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Foreword

INDIAN RECORDS NEVER OUT OF DATE

The importance of a good records disposition program cannot be over-
emphasized. For example, if records were not properly preserved and
maintained where would one research to find the answers to the following
questions concerning Indians:

1. Where would you go to find 19th Century Accounts of Red Lake and
Pembina Chippewa Half-Breed scrip? And does this serip have any worth
today?

2. Why dredge up an 1854 Indian treaty relating to the Weas,
Piankoshaws, Peorias, and KasKaskias --~ Indian groups that are-.a tiny
minority of Indians today?

3. How much did Florida cost in 1823? And who cares?
Such questions have been raised. Their answers may be worth millions of
dollars, and depend on historic records of U.S. Government agreements

with Indian tribes.

The Interior Department's Bureau of Indian Affairs 1s the original source

of most Indian records, The BIA is required by law to maintain indefin- pen

itely those official papers it determines to be 'of enduring value."

Many older BIA records -- including many records from the War Department
which once directed Indian Affairs -- are maintained by the National
Archives and Records Service in Washington, D.C. Today they comprise
thousands of cubic feet of books, papers, decisions, treaties, and other
documentary materials which can never be considered nonessential.

Since these are records directly affecting the lives of Indian people,
they are a matter of intense interest to Indian Americans, Government
officials, students, anthropologists, lawyers and historians. Among the
most constant users of Indian records 1s the BIA itself.

Indian records are among the most active record groups of the many
Government agency f£iles in Archives' custody. The, National Archives'
motto, "The Past is Prologue," is nowhere more applicable than to the
original Americans.
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1. GENERAL POLICY AND PROCEDURES

1.1 Purpose. The Files Operations and Records Disposition Handbook estab-—
lishes a system for the effective organization, maintenance, and dispesal
of Bureau of Indian Affairs (BIA) records. It provides Bureau personnel
with guidelines and instructions necessary to implement the standards con~
tained in the Records Disposal Act of 1943, the Federal Records Act of
1950, GSA Federal Property Management Regulation 41 CFR 101-11, Title 8

of the General Accounting Office Manual, and the Departmental Manual.

1.2 Objectives., The major objectives of the Files Operations and Rec-
ords Disposition Handbook are to insure that records of continuing value
are preserved and that records no longer of current use to the Bureau are
properly disposed of or retired. The sgpecific goals of the handbook are
to:

A, Assure uniformity and simplicity in maintaining and using rec-
ords;

B. Provide adequate controls over the creation of file materials
and prevent accumulation of unnecessary files;

C. Facilitate the classification, filing, retrieval, charging out,
and refiling of records;

D. Assure the preservation of those records having sufficient con-
tinuing value to warrant theilr permanent retention.

E. Provide for the systematic cutoff and periodic destruction or
retirement of records in accordance with approved records disposition
schedules as contained In this handbook.

1.3 Policy. The policy of the Bureau of Indian Affairs is to provide
for efflcient, economical, and effective controls over creation, dis-
tribution, organization, maintenance, use, and disposition of zall Bureau
records,

1.4 Responsibilities.

{

A. Program Responsibility. The Central Office Division of Manage-
ment Research and Evaluation has major responsibility for directing the
Bureau program and coordinating all activities with the Bureau and with
the Department, National Archives and Records Service (NARS) of GSA,
General Accounting Office, and other agencies as necessary. An official
of this division will be designated as the BIA Records Management Officer

with bureau-wide responsibility for overall program direction.
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The Central Office Division of Administrative Services Office provides E
services to the Washington Office and to the Eastern Area, The Field _ ;
Administrative Office at Albuquerque, New Mexico, provides services to

Central Office field offices located in Denver, Colorado; Brigham City,

Utah; and Santa Fe and Albuquerque, New Mexico. Each of these organiza-

tional units will designate a Records Management Officer to coordinate

the files maintenance and records disposition functions within their area

of service responsibllity.

B. Employee Responsibility. All information received, created, or
compiled by the officers and employees of the Federal Government for the
use of the Covernment is official Government record material and is,
therefore, the property of the United States, No Federal official or
employee has, by virtue of his position, any persomal or property right
to official records even though he may have helped develop or compile
them. The unlawful destruction, removal from files, and use of official
records are prohibited by the U.S8., Criminal Code (Title 18, Supp. V,
Sec. 2071, USC). Former senior officials are allowed to review and make ‘ oo
copies of their files after leaving office provided the Bureau is not
required to restrict access under the Freedom of Information or Privacy !
Acts. . ’

C. BIA Records Management Officer. The BIA Records Management
Officer has responsibility for Bureau-wide files management and records
disposition program direction, guidance, and technical assistance. This
responsibility includes the following functions: '

(1) Planning, formulating, and prescribing basic files manage-
ment and records disposition policies, systems, standards, and procedures.

(2) Coordinating the overall files management and records dis-
position program and evaluating program effectiveness.

(3) Providing records management advice and assistance to all
organizational levels.

(4) Developing, analyzing, and coordinating files maintenance
and records disposition procedures, including those prescribed by this
handbook,- to meet the operating needs of the BIA.

(5) Inspecting and surveying the system at all organizational

levels for conformance with the prescribed procedures and advising the - . % B
appropriate’ officials of Findings and recommendations for improvement. ' t
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(6) Reviewing and evaluating filing equipment utilization and
recommending the appropriate action.

(7) Serving as liaison with the National Archives and Records
Service and other agencies on matters relating to records managemeﬁt.
This function includes preparing reports required by GSA regarding rec-—
ords holdings and records disposition activities. ' -

D. Heads of Central, Area, and Agency Offices. Office heads are
responsible for implementation and operation of effective files opera-
tions and records disposition programs in accordance with the provisions
of this handbook within their areas of responsibility. They shall desig-
nate qualified persommel within their offices to coordinate the system
and shall keep the BIA Records Officer informed of the name of each
designee. Each office head shall also establish a list of offieial file
stations and files custodians.

(1) Central Offices. Central Office Directors shall designate
a "Records Liaison Officer" for the Washington, D.C., offices and, where
appropriate, for significant Central Office units outside of Washington.
Normally this will be an additional duty for those designated.

(2) Area Offices. Each Area Director will designate a Records
Management Officer (RMO) for the Area. Also, the Area Director will
designate a Records Lilaison Officer (RLO) for each organizational unit
within the Area with multiple file stations to coordinate operation of
the system., The Area Records Management Officer is a full time papexr-
work management position. The Records Liaison Officer activity will be
additional duty normally assigned to a senior files custoddian.

(3) Agency (and Other Field Offices). Agency Superintendents
(and other Field Office heads) shall designate file stations and files
custodians for their offices. If the Agency has multiple stations, one
of the senior files custodians shall be designated Records Liaison
Officer and the Area Records Management Officer notified of all such
designations.

E. Area Records Management Officers. Area Records Management
Officers are responsible for administering all phades of records manage-
ment and for providing a coordinating point to ensure efficient files
operations within the Area Office and the Agency Offices in their Areas.
They are also designated liaisons between their Area Offices and the BIA
Records-Management Officer. This responsibility includes receiving and

consolidating reports from Agency Offices and submitting reports to the
BIA Records Management Officer on the status of the files operations and

Supp. 3, Release 1, 2/11/77
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racords digposition program, Area Records Management Officers are also
responsible for providing records management advice and assistance to
offices under area jurisdiction and to Indian tribes and tribal organi-
zations as requested,

¥. Records Liaison Officers., DRecords Liaison Officers are respon~-
sible for providing a coordinating point to ensure efficlent files opera-
tions within their offices and the BIA Records Management Officer in the
Central Office or the Records Management Officers in Area Offices. This
responsibility includes assisting files custodians with the application of
appropriate records retention and disposition schedules and preparing and
submitting reports on the status of the files operations and records dis-
position program.

G, Piles Custodians. Files Custodians are responsible for the
establishment, maintenance, and operation of files stations within their
organizational units in accordance with this handbook., -The responsibility
includes the maintenance and disposition of official record material,

1.5 Definitions,
A, Accession,

(1) To take over recoxrds from a creating or holding agency for
the purpose of retaining them when they are no longer in current use.

(2) A body of records so taken over (by a Federal Archives and
Records Center, for example),

B. Active Records., Records in current use which must be retained
in the offices of the Bureau because frequent reference is necessary in
the conduct of day-to-day operations. (This usually means records that
are used more than once per file drawer per month,)

C. Archives,

(1) The permanently valuable records, in whatever form, that
have been created or received by a governmental body for 1ts ofificial
purposes and made a part of its officlal documentation.

(2) An agency established to preserve and make such records

available for use, or a building in which such’ records are kept (the ' i
National Archives, for ‘example). T

Supp. 3, Release 1, 2/11/77 ’ N
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D. Clogsed File. A file (usually in a series} on which action is
assumed to be complete and to which no papers are to be added.

E. Convenience File. A file, usually consisting of nonrecord,
informational papers, kept in or near the user's desk for immediate refer-
ence purposes. -

F. Current Records. See "Actilve Records."

G. Custody. The maintenance or guardianship of records by a creat-
ing agency or its successor, a Records Center, or an archival institution.

H. Cutoff. The termination (closing) of files at regular intervals
to permit their transfer, retirement, or destruction in complete file
blocks. Under this process, a file is terminated regularly at the end of
a specified time or an event, and a new file established. Also referred
to as "file break." :

f. Disposition. A broad term which may refer to any of the follow-
Ing:

(1) Destruction of records;

(2) Retirements of records to the National Archives or a
Federal Archives and Records Center;

(3) Transfer of records from one office or agencj to another.

J., Disposition Schedules. A comprehensive listing and description
of records created or accumulated which shows all legally authorized
action to be taken in relation to their retention and disposition. Rec~
ords disposition schedules provide for the periodiec retirement of records
to records centers as well as provisions for their final disposal or
retention.,

K. Files Custodian, The designated individual responsible for the
establishment, maintenance, and operation of files stations, also referred
to as "recordkeeper." !

L. TFile Series. A separately maintained group of files with similar
characteristics such as homogeneous subject matter, a single system of
arrangement, similar types of papers within each folder, and the like.
Fach file or record series comprises the largest practical grouping of -
separately organized and logically related materials that can be treated
as a single unit for purposes of disposal. -

Supp. 3, Release 1, 2/11/77
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M. General Records Schedules. Retention and disposal schedules
issued by the National Archives and Records Service of GSA listing rec-
ords common to several or all Federal agencies which establish standards
for general use in records management. These schedules have been incor~
porated into the BIA Records Control Schedules (Appendix 2).

N. Housekeeping Records. The budget, fiscal, personnel, supply,
and other records relating to the operations normally common to all agen-—
cies, as distinguished from records relating to the specific program of
an agency. See "Program Records."

0. Inactive Records. Records which are seldom referred to but
which must be retained, temporarily or permanently (in offices, FARC's,
or archives), because of legal or historical and research value.

P, Macerztion. Destruction of a record by shredding or chopping in
such fashion as to render it illegible and incapable of recomstruction.

Q. Maintenance of Records.

(1) Regarding current records, all operations incidental to the
upkeep of an organized filing system including classifying, indexing,
sorting, filing, and reference service,

(2) Regarding records in the custody of a FARC or archives,
their proper storage, protection, and repair and rehabilitation when
necessary.

R. Nonrecord Material., Papers (or other media) not meeting the
requirements for "records" are considered nonrecord material. These
include stocks of publications, issuances, library material, duplicate
copies of record material such as reading files, processed or published
materials, catalogues, trade journals, and papers of transitory value
such as drafts, worksheets, informal notes, and routing slips. Nonrecord
materials should be destroyed when no longer needed.

S. Official Files, Official files of the BIA are papers, photo-
graphs, maps, or other documentary materials, regardless of physical
form or characteristics, which have documentary or evidential value.
Such papers, created or received In conmnection with the transaction of
the agency's business, are preserved as evidence of its organization,
functions, policies, decisions, procedures, operations, or other acti- ..
vities because of their informational value, Official files, also referred .
to as record material, can be destroyed only according to the provigions
of authorized disposal schedules.

Supp. 3, Release 1, 2/11/77 :
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T, Permanent Records. Those records of Federal agencies that are
determined through appralsal by the National Archives and Records Service
as worthy of indefinite or permanent preservation. These records have
been designated by the Archivist of the United States as having historical,
continuing, or enduring value. ‘

U. Program Records. Records of the policiles, plans, procedures, and
day-to-day operations of an agency in carrying out the functions for which
it is responsible.

V. Record Copy. The copy of a document specifically intended to be
kept as a record. Also referred to as "official file copy." It may be
the original, a carbomn, or a processed copy.

W. Record Set. The group of serial issuances of a particular type
(as of press releases, manual issuances, or administrative notices) that,
among many groups of coples thereof, has been given the character of an
official record, or is preserved archivally to serve as such.

X. Records Control Schedules. A comprehensive listing and descrip-—
tion of records created or accumulated which show all legally authorized
actions to be taken in relation to their retention and disposition. Rec-
ords control schedules provide for the periodic retirement of records to
records centers as well as providing for their final disposal or reten—
tion. :

Y. Retention Period, The period of time that records must be kept.
Records are retained in offices while active and in Records Centers or.
the National Archives after they have become inactive.

7. Retirement. Transfer of inactive records to Recoxrds Centers or
other authorized depositories for storage. '

AA, Schedule Item. A separately identifiable type or group of rec-
ords included in a records disposition schedule.

BB. Scheduled Records. Records for which rétention periods and
disposition authority have been included in this handbook.

CC. Screening. Removal of individual papers or folders from a
group of records, usually to permit disposal of parts of the file and
retention or transfer of the rest. Also known as "purging” or "weeding,"
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DD. Shelf List. Item—by-item or series-by-series list of records,
arranged in the order in which they are transferred to a Records Center
and arranged there on the shelves or stacks. (Prepared on SF 135 and
SF 135A.)

1.6 Systems Concepts. The system established by this handbook is a com~
prehensive system designed to provide procedures for the management of
records from their creation through their ultimate disposition. The
proper maintenance of files makes it easier to dispose of them; the prompt
and timely removal of iInactive records contributes to a more effective
current files operation. This system integrates the closely related
functions of files maintenance and records disposition,

A. Chapter 1 of this handbook introduces the system and contains
the general policy, procedures, and objectives of the Bureau's files
maintenance and records disposition program.

B. Chapters 2 through 5 of this handbook set forth the basic prin-
cipals of files arrangement, maintenance, and operations including the
preparation of files maintenance and disposition plans and the identifi—
cation of standard filing equipment and supplies.

C. Chapter 6 provides specific procedures for a Subject Classifi~
cation System for organizing general correspondence, related reports,
completed forms, and other papers which do not lend themselves to arrange-
ment in a file group or series by a name or number. The Subject File
Classification System is intended for use only in the arrangement of
general correspondence material. Appendix 1 to this handbook is related
to Chapter 6 because it contains the Master Subject Outlines used for
guldance In establishing subject files.

D. Chapters 7 through 10 establish basic policy and procedures
regarding the disposition of BYA records. Appendix 2 is related to these
chapters since it contains records control schedules for each type or
serles of files in BIA custody. The schedules describe the contents of
the varlous series of records and nonrecord materials, suggest the arrange—
ment of individual items within the series, and provide instructions for
records cutoff, retirement, destruction, or retention. Appendix 3 1s
an alphabetical index to the records control schedules.

The schedules provide the broad framework for arranging all file material,
Files series are arranged at each official file station in numerical
order according to the numbers assigned to each records control schedule
item,

Supp. 3, Release i, 2/11/77
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1.7 Disclosure of Information about Tndividuals. Every official and
employee who is involved in the design, development, operation, or main-
tenance of a system of records relating to an individual or who has access
to such a system of records shall become familiar with the requirements of
the Department of Interier Privacy Act regulations (43 CFR, Part 2, Sub=
part D).

For the purpose of these regulations, the term "record" means any item,
collection, or grouping of information about an individual that is main-
tained by a Department office or bureau. This includes but is not
1imited to information that regards his education, financial transactions,
medical history, and criminal or employment history and that containe his
name or an identifying number, symbol, or other identifying particular
asgigned to the individual, such as a fingerprint, volceprint, or photo—

graph,

One requirement of the Privacy Act is that no personal information may be
disclosed except under conditions specified in the law. Ancther require-
ment is to safeguard records against unauthorized disclosure.

The Privacy Act requires agencles to eatablish appropriate administrative,
technical, and physical safeguards to emsure the security and conflden-
tiality of records containing personal information, The Department has
interpreted this to mean that records containing personal information

must be stored in locked metal file cabinets or locked rooms (43 CFR 2.51).

Supp. 3, Release 1, 2/11/77
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2. FILES MAINTENANCE POLICY AND PROCEDURES

2.1 Plamning and Arranging Files.

A, Official File Stations. Officilal file stations are specifically
designated organizational units where official record coples of documents
are maintained. They may be established at any organizational level.
Official file stations are established as necessary to provide a network
of recordkeeping locatiomns within an office or section to:

(1) Provide technical control and supervision of official rec-
ords;

{(2) TFacilitate coordination between and among file stations; and
(3) Assure uniformity in filing and reference procedures.

