handling) the HQ FOIA Branch is 
continuing the process of centralizing FOIA work for the Regions.  However, for 
centralization to work, it is essential that Regions’ NxGen case files are complete and in 
good order.  Currently, many Regions have multiple duplicate documents in their NxGen 
files, in part because drafts remain in the file.  This problem does not occur with those 
Regions who are using versioning.  When versioning is used, only the final document 
shows up in the NxGen case file and there is no question about which document should 
be provided pursuant to a FOIA request.  Versioning also allows you to review previous 
drafts, should you need to review them.  So now that all Regions are involved in this 
new process we want to encourage all regional personnel to attend a refresher training 
session on how to properly “version” documents.  In those Regions that are not using 
versioning, it is important that all staff, including supervisors, managers, Board agents 
and administrative professionals attend.  The use of versioning within a region can only 
be successful if all staff members involved in the processing of cases in NxGen are 
using it. 
 

Training Session will take place on the following days: 

District I on July 9th at:  10am (EST) 

District II on July 9th at 11am (EST) 

District III & IV on July 9th at 3pm (EST) 

And a make-up session will be conducted on July 23rd at 2:00pm (EST) 
 

Invitations will be sent out to the Regions and a link to these sessions will be 
placed within the NxGen Training Library page. 
 

Versioning is a great tool for cleaning up your case files.  For example, if you use 
the check-in feature to upload your settlement and stipulated agreements that contain 
all signatures as the “Final” (last version) of the document, the case file will display one 
final document instead of all the documents that led to the final.  You will still be able to 
access the other versions, but you will not have to view them unless you really want to. 
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By limiting the amount of unnecessary drafts, versioning will also provide more 

efficient accessibility to documents.  It will take a collaborative effort by all involved to 
ensure that NxGen Files are FOIA-ready and will make processing cases through 
NxGen as well as locating documents simpler for everyone in the long run.    
 

Please see OM 15-29(NxGen) for these other tips for making sure that your 
NxGen Files are FOIA-ready. 
 
Conformed Signatures 
Use of Appropriate Document Prefixes and Document Subtypes 
Draft Documents 
 

If you have any questions, please contact your Deputy, AGC or the undersigned. 
 
 
 
      /s/ 
      A.P.  