B. Network System — Location of Official Records. Planning the :
proper location of files collections is the first step in effective files ‘
maintenance. The network system of filing, or official file station con- -
cept, is based primarily on decentralized records locations with central-
ized control., A file station may be a large, central one shared by several
offices or it may be a small, local station, only one or two file cabinets,
serving a single section or unit.

(1) The network systém provides for locating records where the |
offices with primary interest in the functions documented by the records
are the principal users of the files.

(2) The network system also provides for the centralization of
records which have a functional interest or reference value to several
offices or which must be brought together to assure that related activi-
ties are adequately documented.

(3) This type system is designed to keep as many records as
possible in small, usable collections where they are more easily managed
and accessible to using offices. Centralizing records usually results in
duplicate recordkeeping and is, therefore, limited to specific record
series which require central documentation. !

(4) Records should be 1ocated reasonably close to regular users.
This does not mean a separate records collection alongside each indivi-
dual's-desk. —Records located in the same room, an adjacent room, or in -
the general vicinity of the majority of the users will normally provide
convenient access. . 3 , - o
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C. Centralization vs. Deceéntralizdtion of Files Stations,

(1) Centralized Files. Consider locating records in a central-
ized file when:

(a) More than one work unit has need for the same record,

(b) Units are sufficiently near the central file for prompt
service. )

(¢} Security of proprietary material requires central
filing,

(2) Decentralized Files, Consider locating records in a decen-
tralized file when:

(a2) Records are of interest to only one work unit.

(b) Centralized filing is too distant for efficlent ser-
vice. }

SRS

(c) Information must be immediately available to the creator.

{d) Constant reference is made to the records by a parti-
cular organizational unit.

D. Basic Types (Groups) of Files. The files collection will normally
consist of more than one basic type of file. The first step in planning
and arranging a files collection i= identifying and separating these vari-
ous types,

A file group consists of a collection of file material which has similar
characteristics and which should be kept apart from other groups of rec-
ords in the office. Each entry in the records control schedules in
Appendix 2 of this handbook represents a file group or series, The break-
downs in the schedules are based on the following common types of file
groups: .

‘ (1) General Correspondence (Subject) Files, Often known as the
"general file" or the "subject correspondence file," this file consists of
originals or copies of letters, memorandums, telegrams, reports, and '
miscellaneous materials. Each official file statfion will normally have a ' v
separate correspondence file, Because this file invariably involves a
wide variety of subjects, it can best be identified and used when arranged

AN

e
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by subject. The Subject Classification System will be utilized in the
arrangement of correspondence files (see Chaptexr 6).

(2) Transitory Correspordencé Files. These files consist of
correspondence and other papers of short term interest which should not
be filed in subject correspondence files. These records Iinvolve routine
transactions or do not contain information of continuing reference value,
They consist of transmittal letters or forms; requests for routine informa=-
or publications; communicatlons correcting reports or records; or other
documents not requiring action by the receiving office. Item 101-04 pre-
scribes the method of arranging material within this group that is tempo-
rarily needed for reference.

(3) Case or Project Files, Case files contain material relat-
ing to a specific action, event, person, organization, location, product,
or thing. The papers may cover one oY many subjects concerning a case or
project but will always be filed by a name or number. This practice alds
in distinguishing them from general correspondence, which is filed by sub=-
ject. ’

A case file documents a transaction or relationship from beginning to end.
For example, a copy of the lease instrument may begin a case folder, and =~ !
a request for relinquishment of the lease may close it. SRR

The records disposition schedules in Appendix 2 of this handbook describe
the typical contents of the various case file series maintained by BIA.
Where possible, contents of case or project files and thelr arrangement
should be standardized. A list or inventory of typical contents may be
prepared for case related papers.

(4) Case Working Papers., These are short lived correspondence
and working papers accumulated in connection with specific case and
project files. They include background and working materials such as
reference materials and data obtained for the case or project, data
analyses and summaries, drafts and other preliminary or iIntermediate
papers leading to final results or findings., The most common type of
working papers are routine requests for case reports or data, routine
correspondence concerning the administration of a dase or project, extra
copies of documents or reference material, etec.-

Case working papers should be segregated from the important case documents
for ease- of. disposal and to prevent cluttering of more important papers.
They may be filed in the same folder but kept separate by fastening om
the opposite side from the essential papers orT they may be in separate

- folders placed one behind the other in the file drawer. )
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(5) Technical Reference Files, Sometimes called "reference mate—
rial" or "reference publications,” this file group consists’ of printed or
processed material which is of nonrecord value but which has a direct rela-
tionship to the work of the office and is needed for future reference. It
includes such materials as technical reports, perilodicals, catalogs, hand-
books, equipment manuals,’ pamphlets, internal instructibnal and informa—
tional manuals, etc. '

Unless the volume is very small, technical reference materials should
always be maintained separately from correspondence files. Mixing cor-
respondence files and technical reference papers hampers disp03al of both
types and overloads the correspondence files,

(6) Convenience Files. These consist of extra nonrecord copies
of correspondence, forms, and other papers kept solely to satisfy a parti-
cular need. Extra copy files should be established only when fully justi-
fied. Improperly used, they waste filing equipment, supplies, office
space, reproduction costs, and valuable employee time.

Examples of convenience files are: reading (chronological) files, sus-
pense files, policy reference flles, alphabetical name index files, and
duplicate working files. Each of these files is described in detail in
Section 101 of the records control schedules,

(7) Nonstandard Size Files. These records are kept in a separate
group because of size or physical characteristics and Include f£ilms, mag-
netic tape records, cartographic materials and drawings, computer print-
outs, punched cards, photographs, etc.

E. Filing Arrangements within Separate File Groups. Once the basic
file groups have been identified and separated within a files collection,
the best method of arranging the material within each type must be deter-
mined. The arrangement should permit ease of filing and finding without
the need for special indexing systems,

This handbook prescribes the arrangement of general correspondence files
and also suggests the name or number arrangement of most case file series.
Within the basic arrangement designated for the file group, one.or more
additional arrangements are suggested or may be selected for further
breakdown or subdivision of the records. Following are six basic filing
arrangements:

(1) Numerical Arrangeément.

(2) Chronological Arrangement,

Supp. 3, Release 1, 2/11/77 - S A 1xvj
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(3) Geographical Arrangément.

(4) Organizational Arrangement.

(s) ‘Aiph&bétiéa1 Arrangement, Exhibit 1 includes standard
rules for alphabetical filing. Exhibit 2 ptovides standard subdivigions
of the alphabet.

(6) Subject Arrangemeént. The subject arrangement of general
correspondence files has been standardized in the Subject Classification
System contained in Chapter 6 of this handbook.

Supp. 3, Release 1, 2/11/77
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EXHIBIT 1. RULES FOR ALPHABETIZING

A. 'Seléét'Méthoﬂ

There are two major considerations in establishing a system of alphabetical
name filing. The first is to determine the indexing arrangement of the
name. Decide whether the name is to be filed as written, which part of

the name will be indexed as the first unlt, and whether parts of name
titles such as articles should be disregarded, After deciding upon the
filing method to be used, arrange material in alphabetical sequence in
accordance with the established rules for alphabetizing which follow.

B, Rules for Alphabetizing

1. 1In filiﬁgrby fame of individuals, consider t

or initial as the third unit, and sc forth.
used, this precedes the same last name with

he last name as the first

~ unit, the first name or i{nitial as the second unit, the second name

When only a last name is
a givern name or initial;

this in turn precedes an identical last name and-first name with an
{nitiazl, This follows a fundamental rule of filing which states
that "nothing comes before something." i

Baxter
Baxter, A. 1
. Baxter, A. A.
Baxter, Amn
Baxter, Aon E.

Consider prefixes such as d', D', de, De, De La, di, du, Fitz, La,
Le, M', Mac, Mc, O', Van, Vom, Van der, VYon der as part of the last
pame and file accordingly.

Dendy, Lillian D.
De Neale, Albert
Deneccke, Marie
den Harton, A. C.
Den Hofer, Fred D.
Den Holm, Edna G.

Il

Hyphenated -last names are indexed and filed as one unit,
Lloyd-George, David

. When it is difficult to determine the last names of individuals, as
in the case of Indlan or foreign names, file as written. If there

{g much foreign correspondence in an office, egtablish definite rules
for filing procedures.

Black Arrow
Chen Vung
Kim Sae Sun
PRESPETRET Sy A S

e S S e ==
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EXHIBIT 1. RULES FOR ALPHABETIZING

5. All abbreviations,. including those of names, are filed as though
spelled in full when they constitute units of filing.

Written Filing Arrangement
Chas, Smith Smith, Charles
Jas. W. Tepper, Ltd. Tepper, James W., Limited
Theo, Williams Williams, Theodore

6. In filing use the given name of a married woman rather than her
husband's name. "Mrs." is placed in parentheses after the name, but
13 not considered in filing.

Name Filing Arrangement i
Mrs, John J, Jones (Alice P.) Jones, Alice P. (Mrs.) ¥

diligign
7. Disregard titles such as Dr., Mrs,, Miss, Pref., Col., Director,
Capt,, and abbreviations .such as Jr., Sr., 1st,., etc., in filing,
They should be placed in parentheses after the name. '
Cheeseman, J. A. (Dr.)}
Forelgn and religlous titles such as Sister Margaret, Duke of .
Windson, and the like are filed as written. The abbreviation for
Saint, 1.e., St., iIs filed as though spelled out,

B. File names of firms and institutions alphabetically as written
when they do not include the full name of an individual.

Cox Foundry Company

9. File names or titles of institutions containing the full name of an
individual in the following order:

a. Last name,
b. Giﬁén names or initials,

¢. Remainder of firm name,

o “Name Filing Arrangement - . |
James A, Smith Poultry Co. Smith, James A., Poultry Co.

 10. File names of firms or titles of institutions containing numerals E
as though the numbers were spelled out,

Filing Arrangement

Thirteen Club (The) ) ‘3
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. EXHIBIT 1. RULES FOR ALPHABETIZING

.11, Treat hyﬁhenated firm names and titles as separate words,

Hame Filing Arrangement
Smith~-Jones Company Smith Jones Company
12. TFile names which may be spelled or writtem as one or two words as
one word.
) Filing Arrangement
Name ist Upit 2nd Unit 3rd Unit
Inter State Motor Company Interstate Motor Company

13, Articles, prepositions, and conjunctions such as "and,™ "for," "in,"
Yof," and "the" do not affect the. order of filing. When "the" is
ineluded as part of a title, place it in parentheses; 1f it is the
initial word, place it at the end of the title,

Max (The) Hatter
Scott Shop (The}

14. The words "Brothers," "Company," "Incorporated,” "Limited,” "Son,"
and "Sons" including their abbreviations are considered as filing
units., If abbreviated, they are filed as though spelled out.

15, Consider compound geographic names as separate words In flling.

Name Filing Arrangement
1st Unit 2ad Unit
North Carolina Publishing Co. North Carolina
3rd Unit 4th Unit
Publishing Company

316, Where the firm name 1s abbreviated and the name is known, flle as if
it were written in full.

i

Wame Piling Arrangement
G, E. Company General Electric Company
PEPCO . Potomac Electric Power Company

e SR

17. Consider articles used in firm names or foreign titles as a separate
filing unit,

Filing Arrangement

Name ist Unit 2nd Unit 3rd Unit
El Morocco EL Horoéco )
- LaBelle Shop - - la "Belle - - Shop

| ————————

lupp. 3, Release 1, 2/11/77



Page 4 of 5

15 BIAM SUPPLEMENT NO. 3 _Exhibit 1
FILES OPERATIONS AND RECORDS DISPOSITION HANDBOOK
Chapter 2. Files Maintenance Policy and Procedures

EXHIBIT 1. RULES FOR ALPHABETIZING
e A
18. When phrases such as "associlation of," "union of ," "organization
of," "society for," "bureau of," and "department of" constitute
the beginning of a name or title, file them as part of the name,
This rule does not apply to government bureaus, offices, or .
departments.

Association for Childhood Care
Association of Land-Grant Colleges
Society for Prevention of Cruelty to Animals

1 19. When "United States” and "Federal” are used as part of a title for
government departments, they are disregarded in filing. When
these words appear in the names of firms or institutions not con- -
nected with tha Govermment, the words are included as part of the ’
name In filing,

20. File names of departments or bureans of the Federal Government in
the followldg order: .

a. The principal words in the name of the department..

b. The principal words in the name of the bureau.

¢. The principal words in the name of the other units necessary
for filing purposes.

Filing Arrangement

Name lst Unit 2nd Unit 3rd Unit
Civil Service Commission Civil . Service Comnission
Forest Service — Depart-—
ment of Agriculture Agriculture Forest Service

21, Frequently state, county, and municipal governments are referred
to as "State of . . .," "Commonwealth of . ., .," "County of . . .
"City of . . .," etc, These designations are not considered in
filing., Index the actual name of the state, county, etec., and
add designations parenthetically where necessary. i

Name Filing Arrangement
. 1st Unit 2nd Unit
County of Lackawanna, Lackawanna Pennsylvania .
- —-Pennsylvania 3rd Unit
: {(County of)
B Commonwealth of. 1st Unit 2nd Unit
Pennsylvania Pennsylvania . (Commonwealth of) -

22, In alphabetizing the names of bureaus and departments of munici-
palities, write the name of the city first, the state second,
IR E—
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Chapter 2. Files Maintenance Policy and Procedures

EXHIBIT 1. RULES FOR ALPHABETIZING

and the name of the department or bureau third. Where the volume
of correspondence from a municipality or other government sub-
division is small, file all material chronologically under the
name of the subdivision without further breakdown,

Filing Arrangement

Scranton Trihme
Wilkea~Barre Times Record

tion of town or city names.

General Electric Company (Rochester)
General Electric Company (Syracuse)

Name ' lst Unit 2nd Unit
Seranton City Council Seranton  Pennsylvanla
Scranton Department Scranton Penmsylvania
of Health
Department of Public - Scranton  Pennsylvania
Safety, Scranton,
Penneylvania
Police Department, Scranton  Pennsylvania
Scranton,
Pennsylvania

23, When the name of a city is part of the name of a fim cx other
organization {not city government), file the name as writtemn.

24. When the same name appears with different addresses, the arrange—
ment of the names is alphabetical according to '"town" or Yeity" -
the name of the state is considered only where there is a duplica-

General Electric Company (Bowling Greenm, KY)
General Electric Company (Bowling Green, VA)

3rd Unit
City Council

Health
{Dept. of)

Public
Safety .
(Dept. of)

Police
Department
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EXHIBIT 2, DIVISTONS OF THE ALPHABET

15
1v. 25 Division 60 Division '
A id A J Q A Co Gi Ki Hu Ro ) I
B N B K R Am Cr Gr L N S v ’
C P cC L s B D H Le 0 Se W
D R D M T -~ Be De He Li P Sch We
F s E Mc U - Bi Do Ho M Pe 54i Wi
H T F ‘N v Br E Hu Mar Pi st XYz
I W G .0 W Bu F I Me Q Su
K H P XYz c Fi J Me R T
I ] Ch G |4 Mo Ri To
100 Division
A Bo Cor Et H J M P Se T
Al Br qi: F Ham John Man Pe Sh U
Am Bro Cu Fi Har K McA ri 54 v
Ander Bu D Fo Hat Ke Me Pr Smith W
Ar c - De ¥r He Ki Mi Q-R Sp War
B Car i G Bi Kn Mo Ri St We
Bar ch Do Ce Ho L Mu Ro Sto Wh
Be C1L Dow Go ‘Hon Le N Ros T i
Ber Co E Gr Hu Li Ni 8 The Wo
Bi Con El Gro I Lo o] Sch Td, XYZ
150 Division
A Br Cu F1 Har Jonea  Man P Se v
Al Bro D Fo Harr K Masg Pe Sh Ve
Am Bu Davis Fr Hat Ke McA Pet si W
Ander Bur De Fri He Kel McD Pi’ Smith Wall
Ar C Del G Hen Ki McK Pr Sn War
At Car Di Gar  Her Kn Me Pu Sp We
B Cas Do Ge Hi Kr Mi Q-R St Wel
Baker Ch Dow Gi Ho L. Miller Re Sto Wh
Bar Che Du Go Hol Lar Mo Ri Su Wi
Be C1. E Gr Hon Le Mor Ro T Williams
Ber Co El Gre Hu Lei Mu Ros Te “Wilson -
Bi Con Et Gro Hun L1 N Ru Tho Wo
Bl Coo F H I Lo Ni s Ti Wr
Bo Cor Fe Hal J Lu 0 Sc¢h Tr XY
Bon . Cr _Fi Ham John M - Or Schm U 'z
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3. FILES MAINTENANCE AND DISPOSITION PLANS

3.1 File Plan Requirements. The files custodian for each official file
station will prepare a Files Maintenance and Disposition Plan identifying
all files maintained at that statiom.

3.2 Purpose. Files Maintenance and Disposition Plans are prepared to
facilitate filing and reference service, to assist in training new per-
sonnel, and to eliminate the need for constant referral to the Files
Operations and Records Disposition Handbook.

3.3 Plan Development and Arrangement. The plan can be developed by
matching the current records holdings of the files station against the
records control schedules in Appendix 2 of this handbook. Select only
the schedules which apply to files series actually maintained at that
station.

Fach file series maintained at the station will be listed on the plan in
disposition schedule item number order.  All folderized records will be
maintained in the file drawers or shelves in the same order in which they
appear in the plan. Exhibit 3 illustrates a typical files plan. Exhibit
4 shows a collection of files arranged in the same sequence as the plan.

3.4 Preparation Instructions. Prepare the files plan in triplicate)oﬂ
BIAM Form 5-1526 using bond paper for continuation sheets 1f necessary.

Items 1 through 4 are self-explanatory.

Column 5A. Enter the specific schedule item number from Appendix 2 of
this handbook for each file series.

Column 5B. Enter the title of the applicable schedule item and the £1l-
ing arrangement for each series. 1f necessary for series identificatiom,
enter.a brief, precise description of the series and list typical docu-
ments in the series. Any subgroup of the record series may be assigned
an identifying lettexr for ease of identification, coding, or filing.

When a files series {g maintained apart from the majority of files of the
station, enter its locatlom, - .
Column 5C. Enter the complete disposition instructioms for each record

series. Cut off and destruction or retention criteria are included in |
each disposal instruction entry in Appendix 2., If the applicable item i
covering disposition cannot be determined, enter "none" in Column 5C and -
advise the records liaison officer.

3.5 Distribution. The official file station will forward the original and
both coples to the appropriate records liaison officer for review and _
approval.
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3.6 Review and Approval. The records liaison officer shall review the
files plan for accuracy, adequacy, completeness, evidence of maintenance
of unnecessary duplicate files, etc., and give final approval.

After signature, the following distribution is made:

A. Central Offices. One copy is retained by the records liaison
officer; one copy 1s forwarded to the records management officer located
in Washington, D.C., or Albuquerque, N.M.; and the original is returned
to the files custodian at the official file station.

B. Area Offices. One copy is retained by the records liaison
officer, one copy 1s forwarded to the Area records management officer, and
the original is returned to the files custodian at the official file sta-~
tion.

C. Agency (and Other Field Offices.) One copy is retained by the .
records liaison officer, one copy is forwarded to the Area records manage-
ment officer, and the original 1s returned to the files custodian at the
official file station. ‘

3.7 Master Index to BIA Files.

A. Central Offices. The records management officer in Washington,
D.C., or in Albuquerque, N.M., will maintain copies of all plans for the
various official file stations as a finding aid for all records in cus— .
tody at BIA Central Offices.

B, Area Offices. The Area records management officer will maintain
copies of all plans for the various file stations in the Area Office plus
those from the Agency Offices within the Area.

C. Agency (and Other Field Offices). The records liaison officer
will maintain copies of all plans for the various file stations within
the Agency or other fleld offices.

3.8 Updating and Revising the Plan. A new files maintenance and dispo~
sition plan should be prepared when the old plan is substantially changed
or when further minor corrections and additions canmot be easily made.

In additiom, the plan will be reviewed at the close of each fiscal year
and amended if necessary to ensure that all files are accounted for and
that cited disposition authoritles are appropriate.

Supp. 3, Release 1, 2/11/77




15 BIAM SUPPLEMENT NO. 3

FILES OPERATIONS AND RECORDS DISPOSITION HANDBOOK
Chapter 3. Files Maintenance and Disgposition Plans

EXHIBIT 3.

T FORM B=18%0
JULY 1978

SAMPLE FTILES MAINTENANCE AND DISPOSITION PLAN

UNITED STATES DEPARTMENT OF THE INTERIOR

BUREAU OF INDIAN AFFALRS

FILES HAINTENANCE AND

3., ORGANIZATIORAL UNIT

" DISPOSITION PLAN

2. DATE PREPARED

3, RECORDS

LIAFSON OFFICER SIGHATURE

4. PREPARED BY

5. FILES PLAN -

SCHEDULE
ITER
NUMBER

A

TITLE OR DESCRIFTION OF RECORDS SERIES

B

DISPOSAL INSTRUCTIONS
{Insert disporition instructions for wach record
serier including cuteff, retiresent, and
dertruetion actions}.

c

102-01
101-02

iDl—Bﬁ
101-06

10108

101-10

102-01a(2)

102-02

11.07--02

Files Maintenance and D:I.Spoéitirm Plan
Reading Files

Transitory Files

pffice Organization Reference P:L-les
Employee Travel Files

Agency Directives and Publications -
Reference Coples {In Bookcase in Mx.
Jonea' 0ffice)

Migsion Correspondence Files

TRD 1 Genersl Policy

TRD &4 Apriculture

TRD 4-3 Crazing Permits

TRD 5 Business Enterprise Develop-
ment

TRD 5-8 Indfan Financing Act

TRD 6 Credit

Non-Mission Correspondence Files

BFA  Budget, Finance, & Accounting
EpA  Educatienal Assistantce

IFP  Information & Public Relations
18V  Indian Services

osV  Office Serxvices

PER  Personnel

Timber Sale Contract Files

Retain all current documents.

Destroy
all obsolete material. ’

cut off at close of filacal year.
Destroy 1 year after cutoff.

Destroy after 90 days.

Destroy papers when obsolete or no
longer needed for reference.

Cut off at close of fiscal year.
pestroy after 2 years.

Destroy when superseded, obsolete, or
no longer needed for reference.

Cut off annually at close of fiscel
year. Hold 3 .years or until volume
warrants and retire to FARC. Destroy
20 years sfter cutoff,

tut off at close of Eiscal yesr.
Destroy 2 years after cutoff.

Permenent. Cut off at close of £iacal
year in which cemtract is completed.
Retire to FARC 5 years after cutoff
or 5 years after any litigation,
whichever is later. Offer to HARS
20 years after retircment.
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EXHIBIT 4. SAMPLE FILE DRAWER

CASE FILES

(SUBJECT) FILES

1107-62 Timber Sale )
Contract Files :
] ] j_l GENERAL
1105-01 Land Allotment
Land AlJot _ \l CORRESPONDENCE

102-02 Non-Mission Cor-
respondence Fil

——— e

— 102-01a{1) Mission Corres-
pondence Files

101-06 Office Organization ‘\\
Reference File \\_

101-04 Transitory File ‘] \ _

Files Mainteriance and

Disposition Plan

NON-RECORD

MATERIAL
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Chapter 4. Files Maintenance Procedures

4. FILES MAINTENANCE PROCEDURES

4,1 Avoid Unnécessary Filing. Filing unnecessary papers is a waste of
manpower and equipment. Following are some ways of avoiding unnecessary
filing:

A. Limit the creation of formal communications for routine matters
where a memo or routing slip may be substituted or a reply may be made on
the incoming communication and then returned.

B. TIdmit the numbér of copies prepared to those which are specific-
ally required or requested or which serve a valid purpose.

€. Eliminate the copies of routine communications which require no
record such as: '

(1) Routine requests for publications. Return the requesting
letter with the material sent. An alternative is to reply by form letter.
In neither case is a flle copy needed. '

(2) Outgolng form letters. A notation on the incoming letter :
showing the form letter identification number will suffice.

(3) Routine transmittals.

(4) Copies of letters furnished solely for information, unless
it is known that they will be subsequently referred to.

D. Limit "extra copy" files to those offices having administrative
justification for their maintenance. Originators of documents should
not routinely keep a copy for their convenience.

E. Limit the quantity of technical reference documents received and
file only those which will be of significant reference value.

4.2 Arranging Folders, Guides, and Labels. The orderly appearance and
efficiency of any file depends upon the careful preparation, use, and
arrangement of folders and guides in the file drawer or shelf. Folders
aré necessary to keep the papers together and in order, Guides serve
as "sign posts" to help speed up the filing and finding operation. The
incorrect use of either folders or guides will retard these operations.
Filing. supplies are described in Chapter 5.

A, Ceneral Correspondence Files.  Instructions for arrangement of
guide cards, folders, and labels for general correspondence files are
contained in Chapter 6 of this handbook. ' '

[
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B. Case Files and Other Files Series. Guide cards and folders are
Important for case files and other types of records, especially if the
files collection is large. Gulde cards reduce the area of the search and
belp the folders stand erect. A guilde card for every two or three folders
is wasteful and defeats the purpose of the guides,

Four to six gulde cards in each drawer or one gulde to every ten folders
are two rules to follow. As a general rule, place a first position guide
card in front of each. record series to identify and isolate it from other
series in the same drawer. Square-cut folders are recommended for all
files. Carefully and uniformly prepared folder labels are important to
any file series, Labels should be easy to read, precise, and complete.

(1) Label Preparation. The disposition schedule item nimber
from Appendix 2 of this handbook is shown first since this number 1is the
basis for the arrangement of all files. The case file label will also
normally show the identifying file designation such as a name or number
reflecting the arrangement pattern of the series. The year or inclusive
dates, as approprlate, are Included. The label is placed on the folder
in one position only, usually in the first position. Samples of folder
labels for case f£iles are illustrated below. :

EXHIBIT 5. SAMPLE FOLDER LABELS - CASE FILES AR o

¢ 403-01 Griffin, Ed )

Incentive Award Cage TFile FY 76

..

)

s
406-05 Candelaria, Jo Anne

\ Career Development File FY 75

\.

(‘703—01 Minthorn, Brigham h

\_Passenger Transportation Records FY 7%)

1107-16 Okmulgee

f\ Agency Fire Control Plan FY 73

1107=20-~- ' Albuquerque .
Annual Forestry Report FY 69
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(2) Label Color Codes. Recordkeepers should consider the use
of color coded folder labels to facilitate filing and finding, prevent
misfiles, and aid disposition. Color codes can be used to distinguish one
file series from another, one year from another, or case working papers
from case history files.

4.3 Official File Copies of Qutgoing Correspondence. Use yellow tissue
for officfal file copies of all outgoing correspondence. The coloxr alerts
recordkeepers and files users that this copy is the of ficial one and
should be given special handling.

4.4 Receiving and Preparing Papérs for Filing. The following preliminary
steps should be taken in preparing documents for f1ling:

A. Remove rubber bands, paper clips, pins, and other temporary
fasteners.

B. . Determine that the file is complete and all necessary enclosures
or attachments are accounted for. .

C. Remove all mail contrel forms, classified cover sheeté, and
routing slips except those which contain remarks of significant record
value. : :

D. Inspect all documents to assure they have been authorized for
fi1ling. Incoming letters which did not require a reply should have the
word "File," the initials of the person forwarding the communication for
filing, and the date in the upper right margin, This notation is the
file authority and shows that the proper official has seen the document.
and "certified” the need for filing it. Copies of outgoing letters
should be initialed by the originator to indicate authority to file,

E. Ensure that parts of another file are not accidentallf attached.
F. Mend, reinforce with transparent tape, all torn or frayed papers.

G¢. Place the yellow official file copy of an outgoing reply on top
of the related incoming letter and any pertinent attachments and staple.

4.5 Extra Coples. File only one copy of a paper in the official file.
Destroy extra copies immediately unless there is an established need.
When extra copies must be retained, file them separate from the official
file.

4.6 Classifying Papers for Filing. After the papers have been ?repared
and assembled for filing, the next step is to code or classify them.
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Classification segregates the papers into 1ogical categories for ease of
filing and finding,

A. Claggification of Subject File Papers. Classifying subject cor—
respondence material is more complex and distinctly different from clas-
sifying other types of papers. Chapter 6 of this handbook explains the
clagsification of papers for subject files.

B. Classification of Case Papers. Case filing is the easiest and
fastest type of filing If the case identification 1s prominently placed
on the face of all papers to be filed. The recordkeeper can expect diffi-
culties and filing errorg if papers have to be read with great care just
to determine whether they belong in a case file series or another type of
file. Time required for reading and marking file material can be greatly
reduced if the case file name or number appears on the papers.

(1) Preparation of Case File Correspondence. Employees who
prepare correspondence should place the case identification in the "In
Reply Refer to," "File Reference," or similar caption printed on the
letter, or in the subject line of the letter. Underline or circle the
case identification if it appears in the body of the letter. If these
practices are not always possible or acceptable, typists should type the
case identification in the lower right corner of file copies.

(2) Filing of Case Papers. Use the 1dentifying name or number
for clagsifying and coding case filed documents. In most instances, this
identification is somewhere on the paper and need only be underlined or
cireled. If the case identification is not shown on the paper, determine
the proper clagsification and write the appropriate file code in the
upper right corner. )

C. Classification of Temporary Papers. Use an abbreviation symbol
such as "T'" for papers to be filed in the "Transitory" file and "S" fox
suspense files to classify these papers. Often, green tissue is desig-
nated for reading or chronological file copies so they can easily be
identified.

4.7 Cross References. A cross reference is a means of referring to a
document by a file identification other than that under which 1t is filed.
I1f a document being classified involves more than one subject or case
trangaction and there is a possibility it might be asked for by either,

a cross reference should be prepared as a finding aid.

A. Preéparation,

Supp. 3, Release 1, 2/11/77
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, (1) Select the file designation for the additional subject or
case and write it directly below the file designation for the main sub-
ject or case. Mark an "X" by this file designation to show that a cross
reference 1is required. For example:

OPM 9 Indicates the location of this copy in the file.

X PUM 5 Indicates that a subject cross reference is to be
. made for this subject.

(2) _Use the Cross Reference Form, Optional Form 21, for pre-
paring cross references of records maintained in all types of files (see
Exhibit 6). If extra copies of the paper are available or if "quick"
copies can be conveniently made, they may be used instead of the cross
reference form. -

B. Avoid Unnecessary Cross References. Avoid making and filing
unnecessary cross reference forms, as they take up valuable space and
time. - :

C. Cross Referencing Relocated Material. A cross reference is
also used to indicate that a record has been moved from one place in the
file to another, such as bringing forward a piece of correspondence from
a cutoff or closed file for attaching to a document in the current file.
The cross reference form may be used for this purpose.

4.8 Placing Materials in File Folders. Verify the item being filed.
Match the file designation of each file item with the designation on the
folder label before placing it in the folder. This simple practice can
greatly reduce misfiles.

The material should be filed in the appropriate folder with the top of
the sheet toward the left of the file drawer as the reader faces it.
In this manner, all filed documents can be easily read.

4.9 Filing Loose vs. Fastening. In a loose file, staple together
directly related papers concerning the same transaction. In a fastened
file, arrange units of file material in chronological order with the
most recent date on top. Following are guidelines for fastening papers
or filing loose:

- A. Fasten papers in:

(1) Large case files which receive extensive use and have a

long life; or

Supp. 3, Release 1, 2/11/77
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(2) Any other vital file when the entire folder is charged out.

B. File papers loose in:

(1) Subject and other files when individual papers rather than
entire folders are charged out;

(2) Small, routine case files; or
(3) Larger case files with low reference or short life.
4,10 TFiling Confidential Records. The same general filing guidelines

used for nonconfidential records are used in filing confidential or pro-
prietary materials. However, the following safeguards apply:

A, File confidential records separately in equipment affording
necessary security.

B. Place a cross reference form in the nonconfidential file folder
of the subject or case to indicate that the confidential material is
filed in security equipment. The cross reference form will not reveal
the content of the confidential material. If an entire folder is kept in
security equipment, use a chargeout card to show the location.

4,11 Fipding Papers in the Files. The following steps illustrate how to
find papers:

A. Obtain, if possible, sufficient information to identify the file;
that is, the file designation such as name, file number or subject, and
the date. '

B. 1If given the name, title, or number of a case file, go directly
to that case file. . :

C. If given the subject of the file, go directly to that subject.
If uncertain of the exact subject, consult the files plan for the proper
subject designation.

D. If the material cannot be located in the files and is of recent
date, check the unfiled material on the file custodian's desk.

4,12 Charging Material from the Files. When records are removed from
the file and forwarded £& an individual or office,. a record of such loan
should be made.  Proper and consistent use of a file chargeout record
will eliminate much wasted effort in searching for documents.

Supp. 3, Release 1, 2/11/77
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A file chargeout record should be filled out and put in the folder or file
drawer or shelf In place of the withdrawn material (see Exhibit 7).
Optional Form 23 is available for drawer files, and Optional Form 24
(letter size) or Optional Form 25 (legal size) for shelf files. Place
the file chargeout record at the exact location of the withdrawn material
with the "OUT" portion clearly visible. '

The file custodian should review the file chargeout record forms pericdi-
cally and request the return of files that have been charged out for a
long period of time. When the materilal is returned to the file, remove
the chargeout card and draw a line through the entry indicating the
charge.

4,13 Maintaining the Files, Neatness and orderliness are essential to
filing efficiency. The following instructions will assist in maintaining
thig efficiency.

A, Tdentify File Drawers or Shelf File Doors. Label file drawers/
doors to indicate what files, subject, or names are filed in them. Indi-
cate the year, if appropriate. The disposition schedule item number (8)
may also be placed on the drawer label.

B. Prevent Overcrowding the Files., Allow at least four inches of
space in each active file drawer to permit sufficient working space.

C. Keep Papers Straight. When placing material in file folders, do
not let the papers extend beyond the edges of the folders. Crease or fold
papers when necessary,

D. Avoid Overloading File Folders. When the contents of the folder
increase to the point that papers begin to obscure folder labels, crease
the bottom of the folder leaves at the second expansion lines to increase
the capacity of the folder, When the folder content reaches 3/4 inches,
elther:

(1) Add a new folder bearing the same file designation in front
of the full folder and show inclusive dates on the folders; or

(2) Subdivide the contents of the folder, if practical, by add-
ing new file designatioms.

E. Avoid Cluttering the Files, Bulky material should be filed in
equipment sultable to its size and not mixed with standard size documents.
This material can be cross referenced so that it can be readily identified

with the related papers in the regular files.
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EXHIBIT 6. SAMPLE CROSS-REFERENCE

——te—ry

CROSS.
REFERENCE

{Naeme, number, or
subject under

which this form -
is filed) @
OFM 9
DATE 8-7-XX%
o E. Green
{DENTIF-
O .
CATION FROM Cs Hutzell |
OF
RECORD BRIEE
SUMMARY Comments about a proposed management improvement project
OF invelving directives management.
CONTENTS
FILED
(Name, number, or subject
under which the document PWM 5
ilgelf 1s filad)

INSTRUCTIONS FOR USING CROGSS-REFERENCE SHEETS

Prepare Cross-Reference sheets when {1} a document contains more than one name, npumber
or subject under which it should be filed, and (2} sufficient copies of the record
itself are NOT available for this purpose.

SINGLE CROSS-REFERENCE - Select first sheet from pad, enter cross-reference caption in
open space opposite —> .,

THO CROSS-REFERENCESV - Select first two sheets. from pad, enter first caption in open
space oppasite —=- , enter second caption in a shaded space that matches the open space
on the second shest.

_THREE CROSS~REFERENCES - Select first three sheets from pad, enter captions in all
three spaces provided.

SPECIAL USE OF CROSS-REFERENCE SHEETS

A single Croas-Reference sheet can be used as a Continuity Reference when correspond-
ence is removed from a cutoff file and brought forward and attached to correspondence
in a current file. .

1. Use the "Cross-Reference” space to enter the stbject from which the document was
Pemoved.

2; -Identify thé-document as illustrated above. o . ~
3. Use the "Pilad" space to describe the letter to which this document is being

brought forward, including the subject and date. Also show the "To" and "From" of
the latest letter If it is different from the letter being brought forward.

Bptional-Form 21
Fvb, 1562

G54 Gircuinr 28 CROSS-REFERENCE

.\_‘_/-
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EXHIBIT 7. FILE CHARGEOUT RECORD

(Printed Same on Both Sides)

ouT

DANTICATION OF MECORD: CHANGED 10 mﬂﬂﬁ
M,mnﬁ/@mﬂ,nﬁ!ummml m:‘mﬂ) . out
i
i
fieis
oL-ELos 45T i oIy YYD

ettt e ame GHOO2Y LNOIDUVHD ———

w‘f’om (WO ¥ mOsEa : IIRero0s B0 Fai 4O 1VG DNWE 30/0WY T “wered
e Ol oD MOXIE 4O HOUYIALNG

——
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5. FILING EQUIPMENT AND SUPPLIES

5.1 Standardization.

A, Advantages. Standard equipment and supplies promote efficient
and simplified file operations and have these advantages: interchange=-
ability; lower cost through quantity purchasing; simplified stocking; and
uniform appearance. '

B. Use and Replacement of Existing Equipment. Do not replace
equipment and supplies on hand because they fail to meet established
standards. Use existing stocks untll depleted. When stocks require
replacement, obtain the recommended standard items, TFiling supplies and
equipment should be the most economical possible to meet requirements.
National Stock Numbers (NSN) are shown for most standard supplies and
equipment. These items are available from the GSA Stock Catalog.

5.2 File Folders.

A. EKraft folders will meet the majority of filing requirements since
most records are current for a relatively short time before they are
retired or destroyed. The standard kraft folder will be 1l point, flat
type, bottom scored for 3/4 inch expansion, reinforced self tab, and
square cut, T

(1) Drawer Files,

(a) Letter Size: NSN 7530-00-663-0031, 95" x 11-3/4".
(b} Legal Size: NSN 7530-00-200-4308, 95" x 14-3/4".

(¢) Letter Size with Built—in 2%" Prong Fastener: NSN
7530-00-889-~3555, 9" » 11-3/4".

(d) Legal Size with Bullt-in 2%" Prong Fastener: NSN
7530-00-559-4512, 9%" x 14-3/4".

(2) Shelf Files.

(a) Letter Size: NSN 7530-00-881--2957, 9%" x 11-3/4".

(b) Legal Size: NSN 7530-00-926-8975, 9% x 14-3/4".

(c) Letter Size with Built-in 2%" Prong Fastemer: NSN -
7530-00-926-8974.
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(d) Legal Size with Built-in 21" Prong Fastener: NSN
7530-00-926-8976. ;

B, Pressboard folders are authorized for case and project files
when the kraft folders will not withstand the added volume and/or use. .
Prepare folders only as they are needed. The standard pressboard folders

are flat-cut, one~inch expansion, with self-tabs, 2%" prong fasteners, and
square cut:

(1) Drawer Files.

(a) Letter Size: NSN 7530-00-926-8981, 9%" x 11-3/4",

(b) Legal Size: NSN 7530-00~926-8982, 9%" x 14-3/4".
(2) Shelf Files.

(a) Letter Size: .NSN 7530-00-926-8983, 9%" x 11-3/4".

(b) Lepal Size: NSN 7530-00-926-8984, 9%" x 14-3/4".

5.3 Folder Labels. Use folder labels to place captions on the folder tab
in a neat, uniform, and legible manner. .Pressure-sensitive folder labels
which do not require moistening are recommended. They are packed in a
continuous strip (roll or fan-folded) with 248 in a box. They may be fed
directly into a typewriter or run on electric accounting or addressing
equipment, Labels are 3%" x %", available in plain white or with a 3/32"

wide identification strip in various colors. NSN 7530-00-577-4368 through
NSN 7530-00-577-4376, depending on color. .

5.4 Guide Cards. File guides make files more usable. In addition to
indexing files such as correspondence files, guides serve to support the.
folders. Recommended guide cards are:

A. Drawer Files. Pressboard, one-third cut angular metal tab,
without lower projection, all positions.

(1) Letter Size: NSN 7530-00-989-0692. B
(2) Legal Size: NSN 7530-00—989-0694

“B. Shelf Files, Pressboard, one~third cut, center position, with
straight black steel tabs and metal shelf hooks on opposite edge.

(1) Letter Size: NSN 7530-00-989-0184.

Supp. 3, Release 1, 2/11/77
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(2) ZLegal Size: NSN 7530-00-989-2425.
5.5 Forms, The following prescribed forms will be used.

A. File Chargeout Record: Optional Form 24 (letter aize) or
Optional Form 25 (legal size).

B. Files Maintenance and Disposition Plan, BIA Form 5-1526.

C. Cross Reference, Opticnal Form 21 (Continuity Reference, Optional
Form 22, may also be used).

D. Request for Change in BIA Records Schedule, BIA Form 5-1506.
E. Annual Summary of Records Holdings, BIA Form 5-1510.

F. Summary Worksheet for Annual Records Report, BIA Form 5-1511.
G. -Records Disposition Reminder, BIA Form 5-1508.

H. Records Transmittal and Receipt, SF 135 and SF 135a.

5.6 Standard Filing Cabinets. File equipment should be standardized to

accommodate the type of documents most often filed at the file station.
Use letter-size cabinets for records up to 85" x 11". If less than 20%
of the papers to be filed are legal size, fold the larger papers and
file the entire collection in letter-size cabinets. When more than 20%
congist of legal-size records, use legal filing cabinets. Recommended
filing cabinets are steel, upright, 5-drawer, 1 drawer wide, 57%" high,
and 38" deep.

5.7 Shelf Filing Equipment and Supplies. Standard shelf f£iling cabinets
are more appropriate than filing cabinets for filing certaln material.
Shelf filing is most adaptable to records that are alphabetically or
numerically arranged such as case or project files. Consider shelf fil-
ing when records total 200 linear feet or more and the file statlon is in
a relatively permanent location; when the purchase of new filing equipment
is contemplated; and when only a limited amount of required additional fils
ing space is available. : '

5.8 Powered or Other Mechanized Filipg Equiﬁment. The following factors
should be considered when planning the use of mechanized filing equipment: .

e TRt e

A. The system for which the equipment is intended is well estab--
lished and not likely to undergo changes which would eliminate the need fo%
the equipment.
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B. The site where the recorxds are to be maintained is suitable.
Because of the weight of the equipment, it may be necessary to reinforce
floors or even prohibit its use in some buildings. Insure that adequate
electrical current is available to safely operate the equlpment.

C. The proposed equipment will house a large concentration of rec-
ords that need to be accessible to one individual at a time, If several
peraons need to reference the file at the game time, the mechanized equip-
ment is not practlical and cannot be Justified.

D. The flling station is in a relatively permanent f£iling location.
E. Adequate malntenance and repailr facilities are avallable.

F. There is gpecific evidence that the total savings to be realized
in terms of manpower and space savings and increased workload capability
exceed the difference between the cost of standard equipment and the cost
of mechanized equipment when prorated over a three—year period

5.9 Sorting Devices. When the volume of paper is small desk trays, a
table, or desk top can be used for sorting. However, a simple sorting
device is recommended for most sorting operations. It has a series of
dividers, three or four inches wide, each hinged to a flat base, Tabs
can be labeled and inserted as required. A 24-division sorter will
generally meet the sorting requirements of a small file station. Sort=—
ing equipment containing horizontal or vertical dividers is also avall~
able, :

5.10 Requests for Filing Supplies and Equipment.

A. Standard Supplies and Fquipment. Requests for standard f£iling
supplies will be made through normal supply chammels. Requests for
standard filing equipment will also be submitted through normal supply
channels except that preliminary review and approval is alsoc required by
a records management officer., Fileld offices should submit requests to
the appropriate Area RMO. Central Offices should submit requests to the
RMO located in Washington, D.C., or the RMO In Albuquerque, N.M. ’

B. Nonstandard Supplies and Equipment. Requests for specialized
filing and records equipment will be accompanied by a complete justifica-
tion for need and use, Iincluding savings or benefits that may result.

Such requests must have prior approval of a records management officer
before a procurement actien is begun. Fileld offices submit justifications
to the Area RMO. Central offices submit their justifications to the RMO
located at either Washington, D.C., or Albuquerque, N.M. -
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6. SUBJECT FILE CLASSIFICATION SYSTEM

6.1 Purpose and Applicability. The subjective arrangement of general
correspondence and related reports, completed forms, and other papers has
been standardized throughout the BIA. This gtandardized arrangement is
known as the Subject File Classification System. It provides a uniform
system for organizing the small but Important collection of files that

do not lend themselves to arrangement by a name or number. The system is
designed to arrange and group general correspondence and similar papers
by the function to which their subject relates, It is prescribed for use
by all official file stations that maintain general correspondence files.

6.2 Distinction between Subject Correspondence and Other Filé Groups.
Recordkeepers should be fully aware of the type of material placed in a
subject correspondence file. A letter regarding a specific project or
purchase transaction is not considered to be general correspondence;
papers of this type are placed in a case file documenting the specific
transaction. A letter regarding projects in general or a letter concern~—
ing the processing of purchase orders in general is considered to be
subject correspondence material and is filed in the general correspondence
file. The agbility to distinguish between subject correspondence and case
files or other records is vital to any good files operation.

6.3 Type of System. The File Classification System is a subject-numeric
type. The system consists of selected main (primary) subject titles with
related subjects grouped In outline form as subdivisions. These subdivi-
sions are known as secondary (second-level) subjects and tertiary (third-
level) subjects. Exhibit 8 illustrates the system.

EXHIBIT 8. ILLUSTRATION OF SUBJECT FILE CLASSIFICATION SYSTEM

OSV — OFFICE SERVICES Primary Subject

1 General Policy, Plans, Coordination
2 General Reports and Statisties

3 Laws - Regulations

4 Buildings and Grounds

Secondary Subjects

4-1 Acquisitions

42 Protection and Security .
Terti

4-3 Space Assignment.& Utilization err ary SUbJeCtS

~ Utilities, Maintenance, Improvements
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6.4 Masterroutline. All primary subjects and their related subdivisions
are contained in Appendix 1 of this handbook. This complete list of
subjects iz referred to as the Master Outline.

5.5 Subject File Codes. The coding scheme used in the Subject File
Classification System is called a subject—-numeric code. The primary )
titles are given a short abbreviation which suggests the subject. Simple
serial numbers have been assigned to subject breakdowns at both the
secondary and tertiary levels. An example of files codes under this sys-
tem follows: ;

Primary Subject: osv (0ffice Services)
Secondary Subject: QsvV 4 (Buildings and Grounds)
Tertiary Subject: OSV 4-2 (Protection and Security)

6.6 Functional System. The Subject File Classification System is a
functional system. The primary subject represents functions of the BIA
that are performed separately or are recognized as separate breakdowns of
a function.

Generally, a primary subject and its related subdivisions will be used PR
almost entirely by the office of primary interest, that is, the office o
responsible for the function the subject identifies. However, no primary

subject has been prepared for the exclusive use of any one office. Any

of- the subject outlines may be used as required by an activity or office.

6.7 Segregation of "Mission" and "Non-Mission" Papers. The responsibility

for documentation of a work function rests primarily with the office per-

forming that function. The Subject File Classification System requires the

segregation of "mission" papers from "non-mission" papers. Mission papers

document the functions and responsibilities for which the office is pri-

marily responsible. Non-mission papers consist of the administrative

records that are accumulated in any office but which are not directly

related to its mission. Non-mission papers include copies of papers

relating to programs or projects for which another office has direct

responsibility. They may also consist of records regarding the routing

interpal administrative or housekeeping functions of the office. The

mission and non-mission categories of subject files should be maintained -
as separate groups. Each group is identified as a separate item in the

records control schedules (Appendix 2). Folder labels should reflect

which schedule item is appropriate. Do : e _ o .

R
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A. Mission Files. General correspondence and other subject file -
papers directly related to the mission of your office should be filed
according to the appropriate primary subject or its related subdivision.
The retention period for the mission correspondence files depends upon
the type of mission (program or administrative) and the organizational
level of the office creating the files. Refer to item 102-01 in Appendix
2 of the handbook to determine the exact schedule item number and dis-
position instructions for mission correspondence files in your office.

B. Non-Mission Files., All other subject file material should be
arranged according to the Subject File Classification System in the nom-
mission category. The non-mission files are covered by item 102-02 in .
the records control schedules.

6.8 Establishing the Subject Files. File custodians at each official
file station will select the primary subjects from the files outlines in
Appendix 1 which will beet meet the needs of the oﬁfice(s)

A, Mission Subjects. Normally, one primary subject is selected
which reflects the principal function or activity of each office served -
by the official file station. Thus, records documenting official action
taken in performing the mission of the organization will be grouped under
one primary subject. For some organizations, it may be necessary to.
select two or more primary subjects to adequately provide for recoxds
reflecting their mission. :

B. . Non-Migsion Subjects. Other primary subjects are selected as
necessary to provide for papers which,: while they do not reflect the mis—
sion or function of the office(s) served by the file station, do relate
to or facilitate the basic functions of the office(s). : N

6.9--Se1ection of Sub-Topics. Do not prepare a folder for every toplc

in the subject outlines for gselected primaries. .The system is designed
to cover a subject in depth only when detailed breakdowns are necessary.
Many file stations will not need much depth except in the subject area(s)
which covers the functlonal responsibilities of the office(s) served by
that station. Often the primary subject topics alone will be sufficient
to file all papers on a subject for which another file station is respon-
sible. Avoid setting up folders that will contain only one or two papexs.
A topic is not usuvally selected unless there will be five to ten papers -
filed under it.during the year. The ideal average is about 25 papers per
folder. Loaminomn N O PO LA UL S

S TR e : - i H —n

6. 10 Further Subdivisions and Addition of Topics. A bulky-folder‘is.az
signal that the file needs to be broken down further or a new toplc added.
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In many instances, recordkeepers may need to subdivide a topic alpha-
betically by name; geographic location, or other appropriate breakdown.
Recordkeepers may also create new sub-topics at the secondary and ter-
tiary levels if necessary. Explanatory notes provided in the subject
outlines frequently offer subject t0p1cs that could be used if finer
breakdowns are required

Add new subJects (t0pics) only when experience indicates reference rate
and volume of documents warrant a separate subdivision. The need to add
topics usually occurs whenever a subject area coincides with a major
function or program responsibility of the office. Make the new subject .
title as short and clear as possible. Be certain to Iinsert a new topilc
at the proper level so that it represents subject coverage parallel to
other topiecs at that level.

6.11 Preparation of Files Qutline. After selecting appropriate primary
subjects and subordinate topics, each offieial file station will prepare
a subject file outline as part of the Files Maintenance and Disposition
Plan. Procedures.for preparing the plan are contained in Chapter 3 of
this handbook Also see Exhlbit 3 for an example.:.:: . -. :

6.12 Arranging the Subject Files. The following instructions apply
specifically to files maintained in drawer-type filing equipment.. These
same bagie principals of arranpement, however, may also be adapted to -
meet the needs of shelf flles and mechanized filing equipment. '

+A.- Folders and Guides. Folders and guides should be arranged. as
illustrated in Exhibit 9, Place folders and guides in the file drawer
in the exact sequence in which subjects appear in the office file outline,
starting from the front of the drawer, with the guides preceding the -
related folders. The sequence of the drawers should be from top to
bottom. of the cabinets. Use the first position of one-third cut guide
cards for. primary subjects, second position for secondary subjects, and.
third position for tertiary subjects. Guide labels should show the full
file code number and title of the topic for the first folder behind the
guide.

B. Folder Labels. Labels through the tertiary level should be
tyred and placed in one position only, one-half inch from the left side
of the square-cut folder tab. This arrangement improves the appearance
and speeds filing operations. The eye can locate desired folders much
faster if the labels are in a straight row rather than zigzagged across:
the file drawer. -Folder labels for the subject files will include the
applicable disposition schedule :item number: (Appendix 2,-Part 1, Section

)
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EXHIBIT 9. ARRANGEMENT OF SUBJECT FILE FOLDERS,
GUIDES, AND LABELS

J 102-01a(l) FY 77
ISD 10-1 Capacity Building

_‘,J TERTIARY SUBJECTS 102-01a(1)
3RD POSITION GUIDES W\ 1sp 10-1 . Capacity Building

_—’}/' 102-01a(L) Y 77

| ISDh 6-2 Annual Reporting y _
02-01a(L) 7 77 ) SECONDARY SUBJECTS [
1SD 6 General Contract Requirements 2ND POSITION GUIDES §

102-01a(1) _
ISD 6  Genmeral Contract Requirements

102-01a(1) FY 77
IED 4 Career Development

102-01a(l)
IED

Indian Education

PRIMARY SUBJECTS :
18T POSITION GUIDES]

102-01a(1)
IED Indian Education

102-01a{1) FY 77
EDA 6 Johnson 0'Malley Act Assistance

102-01a{l) FY 77
EDA

Educational Assistance

102-01a(l)

Mission Correspondence Files

' | NEW FILE -GROUP -
N _ : 1sT PosiTION GUIDES
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2), the file code symbol, the title of the particular subject material in
the folder, and the fiscal year. Exhibit 10 illustrates examples.

EXHIBIT 10. SAMPLE FOLDER LABELS - SUBJECT FILES

: .

102-01a(l) FY XX

TRD Tribal Resources Development Primary
(" 102-01a(1) Yok )

Secondary

TRD 4 Agriculture
. . F.

102-01a(1) XX Tertiary
\;TRD 4-6 Range Management

6.13 Classifying Subjéct File Papers. Classifying subject correspondence
material is more complex and distinctly different from classifying otler
types of papers. Papers must be read and analyzed, then classified on the
basis of their informational content. How quickly a particular document
can be located after it has been filed depends largely on how carefully it
has been classified before filing. The basic steps in classifying subject
material are as follows:

A. Read and analyze the document to determine its major subject. The
subject line appearing above the body of the correspondence is often help-
ful in classifying but should not be relied upon too heavily. It may be
vague, misleading, or even remote from the real subject of the correspond—
ence concerned.

B. Select the proper file designation from the office subject file
outline portion of the Files Maintenance and Disposition Plan (BIA Form
5-1526). First, select the appropriate primary subject categoxy and then
the correct subdivision of the primary subject, if any. If no subdivision
has been provided, use the primary subject itself as the file designation.
When sufficient volume of paper accumulates on a subdivision which was not
originally selected as a subject topic, add the new topic to the file out=
line and create a folder to accommodate these papers.

C. Write the sub]ectnnumeric file code in the upper right hand
corner of the file copy.
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7
D.'- Lightly underscore the reference when papers refer to previous
papers already on file. This will emphasize that there are previous
papers involved. Earlier material should be consolidated with later cor-
respondence on the same subject,

6.14 Techniques in Classifying.

A. The knack of noticing essential key phrases and ideas in corres—
pondence helps one to select the correct file designatiom. The subject
matter is sometimes difficult to determine. 1In such instances, it is.
helpful to consider the correspondence in-this light: "Why was it-
written?" Usually the purpose for writing suggests the subject undexr
which it should be filed.

B, It is helpful at times to refer to previous correspondence already
on file to verify a tentatively selected file designation.

C. .Be consistent., This is the first rule of classifying. Consis-
tency will assure that papers currently being classified will be. filed
with the previous papers with which they belong.

D. In.unusual cases the subject of correspondence is so extremely
vague that it is impossible to determine the proper file designation from
the letter itself. In such cases the classifier should contact someone
more fawmtliar with the material for more information.
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7. RECORDS DISPOSITION POLICY AND PROCEDURES

7.1 Objectives. Three Important objectives of a records disposition
program are to:

A. Preserve records of continuing wvalue..

B, Destroy records of temporary value as soon as they have served
the purpose for which they were created.

C. Remove noncurrent records from office space and filing equipment
to less expensive storage facilities, thereby improving use of files and
reducing maintenance costs.

7.2 Goals. A 107 annual disposition rate is prescribed for the Bureau by
the Department. In addition to the prescribed 107 minimum disposition
rate, the Bureau is also expected to effect a net reduction in the volume
of records holdings.

7.3 Disposition Explained. Disposition includes the retirement, trensfer,
or destruction of records. : .

A. Retirement. Records are considered "retired" when they are sent
to a designated FARC for storage, servicing, and ultimate destruction or
retention.

B. Transfer. Disposition includes the transfer or a change of cus-
tody of records from one organization or agency to another. Records are ;
considered "retired" when they are transferred to a FARC. Transfer of |
recoxds to another agency must be approved by the BIA Records Management i
0fficer. ’

C. Destruction. The destruction of records includes the physical
destruction of the record material itself or the removal of the infomma-
tional content. Records authorized for destruction by Appendix 2 of this
handbook will be:

(1) Placed in wastebaskets when the quantity is small and the
records are nonconfidential. Consider selling as waste paper any large
quantities of records eligible for destruction.

______ (2) Destroyed by shredding, pulping, burning, or macerating if

this action is necessary to avoid disclosure of information that might be
prejudicial to the agency, public, or private interest.
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(3) FErased and reused if appropriate when the record consists of=

magnetic tape or comparable media,

7.4 Records Maintenance and Storage. Bureau records are held in offices
of primary interest as long as they are required for active administrative
purposes., As records become inactive, disposable material is removed and
records requiring extended retention are transferred to the GSA Federal -
Archives and Records Center. Inactive records shall not be held in so-
called staging, holding, or other storage areas without approval of the
Central Office Division of Management Research and Evaluation.

7. 5 Special Disposition Requirements.

A, BIA Records Dated from 1800 - 1952, Most Bureau field records
dated from 1800 - 1952 have been accessioned from the Bureau by the ‘
National Archives and Records Service. Anxfinactive Bureau records for

must be sent to the appropriate Federal Archives and Records Center for
storage and preservation at the time they are found. Prompt reference
service 1s avallable at each Federal Archives and Records Center.

~ B. Pollcy on Storage of Tribal Records. In some instances, tribal
records (records owned by the tribe) may be housed by the Bureau for con-
venience and safekeeping. If tribal records are stored or housed by the
Bureau. gome form of written agreement between the Bureau and the tribe is
suggested to cover convenilence, safekeeping, and storage arrangements.

Such records are not Bureau records. Statutes that govern the handling _

of Govermment agency records are not applicable.

Federal Archives and Records Centers are generally interested in obtain-
ing inactive tribal records for storage and preservation 1f offered by a
tribe. Bureau offices may assist tribes desiring to have their records
sent to 'a FARC, Shipping and storage arrangements involving tribal
records should be worked out and agreed upon between the tribe and the
FARC prior to actual shipment of records.

€. GAQ Site Audit Records. When these records are transferred,
they should be identified as GAO site audit records on the SF 135, Ihe
records control schedules, Appendix 2, identify GAQ site audit records

with the following disposal instruction. "Cut off at close of the fiscal -

year. Hold 1 year and retire to the FARC (FARC will destroy according
to-GAO® instructions”gp . ‘ o o

D. Records of Closed or Consolidated Offices. Records in an office
about to be closed or consolidated with another office or about to undergo
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a major change in mission (for example, from school to Agency), are to be
processed and transferred according to the following procedures.

(1) Responsibilities. In field locations, the Records Manage-
ment Officer for the area in which the office concerned is located is
responsible for developing a plan for disposition of the records and for
obtaining approval of the plan by the BIA Records Officer before action
is taken. In the Central Office, records liaison officers are responsible
for developing a disposition plan and obtaining approval for it.

(2) Authorized Destruction. Prior to the changeover or closing
of the office, the records are to be examined; and those on which the
authorized retention period has elapsed should be destroyed.

(3) Transfer. After disposal of records so authorized, an
inventory of the remaining records is prepared, showing the volume of
each classification or group. If files are to be consigned to more than
one destination (portions to a Federal Archives and Records Center,
another BIA office or school, and the Area O0ffice, for example), a
separate inventory is made for each group. Records should be prepared for
shipment so that they will reach their destination in.regular order. Each
box and package should be numbered according to its place in the series.
Records transferred to another BIA office are to be stored at the receiv-
ing office in correct filing order and safeguarded to insure preservation
and ease of access,

(4) Records Liaison Officers for Central 0ffice organizations
are responsible for accomplishing the activities outlined in paragraphs
7.5D(1), (2), and (3) above.

E. Transfers to Other Federal Agencies. Records may be transferred
from one executive agency to another. However, permission must first be
granted by the National Archives and Records Service except as follows:

. —— When records are transferred to the National Archives or.to a
Federal Archives and Records Center,

— When the tranasfer of records or functions or both is required
by statute, Executive Order, or by specific determinations made thereunder,
or

== When the records are loaned to another Federal agency for offi-
cial use, as explained in paragraph 7.5F below.
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A complete review is required of all records to be transferred. Only
those records necessary to perform the function and no more are to be
transferred. Special care 1s to be taken regarding records of the con-
fidential affairs of Indians. A complete inventory of all records
intended for transfer must be prepared to accompany the request for trans-
fer, ' T

F. Loans to other Federal Agéncies. Bureau records may be loaned
when necessary to other Federal agencies only as a last resort, However,
1f it is impracticable to furnish coples of Bureau records and it becomes
necessary to loan the documents, the records must be transmitted by a
letter stating the conditions and prohibitions imposed upon the borrower.
A copy of the letter, which will be recelpted and returned, must also be
enclosed. The letter will Include a description of the loaned documents
in detall, and an acknowledgment of accountability for the records and
of responsibility for their timely return to designated lecations, '
Privacy Act requirements apply to Bureau records in custody of other
agencles. Provisions for compliance must be included in any loan arrange-
ment.

G. Donations for Preservation and Use. Nonrecord material and
temporary records in Bureau custody for which the retention period has
expired may be donated by Bureau offices only as follows:

Subject to prior approval by the Central Office Division of Management
Research and Evaluation, Bureau offices may transfer files authorized for
disposal to an eligible govermment (including a foreign government),
organizatlon, institution, corporation, or person that has made applica-
tion for them, provided:

(1) The public interest will be served.

(2) The applicant agrees not to sell the records as records or
documents.

(3) The transfer 1s made without cost to the U.S. Government.

(4} WNo transfer shall be approved if the records contain infor-
mation the revelation of which is prchibited by law or would be contrary
to the public interest.

(5) VNo transfer to a foreign govermment shall be approved
unless such government has an official interest in the records.
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(6) No transfer to a person or commercial business shall be
approved unless the records are directly pertinent to the custody or
operation of properties acquired from the Government.

Any donation of records under this authority must be reported to GSA
National Archives and Records Service by the Central Office Division of
Management Research and Evaluation. The report shall contain:

—~ The name and location of the Bureau office concerned,
—— The name and address of the recipient of the recoxds, and

w— A list of the records containing: (1) An identification by
gseries of the records transferred, (2) the inclusive dates of each
series, and (3) the National Archives and Records Service job and item
numbers of the disposal authorizations as indicated on Standard Form 115,
Request for Authority to Dispose of Records, or other disposal authority.

H. Policy on Transfers to Non-Federal Organizations. Records for
which the retention period has not expired may not be transferred to a
non-Federal organization. Grantees and contractors.or recipients of
grants resulting from legislation such as the Indian Self-Determination
and Education Assistance Act are non-Federal organizations and individuals.
Such recipients, consequently, are not eligible to receive Federal records
under the provisions of 44 U,5.C. 2908 and 41 CFR 101-11.409. Ro statute,
however, prohibits the Bureau either from reproducing copies of non~
restricted originals for the use of the recipients, or from permitting
recipients to view nonrestricted records in BIA offices,.

Where a large volume of records are needed and copying is not practical
or feasible, the records may be physically located at the contract site
provided that a Bureau official is designated by the Commissioner or
Area Director as custodian of the records.
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8. DISPOSITION SCHEDULES

8.1 Disposition Authority. Federal law requires proper authorization by
the General Services Administration through the Archivist of the United
States to destroy Government records. Authorization for the destruction
of BIA records is contained in the records control schedules (Appendix 2)}.
The schedules provide for the selective retention of records of continuing
value and the destruction of records of temporary value after the expira-
tionp of a specified perlod of time or upon the occurrence of a specific
event. The retirement procedures in Chapter 10 of this handbook provide
instructions for moving inactive and semiactive records from office space
to low cost storage facilities.

A, official records will NOT be destroyed excépt according to the
provisions of the disposal schedules in Appendix 2. _

B. Nonrecord material may be destroyed when its purpose is served.
To control the mccomulation of nonrecord material, disposal schedule- . . -
items fdentifying specific kinds of such material are included in Section .

101 of Appendix 2. These schedules establish the paximum retention peri-

od for different types of nonrecord material.

8.2 Arrangement of Disposition Schedules. The records control schedules
contained in Appendix 2 consist of individual schedule items arranged as
follows:

A. Part 1 of the schedules contains items forﬁretords-cdmﬁon to
most offices, such as nonrecord material and administrative and program
correspondence files, This chapter will be used by all.offices.

B. Parts 2 through 14 contain schedule items arranged according to
primary functions of BIA. An item is contained in a chapter according
to the function to which the file relates and not according to the organi-
zation which creates or maintains the file. ,

8.3 Numbering. The numbers assigned to individual items in the records
control schedules serve both as an jdentification of the file series and
as an abbreviation of the disposition authority. All file series relat-
ing to the ‘same functional area are grouped together. The specific - .
schedule item number is derived from the {nternal arrangement and the
sequence in which the items appear. For example, schedule item number
703-18, which describes Paild Voucher Files, is dexrived as follows:

_a
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Schedule Item Number o 7 03 18

Part

" Section

' File Description Item

In the above example, the first number (7) represents Part 7, which
describes the records created in the major functional area of financial
management. - The second number (03) represents Section 3 of Part 7,

which describes records created in the accounting and disbursement acti- -
vity within financial management. The third number (18) following the
hyphen represents the schedule item number, which specifically describes
files accumulated in paying invoices. )

8.4 File Location Identification. The records control schedules in
Appendix 2 include a column which identifies the various Bureau offices
that would normally maintain the category of files described in each '
schedule. The following entriles could appear in this column' ‘

A'_,?'O' (Central Offices)

B. ‘Area (Area 6ffices)

C. Agency (Agency Offices)

D. FIﬁO (Fielo Industriaerefelopment Offices)
E. FEAQ (Field Employment Assietance Offices)
F. "Projecc (Irrigation Project Offices)'

G. School fiodian Scﬁool).

H. TiPl (T1t1e Plant)

I. Diff, (Different levels throughout BIA could have respdnsibility
for naintaining these files )

J. All (All offices may have the need for these files ) '
As a general rule, the scheaules will identify in the "description" column
which office maintains the official file or record copies. In some cases,
a specific disposition instruction for each office level will appear in the
schedule, :
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8.5 Application for Review of Schedales. Each office is responsible for
insuring compliance with the provisions of records disposition schedules
and ascertaining that all records of the organization are covered by
appropriate disposal fnstructions. Each office will review its fileg at
Least‘annuallz to determine whether the applicable schedules are adequate

apg_beins_followed.

A. Recommendations to add, delete, or changé records disposition
schedules will be made when annual reviews disclose:

(1) Records series not covered by the schedules,

(2) Items that should be deleted from the schedules because the
records lnvolved are mo longer being created or naintained.

(3) Retention perilod which needs to be changed. Changes should
be recommended only when the need Is clearly indicated and justified.

B. Proposed records disposition schedule revisions are initiated by
the individual responsible for the records series. Assistance may be
required from the records liaison officer. '

€. Torm 5-1506, Request for Change in BIA Records Schedule, 1s pre-
pared to bring together all pertinent Information necessary to describe
and evaluate the records and to show the remarks and signatures of con-
curring and reviewing officials (Exhibit 11).

(1) A separate request form is prepared for each item to be
changed or added. : '

(2) Part A of the form is completed when a change in an existing
BIA schedule item is requested. Justification for the change is given in
block 2, following "gpecify:".

(3) Part B of the form is completed when a new item 1s requested
for records not covered in the existing schedule., Section 2.1 explains
the factors to be considered in evaluating the records to determine
appropriate retention periods and to complete blocks 4, 5, 9, 10, and 1l.

(4) In this process, the actual records are examined and those
of similar. character bearing a specific part of the subject are grouped
and described as items or gub-items. Those who create and use the records

are consulted o evaluate the item accurately and to isolate exceptions
that require separate evaluation,
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(5) When information in the described records has been summarized
or put in some other form retained by the office, this is explained in
block 9.

(6) Comments and recommendations of interested officials or ~
their concurrence in the disposition recommended in block 11 must be
obtained in the case of either a changed or new item. These, with signa~
tures and titles, should be shown in block 10, on reverse of the form, or
on a separate sheet, For example, an Agency request for an item to cover
unscheduled credit records would show comments and recommendations or
concurrence by the Agency Credit Officer and Records Liafson Officer.

(7) The preparing office signature should be that of the head
of the office in which the request originates (agency or school: super--
‘intendent, project engineer, Area Director, or Central Office division
chief, for example).

D. Representative samples of the records recommended for éisposi—
tion should accompany the request for a new schedule item. Reproduced-
coples are acceptable. Samples will not be returned unless requested. {

E. Processing the Request.

(1) If the request originates in the Central Office or an Area
O0ffice, one copy of Form 5-1506 is forwarded through channels to the BIA
Records Management Officer in the Central Office Division of Management
Research and Evaluation. Other field offices submit the request in
duplicate to the appropriate Area Office, where one copy 1s retained and
the original with samples forwarded to the Central Office showing remarks
and recommendations of the Area Office counterparts of agency officials
who commented or comcurred.

(2) The Central Office is responsible for reviewing, coordinat-
ing, and evaluating the information furnished for conformity with estab-
lished policies, regulations, and statutes. Consideration is given to the
possibility of extending the requested authority to all offices of the
Bureau and of including other material in the same item. Intetested
branches are consulted and their concurrence ohtained. Necessary action
is taken by the BIA Records Management Officer, in coordination with the
Department, GAC, and the National Archives and Records Service of GSA.
This includes preparation of Standard Form 115, Request for Authority to
Dispose of Records. Approved changes will be included in subsequent S
amendments to the BIA ré&cd¥ds control schedules.
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EXHIBIT 11. REQUEST FOR CHANGE IN BIA RECORDS SCHEDULE (FORM 5-1506)
e - .

Form 5-1808 UNITED STATES DEPARTMENT OF THE INTERIOR
Rev. Aug. 1973 s Bureau of Indian Affairs

REQUEST FOR CHANGE IN BIA RECORDS SCHEDULE

.~ [ INSTRUCTIONS: . Central Office units and Area Offices submit original only to Division of’ Management.

' Research and Evaluation. Attention: Records Management. Other f‘ield oi‘f‘ices submit in duplicate to
..§ their Area Office, where bleck 12 is leted, y retained, % forwarded to Central Office.
] (See 15 BIAM Supplement, No. 5, Section 3.4.) "Use reverse, or att.ach eet, if more space is needed.

TO : FROM

PART A - CHANGE IN EXISTING BIA RECORDS ' SCHEDJLE

: 1. I7EM | 2. TYFE OF CHANGE: D Shorter Retentlion Perlod - DLonsex- Retentlion Period E:lOther
¥o. Specify: ' )

3. JUSTIFICATION POR CHANGS

TART B - NEW LTEM TO BE ADDED FOR RECORDS NOT SCHEDULED -
1, FUNCTION TO WHICH RECORDS RELATE 2, OFFICE ACCUMULATING RECORDS | 3. FILE CODE AND SUBJECT

&, TYPE AND FORM (Co_rrespondence,‘ forms, reports, books, drawings; orlginals, carhons. proee=s=d atc.] 1

5. WHERE USED {1 clnrrice, sevaral, or all - specify) ’

6. PERIOD COVERED BY RECORDS ON HAND 7. VOLUME ON HAND | 8.ACCUMULATION WILL CONTINUE: No DYes
FROM TO Cu, Ft.] If ™es) estimated annual rate: Cu, Ft.

NO. OF COPLE3 MADE; DIBTRIBUTION- & USE OF EACH -

. Coples covered by proposed schedule:
10. APPRAISAL (Values of records - Temporary or Permanent; Admin,, Fiseal, Legal, Historiecal, ete.)

11, RECOMMENDED DISPOSITICN R
[[J DPestroy, after creatlon or receipt: [ At once "] At stated intervals {specify)

] Transfer to Federal Records Center {Specify when)
Screening requirad to eliminate nonrecord and/or routins & \ralueless papera bafuru tra.n:ter-
No - [] fes ~ portion reguiring sereening = £

BIONATURE (Preparing “office) TIILE DATS

13, AEVIEWING OFFICE REMARKS & RECOMMENDATIONS

l SIGHATURE (Reviewing Offlca) TITLE ] DATE -
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8.6 Specilal Considerations for Microfilmed Records. Certain record
series described in the records disposition schedules may be selected for

microfilming. After the microfilm is verified for completeness and accu-

racy, transfer the paper originals to the FARC for the retention period

prescribed in the schedules. After transfer of the paper original record

copies, maintain microfilm coples as working files for reference purposes.. .
Destroy the microfilm copies when superseded, obsolete, OT no 1onger}
needed for reference.
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9. FILES CUTOFF AND RETIREMENT PROCEDURES

9.1 Definition and Objectives of Files Cutoff.

. - A. TFiles "cutoff" is the seégregation of active and inactive files.
Established periodic cutoff of files is essential to effectively control
record accumulations and their growth to facilitate economical disposi- -
tion in convenient blocks. At least annually, recordkeepers will cut off
files and segregate inactive files from active files; dispose of files
eligible for retirement or destruction; and destroy all noncurrent techni-
cal reference material.

B. Cutting off files iz important because it controls the size of
the file. If not cut off periodically, folder contents will grow until

individual papers become hard to find. If the files are cut off periodi-

cally, older files can be progressively moved from active files space to
storage space as their reference activity declines.

9.2 Ciatoff Standards. Prescribed cutoff instructions are included in
the records control schedules where applicable. Cutoff standards are
based on the following criteria for the various types of records:

A. Chronological Sequence Files, such as accounting records, are
filed by perlod of account (fiscal year), and lend themselves to cutoff
procedures, Chronologically arranged records can be readily cut off and
retired in convenient blocks.

B. Subject files must be cut off at planned intervals; there is no
natural cutoff point such as occurs with case files or chronologically
arranged records. Subject files are usually maintained on a fiscal year
basis. :

C. Case or Project Files are often cut off upon the termination of a
transaction or expiration of an event, such as separation of personnel,
final purchase order payment, termination of a lease, or completion of a
project. When closed, the case file should be marked with the date of
closing and placed in an inactive file apart from the active files. The
inactive files can then be retired or destroyed in convenient fiscal year
blocks. Case files that continue over a long span of years can be cut off
by setting up a new folder each year and retiring the prior year folders
which have little reference activity.

D~ Technical Reference Materials have no established cutoff and are
destroyed when they are superseded, obsolete, or no longer needed. These
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files should be revieyed at least annually to determine if they are current
and still useful. . , .

9.3 Records Retirement Criteria. Offices should retain as current regords -
a minimum volume of records consistent with efficient operatioms. -Inactive:
records on hand and not scheduled for early destruction. should be" retired

to appropriate Federal Archives and Records Centers. The schedules in -:
Appendix 2 include retirement instructions for many files series. Below
are general criteria regarding retirement. Agency files. that meet these
criteria should be transferred to a records center regardless of how: .
urgent the need for reference, how important the records, or how extensive
the restrictions on their use may be.

~ A. Reference Rate. Files which are referred to not more than once ..
a month per file drawer are to be transferred to a records center, pro-.
vided volume is sufficient and the transportation -cost does not exceed
savings in space.

. ..B. Retention Less than Three Years.. Ordinarily, records should not-
be retired if they will be destroyed within three years of the transfer.
Occasionally, records with less than three years. retention may be.retired
if the file is bulky, continued retention in office space is costly,  and
the local Federal Archives and Records Center agrees in writing to the
transfer.. - . : .

€. Volume. At least one cubic foot (one box) of a particular
series of records must be accumulated before the records can be retired.
For this reason, many of the retirement instructions for the schedulés in
Appendix 2 advise offices to hold records for a set period of time "or -
until volume warrants."” This means to hold records until at leasft one .- . .-
box is accumulated. Offices should also attempt to coordinate retire- - .
ments so that as many records as possible can be transferred in one ship—_‘:
ment. A shipment of fewer than five cubic feet of records is not normally .
cost effective. -

9. 4 Retirement Deviations. Records Management Officers are authorized . .
to approve specific deviations from retirement instructions on an indivi-__h
dual basis.only. Deviations apply only to records retirements.. No rec- .
ords will be destroyed sooner or later than authorized by approved dis-
posal schedules unless the applicable schedule is officially changed.

- Ty
9.5 Federal Archilves and Records Centere. Federal Archives and Reeords“;,u
Centers (FARCs) are-operated by the General Services Administration for
storage, processing, and servicing of records. of .Federal agencies.: =~ .
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Regional FARC's are located in GSA regions throughout the United States

in addition to two National Records Centers. Exhibit 12 lists the
addresses of the FARC's and the area served by each. Included in the
paragraphs below are instructions for the retirement of files to a FARC.
More detailed information is available from the GSA Records Management
Handbook, "Federal Records Centers" (NSN 7610-00-298-6904), and applicable
GSA FPMR Bulletins. '

9.6 FARC Boxes. Cardboard containers available from the GSA Federal
Supply Service through normal supply channels are used to transfer files

to the FARC's.

A. Standard Cartons: NSN 8115-00-117-8344 or NSN 8115-00~290-3379,
depending on availability. These specially designed boxes will hold
either letter- or legal-size files. Each container measures approximately
15 x 12 x 10 inches and holds 1 cubic foot of files.

- B. Map-Size Containers: NSN 8115-00-190-5019. Plans, blueprints,
maps, and similar records are packed in these map boxes (5 x 5 % 42 inches).

C. Half-Size Containers: NSN 8115—00—117—8338, .Each container
measures 15 x 12 x 5 inches and holds % cubic foot of card sized documents.

D, Oversized and Undersized Records. Contact the local FARC for
instructions on shipping odd sized records.

9.7 General Retirement Procedures.

A, EsﬁimatingAVolume. When records become eligible for transfer,
the custodian of the records should estimate the volume involved and
obtain the necessary fiberboard boxes. A full letter-size file drawer

holds about 13 cubic feet. A full legal-size drawer contains 2 cublc
feet. ' '

B. Review Prior to Boxing Records. Before files are boxed for ship-
ment, they should be screened to eliminate nonrecord material and material
authorized for immediate destruction. However, such screening should be
limited to complete folders or subject classification file categories.

C. Packing Standard Sized Records. Pack legai- and letter-size
records in the standard FARC corrugated boxes prescribed above. In
packing recoxds, follow these rules: ' : o

(1) All records packed in the same carton must have the same
disposal authority (i.e., the same schedule item number from Appendix 2
to this handbook) and the same disposal date.

Supp. 3, Release 1, 2/11/77
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(2) Pack records in an upright position in the cartons.

(3) Pack the records in the same arrangement used in the
original file.

(4) Do not pack the files too tightly in the box so that
referencing the records is made difficult.

(5) Pack letter-size folders the 12-inch way facing the fromt
of the carton. Pack legal~size folders the 15-inch way facing the left
of the carton, The unstitched 12-inch side of the carton is considered
the front.

(6) If the cartons are to be shipped to a center by freight,
express, or parcel post, relnforce them either by placing a cardboard
liner inside the carton or by taping the corners or edges of the closed
carton. -

D. Entering Agency Box Numbhers. After the boxes are filled, number
the cartons in each shipment consecutively beginning with number 1.
Prominently enter in the upper right cornmexr of the front of each box with
a black felt-tip marker the number of the box and the number of boxes in
the transfer; e.g., 1 of 12, 2 of 12, etc. These are agency box numbers, il
They are used to locate a record before FARC numbers are assigned on the
SF 135.

9.8 Preparing Transmittal Forms — SF 135. The retirement of records to

a Federal Archives and Records Center requires the preparation of Standard
Form 135 (Rev. 6-76), Records Transmittal and Receipt (see Exhibits 13

and 14), and Standard Form 135A, Continuation Sheet. Offices making ship~
ments to FARC's will prepare SF 135 in an original and three copies.

Photo copies will NOT be accepted. Complete the SF 135 as shown on the
reverse of the form and as follows:

A, Ttem 1. To. Enter the mailing address of the FARC in the GSA
region In which the records are located. (See Exhibit 12 for a list of
FARC addresses.) -

B, Item 2. Agency Transfer Authorization. To be signed and dated
by the BIA Records Liaison Offlcer.

C. Item 3, Agency Contact. Enter the name, buillding and room
number, and telephone number of a contact person who is familiar with the -
records. This will usually be the head of the office or files custodian :
for the organization retiring the records. _

Supp. 3, Release 1, 2/11/77
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EXHIBIT 12.

FEDERAL ARCHIVES AND RECORDS CENTERS

REGION

AREAS SERVED

MAILING APDRESS

SHIPPIRG ABDRESS
(If Mfferent Than

Hailing Address)

Deaignated records of the Military
Departments and the U. §. Coast Guard

Mational Personnel Records Center, G5A
Hilitary Personnel Recorde

9700 Page Boulevard

§t. Louis, MO 63132

Entire Pederal Covernment (for
personnel and pay records of
geparated Clvillan employeess
other designated records)

National Personnel Records Center, G3A
Civilian Perscrmei Recerds

111 Winnebago Street

St. Loufs, MO 63118

Maine, Vermont, Wew Hampshire,
Hassachusetts, Connecticut, and
Rhode Island

Federal Archfvea and Recorda Center, GSA
380 Trapele Road
Waltham, MA 02154

Kew York, Hew Jersey, Puerto Rice,
and the Virgin Islande

Federal Archives and Records Center, GSA
Building 22, Hilitary Ocean Terminal
Bayonne, HJ 07002

Delaware and Pennaylvania east of
Lancaster

Federal Archives and Records Center, GSh
5000 Wissahickon Avenue
Philadelphia, PA 19144

Penneylvania except aress east of
Lancsster

Naval Supply Depor, Eldg. 3C8

Federal Records Center, GSA

Mecharicsburg, PA 17055 - » -

Diptrict of Columbia, Maryland,
Weat Virginia, and Virginia

Vaphington National Records Center, GSA . .

Washington, DC 20409

4205 Suitland Road
Suitland, HD

Horth Carolina, South Carclina,
Tennessee, HMisaiassippi, Alabama,
Georgia, Florida, and Xentucky

Federal Archives and Reccrda Center, GSA

1557 5t, Joseph Avenue
Eaat Point, GA 30044

and M a

Illinois, Wi 4

Federal Archives and Records Center, GSA
7358 Sputh Pulaski Road
Chicago, IL 60652

Todisna, Michigan, and Ohio .

Federal Archives and Records Center, GSA
3150 Bertwynn Drive -
Payton, OF 45439

Kansas, Towa, Webraska, and
¥issouri except greater St. Louls
area -

Federal Archives and Records Center, GSA
2305 East Bannister Raad
Kansas City, MO 64131

Creater St. Toulg area
(Miesouri only}

Wational Personnel Records Cemtar, CG35A
Civilisn Personnel Records

111 Winnebago Street

st, Louis, HO 63118

Texas, Oklahoma, Arkansas,
lauisiana, snd Hew Hexieo

¥ederal Archives and Becords Center, GSA
Post DEFice Box 6216 ’
Fort Worth, TX 76115

4900 Hemphill Strest
Building X, Dock 1
Fort Worth, TXK

Colorade, Wyoming, Utah, Montana,
Korth Dakota, and South Dakota

Federal Archives and Records Center, GSA

P.0. Box 25307
Daaver, CO 80225

Bldg. 48, Desver
Federal Center
Danver, O¢

devada except Clark County, Calif-
ornka except Southern Califoraia,-
and American Samoa

Federal Archives and Records Center, GS5A
1000 Commodaye Drive
San Bruno, CA 94066

Arlzona; Clark County, Hevads; and
Southern California (Counties of San

- | tuta.Obleps, Kern, San Bernardino,

Santa Barbara, Ventura, QOvange, Los
Angeles, Riverside, Inyo, Imperial,
and San Dlego)

Federal Archives and Re:n:ds Cente:. GBA

24000 Avila Road
Iaguna Higuel, CA 92&??

10

Washington, Oregon, Idaho, and Alaska

Pederzl Archives and Records Cemtev, GSA
€125 Sand Foint Way
Seattle, WA 95115

Supp.3, Release 1,
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“9.8D -

D. Item 5.  From. Include the complete address of the office trans-
ferring the records. . - R : .

E. Item 6. Records Data.

(1) TItem (a). RG. Records of the BIA are assigned record
group (RG) number 75,

{2} Item (c). Nuﬁber; Leave blank.

(3) Item (d). Volume. Each standard container holds 1 cubic
foot of records. S -

(4) Item (e). Agency Box Numbers. Insert appropriate .box
number. : : -

(5 Item (f), Series Description. For each records series, a
statement describing the records in general precedes the detalled descrip-
tion of each carton. This statement should include the record series
title, the name-of the office creating the records, a. general description
of the records, and their inclusive dates. Any pertinent historical data
involving the organization should be included for permanent records. GAQ
site audit records should be identified as such. Also, make a statement
concerning size of boxes if they are not standard size; i.e., half-size -
or map.

A clear description of the contents of each.shipping carton should be
shown next. Double space between the descriptions of records contained
in each carton to facilitate identification of contents. It is important
that the contents of each box are clearly identified to enable the Center
to give reference service and apply the correct disposition authority.

. (6) Item (h). Disposal Authority. Identify the disposal
authority by reference to this handbook and the number of the appropriate
records disposition item in the schedules in Appendix 2. -If there is no
schedule item that applies, contact the Records Managegent Officer for
instructions. : -

9.9 Submission Instructions for SF 135. File custodians or other origi-

nators should submit the original and two copies of the SF 135 required by ' -

the FARC to their Records Liaison Officer for review, signature, and sub-
mission. ; One copy should be held in suspense until the FARC returns the
annotated copy.. Records:Liaison Officers will take the following action
depending upon their location. .- . ‘ T :

Supp. 3, Release 1, 2/11/77
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_A.: .Central Office and Area Office Records Liaison Officers. Records
Liaigon Officers at these oifices should forward the SF 135's to the '
appropriate Records Management Officer located at Washington, D.C.,
Albuquerque, N.M., or the Area Office for submission to the FARC, At
these locations, the Records Management Officers will coordinate the
transfers -and make a consolidated shipment. ]

9.10 FARC Processing of the SF 135. The FARC will review the SF 135 and
annotate the accession number for each series in column 6(c) and the
location number for the first carton in each series in column 6(j). Cme
copy of the completed SF 135 is returned to the agency indicating the
Center's approval to ship the material,

9.11 Entering FARC Box Numbers and Accession Number. After receiving
the annotated SF 135 from the Center and prior to shipping the records,
the files custodian will enter the assigned numbers with a black felt-
tip marker as -follows: - ‘ ST , IR

A. TFARC Location Number. ' Place the appropriate FARC location
number as indicated on the SF 135 in the lower center of the front of
the first box in the accession.

B. Accession Number. Place the accession number designated on the
SF 135 in the upper left cormer of the front of each box. :

9.12 Shipping the Records. The most economical means avallable should
be used to ship files to a Federal Archives and Records Center. Records
may be transferred by regular United States mail for small shipments
(under 100 pounds) or by commercial motor or rail freight for larger
shipments with costs to be pald by the BIA. To obtain the lowest freight
rate for records shipments, enter the following descriptiomn on bills of
lading or other shipping documents:

‘ Records, 0ffice, 0ld
(The agreed or declared value of the property
is hereby specifically stated by the shipper
to be not exceeding 3%¢ per pound.)

Shipping regulations require the boxes to be sealed and addressed.
Properly packed containers weigh approximately 25 to 30 pounds each.

9.13 Signed SF 135. When the records shipment is received, the FARC
will complete item 4 of the SF 135 and return omne copy to the BIA trans-
ferring office. One photocopy of the completed SF 135 should be made and
forwarded to the appropriate BIA Records Management Officer as a security
COpY.

Supp. 3, Release 1, 2/11/77
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9.14 Referrals to Stored Records. ZEven though records are physically
stored in Federal Archives and Records Centers, they are readily accessible
to the offices that retired them. The requestor may ask for Information
from the records or for the loan or return of the records themselves.
Optional-Form 11, Reference Request — Federal Records Center, 1s available
for use in requesting reference service, Use a separate OF 11 for each -
folder or box requested. Persons requesting reference service should
specify: o

A. The name and location of the person for whom the request is being
made. ‘

B. The accession number of the transfer in which the records were
included, as shown on the BIA copies of the SF 135, Records Transmittal
and Receipt. .

cC. A descriﬁtion of the information and/or records desired.

D. The FARC number of the carton in which the records should be
found as showvn on the BIA copies of the SF 135. e

9.15 Disposal of Records by Federal Archives and'RecordS'CentErs. Rec-
ords stored at FARC's will normally be destroyed in accordance with the
applicable schedule item in Appendix 2 of this handbook. If unusual
circumstances require that certain records be kept longer than their
scheduled retention, BIA should submit evidence of the need to retain the
records. and request the Administrator of General Services to suspend
destruction until the requirement is ended as provided by 44 U, S C. 2909.

Supp. 3, Release 1, 2/11/77
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EXHIBIT 13. SAMPLE STANDARD FORM 135

DO NOT USE ABBREVIATIONS ON THES YORM

n . . - < - " e T

Be sure that’ the BIA Records Liaisen | - Gffice to which Records Center
Officer signs tha transmittal before - : : returns receipted copy of SF 133.
sending to the Center. I . e N - . -

x : /

- Complote and send ariginal and twa coples of this form ta tha approl riatgfFederal Record: ar
RECORDS kANSM]TTAL AND RECEIPT nppraval prior to shipment of recorcs, Few specifie instructions og rr?va 3 s Center for | pAGES

1. 70 . {Compirts the pidrasr fir q;q'gpprp;_ﬂm recards eenlar serving your arsa) . 5, FROM {Enicr tha mama and com, !zhfﬁng pdfrean of tha offfes reliring the records. Tha signsd

PAGE
1

recoipt copy af thiz form will be aght Lo this gddre)
Fadaral Archives and Records Center
General Servicos Administration
Poat Office Box 6216

Fort Worth, TX 76113 Ares Realty Office

Muskogee Arsa Office

As shotm In
FPME 1H-11810-1

2. AGENCY TEANSFERRIIG AGENCY-CFFICIAL (Signcture ond e} ‘DATE - Buresu of Indian Affairs

IEQ".'I‘?’FREH %\C L .C(f:};b@: Lo A Muskoger, DK 74401

1zAT:0% BIA Records Liaison Qfficer 10/15/76 ]
3, AGENCY TRANSFERRING AGEHCY LIAESON QFFICIAL {Name, office and telephons No.)

COAYACT Jane Doe (Files Custodian) . s Leave Blank.
- _Area Realty Office, 123-4567 ) ““!"
I T DATE T

One standard center box equals

one cublc foots. Count boxes ] )
and put total here, i - & ol line

RE-CD,RES DATA

PLETED BY RECORDS CENTER

peEmEm ACENCY IES DESCRIFTIDN W e p— —— :
56 | Fr 1oumeen| SR sufibers Bt tncturtos daten of racords) BF {Zehoduea and DATE o 253k €8 :
- o wh | o= =0 .
w bor| e i) 0 - i i) i - [CIE - - th b e | Jm #
75 |77 e | . ' LAND LEASE CASE FILES . |g |15 BYAM Supp 3,0 July A |
is trancfer consists of oil and gas | |Appendix 2, 1980 !
/J_eases for less ‘than $23,000 of the Ttem 1105-13b " Show exact disposal
Muskogee Area 0ffice, Bureau ofiindian b - : ) date; 1.e., month and
Affaire, that expired, were relin- )
/ quished, or were canceled in.FY 73. : \ year (0‘-7-{:' 1986).

’ ] They include copies of the leases, " S . :
jease bonds, transmittal forms, state- —— !
ments and certificates of award, leasg | Ccite the {15 BIAM Supplement '
agsignments, relatea corregpondence, Ne. 3, Appendix 2, and the
and other supporting papers. Arranged schedule item number.
in numerical order.

1 Lease { 60241 - 60604
2 Lease # 60754 - 61406
3 Lease {f 61457 - 62013

& Lease ff 62075 - 62555

;'_w Leage {§ 62558 - 63007
\ Starrdrnt Form 135 {Rav. 6-76}
. Prescribed by GSA

NOTE: Accession numbers are assigned x ; e FPMRAICFRIMOLATS ]

according to the types of records in a
 shipment and their disposal dates. A3l A complete description of the contents

records in the same series with the of each container should be shown.

same disposal date will be identifled Indicate records series title and

by one accession number, If recoxds in inclugive dates 1f different from the

the same sories span a peérlod of several general description of the records,

years and thus have several disposal List contents of each box. Only
dates, then different accession numbers t #4ret and last folders need be listed

will be assigned. Never pack different 1f records are filed in a logical
‘types of records or records with differ- arrangement.
ent disposal datis in the same box. _
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'SAMPLE STANDARD FORM 135 - REVERSE

EXHIBIT 14.
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oo e - e I oL , .
lOfl Reporting Requirements. As of August 31 of each.year, a report on-
the volume of records on hand and the volume. disposed of or transferred -
during the year is required from each Area Office and each Agency or other
unit under direct jurisdiction of the Central Office. The Bureau is
required ‘to prepare an annual report informing GSA, through "the Department,
of “the total volume of records on hand in all offices. The Department
requests additional data on volume disposed of and transferred to Records

Centers and to other Federal agencies.

210, . ANNUAL RECORDS REPORT

A. Torms. Forms 5-1510, Annual Records Report, and 5-1511, Summary
Worksheet for Annual Records Report, are used for preparation and submis—
sion of the report. (See Exhibits 15 and 16.) '

. B.: Submissions. The Annual Records Report (Form 541510) will be
submitted to the Central Office Division of Management Research and Evalu—
ation by reporting offices. : -

S Cu Due Date. The completed Annual Records Report (Form 53— 1510)-
covering the 12-month period ending August 31 is due in the Central
Office by September 30 of each’ year. : .

- Area Report. The consolidated Area Report shall include rec-
ords in the Area Office and in all Agencles, schools, projects, and other
units under Area Office juristiction. It is submitted on Form 5-1510, in
duplicate, together with cne copy ‘of the Worksheet (5-1I5I1) summarizing
all feeder reports from the Area s subordinate units.. : )

b (1) Use of Worksheet. The Summary Worksheet (Form 5-1511) is
designed to facilltate consolidations of data from subordinate units
(branches or other offices within an Agency or other installation;
Agencies- schools; or other units within an Area), - Totals transferred
to-Form 5-1510 should be rounded out to. the nearest cubic foot, eliminat—
ing fractions or decimals. -

(2) Feeder Reports to Area Office. ‘Area 0ffices may request
submission of feeder reports from their subordinate units on either '
Foim 5-1510 .or 5-1511 as they prefer (or on a form of their own design,
if:they require additional information for’ management purposes) Use
of ‘Form 5~1511 provides more detalled information than does 5-1510 if
the data for each activity at an installation’is shown onr a separate
1ine (for “example, a line, each for Superintedent s office, Transportation,
Laﬁd,OPerations, IIM, Social Services, etc., end the total for the -
installation.) o > :

¥
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10.2 Preparing the Report.

A. Disposals (Line 1). Each office should make notations of record
material disposed of throughout the year even though quantities are small
(see Exhibit 17, Records Disposition Reminder). i

nZ
(1) Very small quantities of material removed from files for
disposal and temporary informational material never put into files may be
held for short periods until a measurable volume is accumulated.

(2) Volumes may be noted in inches and added at the end of the
year. Sixteen Inches of letter-size paper equal 1 cubic foot.

(3) Only tka types of material that were included in the pre-
vious year's inventorr should be considered in this disposal figure.. TFor
example, if reference material such as catalogs, Federal Registers, and
publications that were not counted in previous inventories are destroyed,
this volume is not included in the report., If such nonrecord material
was included (erroneously) in the previous inventory, disposal of it may
be counted in a later report, :

B. Transfer (Lines 2a, b, c). The total volume transferred to
Records Centers during the year is entered on line 2a of the report.
Any permanent record transfers to other (BIA or non-BIA) Federal agencies
are entered on line 2b, and explained (citing authority) under "Remarks".
(For example, "4 cu. ft. to Forest Service, U.S.D.A.,, and 1 cu. ft. to
Bureau of Land Management, U.S.D.I. - re authority of Central Office memo
dated 1-3-73.™) : :

Line 2b is to be used only for permanent record transfers to other BIA
locations or organizations such as Federal or State agencies, school
districts, etc. Line 2b is to include only record transfers and should
not inelude records on loan. Transfers within an installation affect
only the activities concerned, not the total volume on hand, and any
required adjustments should be made on the Worksheet.

If records are loaned to another Bureau of Indian Affalrs office (a
Title Plant, for example) and are to be returned later, these should be
included in the end-of-year inventory of the lending office. A notation
of the volume should be shown under "Remarks" or on the Worksheet,

Area Offdces 1n which Title Plants are located are reminded thdt the’
end-of-year inventory of Title Plant records should not include those on

loan to it (from the National Archives, the Central Office, or an Agency) ;

Supp. 3, Release 1, 2/11/77




b’

15 BIAM SUPPLEMENT NO. 3 . ' __10.2¢
FILES OPERATIONS AND RECORDS DISPOSITION HANDBOOK
Chapter 10, Annual Records Report

Only records permanently transferred to the Title Plant and those received
and created by it in the course of its operations should be reported. All
notations of volume of records on loan may be made under "Remarks" if
desired.

C. ‘Current year's inventory (Line 3). An ac¢tual physical inventory
of the records on hand must be taken as of August 31 each year to deter-
mine the volume shown on line 3 of the report.

(1) An accurate inventory of all record material in whatever
form is essential, including that in file, card, map, and other cabinets;
in boxes, in 3-ring binders or binder cases; in bookcases; on shelves; or
elsewhere. If record materfial is stored in vaults, warehouses, atties, or
other locations outside of office space, it is to be included. (See
Exhibit 18, Computing Volume for Outsized Equipment and Miscellaneous
Records). ' ' :

- (2) The inventory for an entire office should be taken by one
individual rather than having each branch or activity take 1ts own.

{3) Working files and extra copy files are to be included even
though they come within the definition of nonrecord material and are dis-
posable when they have served their purpose. '

(4) Nonrecord reference material, such as library books, stock
of publications or forms, catalogs, Federal Registers, ete., is not
included in the inventory. C

D. Previous year's inventory (Line 5). The volume shovm on 'Line
5" must be the same figure as shown on "Line 3" of the previous year's
report. Do not adjust this figure, If any significant volume of records
or nonrecord material were inadvertently omitted from the previous year's
report, you should add the velume to the current yvear's report as follows:

(1) Permanent records. Add volume to "Line 6" and explain
under "Remarks" column -~ for example, "Line 6 includes (blamk) additional
cu. ft. of records transferred from (blank) agency which were inadvertently
excluded from last year's inventory." '

(2) Nonrecord material, Add volume to "Line 1" and explain
under "Remarks" column the amount of records and the reason for the
omission of the material in the previous year's inventory.

E. Accumulations (Line 6). Line 6 shows the volume created and
accumulated, by subtracting the beginning-of-period volume from the total

Supp. 3, Release 1, 2/11/77
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disposed of, transferred, and on hand at the end of the year. This can
never be a minus figure, and would not be zero unless the activity within
an office was so slight as to involve no appreciable volume of records.
If each inventory is consistent and complete and disposals and transfers
are accurately reported, the "Created and Accumulated" volume will auto—
matically be correct,

10.3 Reporting Responsibility.

A. Bureauwide, ‘The Central Office Division of Management Research
and Evaluation is responsible for the Bureau annual records reporting to
the Department. -

B. Areas. Area Directors are responsible for the Amnual Records
Report for their jurisdiction although this responsibility can be dele-
gated to the Area Records Management Officer.

C. Central Office Units in Albuduerque. The Deputy Director,
Administrative Services Center, Albuquerque, New Mexico, is responsible
for the Annual Records Report for all Central Office units located in
Albuquerque, Denver, and Brigham City. The Deputy Director may delegate
this responsibility to the Central Office Records Management Officer
located at Albuquerque.

D. Other Field QOffices. The Washington and Cleveland Field
Employment Assistance Offices should send their Annual Records Report to.
their respective divisions in the Washington O0ffice,

E. Washington 0ffices. The Central Office Records Management
Officer located in the Division of Administrative Services is responsible
for obtailning Annual Records Reports from Bureau offices located in
Washington, D.C., and for furnishing the Division of Management Research
and Evaluatlon with a consolidated report for the Central Office.

Supp. 3, Release 1, 2/11/77
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EXHIBIT.15. SAMPLE ANNUAL. RECORDS REPORT

ﬁ

e TOTAL - (Bines 1 + 20 + 3) & & o 4 o o v 2 0 = s s 0w

‘Form §-1510 UNITED STATES DEPARTMENT OF THE INTERYOR
Rey. Aug. 1973 BUREAU OF INDIAN AFFAIKS REPORT NO. 15-02

ANNUAL RECORDS REFORT i
i He //-eg_ DlreeFor FROM ! (Preparing Office)
Arex : . SeperivrEvaevt
b Ll i

THSPRUCTION3: a. Use this form for ¢onsolidated Area reports and, 1f désired, for feeder rcports to
Area Offices (from Agencles, Schools, Projects, ete, Y. ’
bs Submlt {in duplicate) conselidated Area reports, govering reeords 1n Area Offices and in al)
‘An_m:iu and other units under Area Jurisdiction, to reach Central Gffice by July 10 each year.
6. 'ake actual physical inventory of records, required to aseartain volume (line 3}, as of May 3.
d. “Records disposed of" {line 1) neans these destroyed or otherwise disposed of under authoriza-
ticns contained in approved retention and éispesal schedules. FEeep notatlions cn records disposed of
throughout the year in each offlce, for an atcurate report.
" %. EBxplain any apparent dlscrepancies, such as differences due to inventory adjustménts (because of
transfers between BYA offices, incorrect. previcus lnventory, ete. } under "Remarks.™
f£. Calculate_volume according to follewing table of cuble feet equivalents, Additional computing
tablez are shown in 15 BIAN Supplement No. 5, Illustration 11. (HOTE: Equivalents are for full hut
.Ho;ka‘.pln drawers, Make appropriate adjustments for partially fllled arawers. )

FILING CABINETS FILING GASES TABULATING | OUTSIZED

Letter | Tegal | 3 » 5" | 4 x 6" | 5 x BY CARDS EQULFMENT
= Cu,Ft.2 11/2 2 1/10 1/6 14 1 Inside cubic
PER DRAWER PER 12" DRAWER PER 10,000 ] measurement

g+ 9ee 15 BIAK Supplement No. 5, Seci;iox; 5 (Records Diipositlorx Handbook} for further explanation
of insiructions, - i .

Lo

PISPOSED OF DURING FISCAL YEAR (Records destroyed)- . . . « . &

2 | TRANSFERRED DURING FESCAL YEER: (Exclude record loons)
a. TO FEDERAL RECORDS CENTERS o+ « « o « = s o o » & o o
b, 70 OTHER (EIA OR NON-BIA)} FEDERAL AGENGIES

ecify location of transfer and cite autharity .
(ls.ﬂderﬁ"'ﬂemrks” colunn) S

s, mOTAL TRANSFERRED (Dines 2a + 20). . .« « o s s »

3 ON HAND AT END OF FISCAL YEAR {ictual physical inventory of records)

5 ON HAND AT BEOLINIC OF FISCAL YEAR (Do not adjust this jigare)
{Iine 3 of report for preceding year), . » « o+ . o s

CREATED & ACCUMULATED DURING FTSCAL YEAR (Dine Y4 mlnus 5 ..
Use reverse, 1{.more space needed

2 Znclodes 10 cobic Feet of ﬁon—@;g‘t}" materizs overfookeyd in [2s7
}’oﬁ‘*; ihkzhfah}/. E x '

Hke Trensterred P co. A Tof Fecords e X S Fores? Sevmre (4505)

(AT, - Erecvtive Drder Xxxxx, deted 2-30-73)

o Iuelodes Xy L £ 0"--/‘6(20 7‘ .
[t s Tl e b 7 e Atrg Hoe oy /-1 77,
e ..g_zfz:f”ﬂésde;rz.z// 2//}1:: P :K esfﬁoﬁd; L2t /-3-737 p
’ g e s O : .
B ,t';-g»? /337“'/%"-?1-_4 ;ﬂfmuz;;i;zﬂf AECO Ay E /,o;.?{ytﬁ'?ﬁw'féy Criti oA

Date Prepared T {Signatyre i Title, | s . Fiscal Year Ending
Towve /8 /773 _é&z%%a@z d/wﬁ:ﬁ” S reerrne 30, /773
‘ o i . . ) L
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EXHIBIT 16. SUMMARY WORKSHEET FOR ANNUAL RECORDS REPORT

Forn 5-I511 UNITED STATES DEPARTMENT OF THE INTERIOR
Rev. Mug. 1673 _ BUREAU -OF INDIAN AFFAIRS (REPORT NO. 15-02)
SUMMARY WORKSHEET FOR ANNUAL RECORDS REPORT )
INSTRUCTIONS: Use thls fors to seazmarizo dota from subordinate units within a jurisdiectian, for transfer to Report
Fora 5-1510 (Formerly Forp 5-1004.) Colimn numbers correspoid to lines on Frra 5-1580.
JOLGIT NF RECOADE IN CUBIG FEET
JURISDICTION §Disposedf Transferred Buring Year &g Created &
{firea, Branch,] of Federal | Other TOTAL On Hand At TOTAL On Hand At Ai;‘éﬁ‘
Agency, School)l During | Records Non-BIA | (Columns End (Colunns Beglnning  f(co1. &
Project, Field| Year | Centers|feoersl faa 4 2b) Of Year I+ 2+ 3) of Year cnot:iinu;)
orfice, ete.} iy 22| {2y | el ) 00 ) )
Sept's Hitice |3 47| — ¢ 24 23 30 't 3
7 . /
Adoig Wzee) 3E| — | — | = | 9% | 2% 19241 24
/
BoptsSupety] SZ| = | = | = | 204 | a4 23 | 3
/2 - 3 W/ il V74 £3 7s 4 7R !
Pt gt | 3 | = | = | = | 2g | 27 35| 54
/.
Eppeetiowd 2 | 2 | — | 2 | prF | 20bl a0 | a4
’ L
Sypf o=l 2%l s | =| 7 | /2 (55| HE| ¢
~FEdrc izl Frarestoss) . .
Trgeneut Sovvites| 2 4 - - - </ ,Z,'{é ey 02%2‘/
it Semied 4/ | 3 | = | 3| 4241 sstb| #3 | 34
i 475, . , =2 2
'Lizﬁeazﬁ%flay):f 2% 5| — 5 4 6EF | 7 |
2l Frgp. Dlgards :
g g g4 # | - | # |32 25/ 1{"? 237 | %
Loresteh 24| £ |27 |37 | s34 F| g1 | 3%
e
Credit | 15l 5 | - | 51 33 3945 | 24| 2
%ﬂgpyf)ﬁﬁéﬂ 24| £ - £ #3 5341 it | 4%
Yo lr2 |as — lag g5 | /Ry /2/ —
Bosepewt| ¥ /7 | — | /7 52 77 44 /3
| X | Pl Fedr Podus Forked 7o L ForesFJervice /2554) ny
—tr/ c’-'//fF/’c Foc Frods Peiras 7o e WEaEz THAIAE, "
A | 7iecsdes 7 debie ezé.f an,/‘ﬁ*e,( Q}""‘” lzsT- }/(a}-_{- srea? »
| T
] ¥
i B X |
| TOTALS : =3 Y1 " » - - - o
{Trf, to 5-1510) {3 7‘% 27 /23 XJ% /.'2;20 ?../.2. 55
- 15390

Supp. 3, Release 1, 2/11/77



15 BIAM SUPPLEMENT NO. 3 : ~ - Exhibit 17
"FILES OPERATIONS AND RECORDS S TSPOSTTION HANDBOOK
Chapter 10. Annual Records Report

EXHIBIT 17. RECORDS DISPOSITION REMINDER

" Flle Number and/or Title: - Month for Disposition

Location of Flles Filing Arrangement .. |out-ors Period.

- Description of Flles

; Retention Perlod ) Disposition Authority (GSA or BIA Schedule
. & Item Nos.)

U.S. DEPARTMENT OF THE INTERIOR

Form 5-1508  BUREAU OF INDIAN AFFAIRS

RECORDS DISPOSITION REMINDER

(Front)

_ RECORD OF DISPOSITIONS
DATES OF DATE OF DISPOSITION {FOR TRF. TO FRC)
RECORDS (Vol.,Cu.Ft.) Ifccession REMARKS

, tInclusive) ACTION  Ipansy.pestroy No. |Box Nos.

28040

(Back)

Supp. 3, Release 1, 2/11/77
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EXHIBIT 18. COMPUTING VOLUME OF RECORDS FOR ANNUAL
' REPORT (REPORT NO, 15-02)

Computing Volume of Records for. Annual Report (Report No. 15-02)

Following are examples and suggestions for computing volume of outsized
equipment and miscellaneous records.

OUTSIZED EQUIPMENT - Example

Map Cabinet — Insidé measurement of each drawer = 32 x 48 x 2"
6 drawers filled 32 x 48 x 2 x 6...... = 18,432 cu. in.

Map Cobinet - Inside messurement of each drawer = 21 x 18 x 1"
8 drawers filled 24 x 18 x 1'x 8...... = 3,456 cu. in.

Rolls of Maps — total measurement = 24 x 36 x ho" . 36,288 cu. in.

Ledgers - 3, measuring 1 x 18", each 4" thick
M x18xbx Beeaeereeninsioneiaoieae = 3,024 cu. in,

Ledgers - 5, medsuring 12 x 15", each 3" thick
12 x 15 % 3 X Sesavvorsananssnnrnseses = 2,700 cu. in.

Total = 63,900 cu, in.

{1 eu. £t. = 1,728 cen. ins) ) 63,900 + 1,728 = 36.9 or 37 cu. f&.

PAPERS NOT IN FILF DRAWERS

16" of letter size papers = 1 cu. f£t.

12" of legal size papers 1 cu. ft.
thus, 5 large (3") 3-ring binders = 1 cu. ft.
=1 cu. ft.

10 small {1 1/2") 3-ring binders

CARDS: To compute volume of cards, especially in partially filled
drawera, megsure total inches, reduce to feet, and then to cubic feet.
For exasmple:

6 - drawer cabimet coutaining totsl of 70" of 3 x 5" cards
70 £ 12 = 5.8 ft. (12" or 1 £t. = 1/10 cu. ft.)

5.8 £ 10 = .6 or approx. 1/2 cu. ft.

B - drawer cabinet contalning total of 850" of h x 6" cards
80 + 12 = 6 2/3 or approx.'T ft. (12" or 1 ft.'= 1/6 cu. 5.)
T+ 6=11/6 or approx. 1 cu, ft. -

4 - drawer cabinet containing total of 41" of 5 x 8" cards
b1z 12'="F.h £5, (12" or 1 f£t.-= 1/h cu. £5.)
3.4 + 4 = .9 or approx. 1 cu. £%,

Shelf Files - Per Linmesr’ Foot, Letter ~ %/5 cu. ft., Legal - 1 cu. ft. -

Magnetic Tape ~ 1 cu. ft. per T reels

INT: 4B1 878
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APPENDIX 1. MASTER SUBJECT FILE OUTLINE

Primary Subject Code

Automatic Data ProcesSsing ..eeeeevesssancncssssssnsassnanseas ADP
Audit and Evaluation ...ccssesavssesscsssssossansasrensessss ABDT
Budget, Finance, and Accounting .......ceeseessssnssssnsssss DBFA
Educational ASSISLATICE +.ssresssasnencsassnassnsssssssencess BDA
Environmental Protection ...veieeveavssscanssnsasnsasnnssnsss LEVP
Indian Education .....eevcevessesvotssvessssnanansnnssasansees LBD
Information and Public Relations ...ceveessssacssensssasvass IFP
Indian Self-Determination Program .......seeeessesvessssesss L1SD
Indian Services .ocvvenvverrnsrcacarcascasmasnsasassnsnnanssens 1SV
Legal and Legislative ....vveeecesosnesssrssnssasessassessss- LEG
Organization, Planning, and Management .....cesvssssessssaca OFM
Office Services wecveeeesevsvsssssasssssssasasssasrsessssvea OSV
Personnel wauvieessccssessasasscsscnsanssrsssassasnsasnasners PER
Procurement and Property Management .......vsseeesssssscseass PPM
Paperwork Management A A 4.
Tribal Resources Development ...ceceevsesacsascasssnasncacss LRD
Trust Responsibilities ....ecesesevserenseasacssosrassscenss TRR
Travel and Transportation .....sessesscesasssssssssnssssasss LRV
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AUTOMATIC DATA PROCESSING (ADP)
Use this subject ocutline for general correspondence on automated data
processing plans, policies, projects, systems, procedures, studies,
and operations.
ADP 1  General Policy
ADP 2  Reports and Statistics

ADP 3+ Laws and Regulations

ADP 4  Accessories and Auxiliary
Equipment

ADP 5  APP Applications

ADP 6 Autométed Syétems 1 . Subdivide ﬁyrname.or type of i
: system if volume warrants. - |

ADP 6-1 Design ) S ) st
ADP 6-2 Development

ADP 6~3 Maintenance and
Operation

ADP 7 Data Processing Facilities
ADP 7-1 Computer Room Includes special requirements.
ADP 7-2 Library :

ADP 8 Data Storage and
Retrieval

ADP 9 Data Transmission Includes telecommunications

ADP 10 Equipment Selection and
Capabilities

ADP 10-1 Equipment Studies

ADP 10-2 Requirements and
Specifications -

Supp. 3, Release 1, 2/11/77 ' BRI S P P Tt



10-3 Trials, Tests, and
Evaluations

ADP 11 Feasibility Studies

ADP 12 Machine Utilization
ADP 13 Magnetic Storage Media
ADP 13~1 Disks
13-2  Drums
13-3 Tapes
ADP 14 Maintenance and Repair

ADP 15 Standardization

Supp. 3, Release 1, 2/11/77
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Use for general correspondence
related to feasibility studies.
See Ttem 901-01 for case files
of individual feasibility
studies.

Use for data processing standards
and standards development.
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AUDIT AND EVALUATION (ADT)

Use this outline for general correspondence and similar papers regarding
audit, evaluation and inspection of internal functions, contractors

and grantees, and other agency audits of Bureau functions. Do not use
this outline for audits of a specifie activity, grantee, or contractor.
These papers will be filed in the appropriate audit case file.

ADT 1 General Policy

ADT 2  Reports and Statistics

ADT 3 Laws and Regulations

ADT 4 Audits of Contractors

ADT 5 Audits of Grantees/
Subgrantees

ADT 5-1 Administrative and
Program Operations

5-2 Fiscal Operations
ADT 6  Audit Resolution
ADT 6-1 Exceptions

6-2 Refunds

6-3 Suspensions and
Disallowances
ADT 7 Contract Audit Firms Use for correspondence regarding
Certified Public Accountants or
accounting firms.
ADT 8 Coordination of Audits Use for papers regarding liaison/
and Investigations coordination with GAO, FBI, Dept.
B of the Interior Audit Office, CPA
firms, etc. Subdivide if volume
warrants.,

ADT 9  General Accounting Office -
{GAQ) Audits

Supp. 3, Release 1, 2/11/77



ADT'IO Internal Audits of the Bureau
ADT 10-1 Administrative Activities
10-2  Fiscal Activities
10-3 Management Activities

ADT 11 TInvestigations

ADT 11-1 Conflict of Interest
11-2 Fraud and Embezzlement

ADT 12 Standards and Procedures

ADT 12-1  Audit Reports
12-2 Documentation

12-3 Examination and Develop-
ment of Findings

12-4 Plans and Preparation

S

Supp. 3, Release 1, 2/11/77
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Use for materials regarding
standards and procedures for
requesting and conducting inves-
tigations of alleged irregular-
ities,

Use for material on prbcedures
for conducting, documenting,
reporting, and reviewing audits.

Format, clearance, approval, etc,
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BUDGET, FINANCE, AND ACCOUNTING (BFA)

Use this outline for general correspondence and similar material relating
to the preparation and submission of budget data; budgetary policies and
procedures; band analysis; disbursement activities; and the maintenance,
control, and accountability of funds.

BFA

BFA

EFA

BFA

BFA

BFA

BFA

BFA

BFA

BFA

1
2

3

BFA

BFA

10

BFA

General Policyﬁ

Reports and Statistics

Laws and Regulations
Accounting Codes and Symbols
Accounting Systems

Authorizations ~ Designations

Bonding of Employees
Budget Execution

8-1 Allotments and
Authorizations

8-2 Apportionment and
Allocation

8-3 Transfer of Funds
Budget Preparation and
Submission

9-1 Budget Estimates

9-2  Preliminary Forecasts
Collections -~ Receipts

10-1  Accounts Receivable

10-2  Adjustments

Supp. 3, Release 1, 2/11/77

Of personnel te perform paying,
collecting, timekeeping activi-
ties, Accountable officers.

Advices, revisions, adjustments.

Appropriation transfers, adjust-
ments, warrants, etc.

Includes band analysis.



e’

BFA

BFA 11

BFA 12

BFA

10-3 Billings

10-4  Checks, Money Orders,
CurrengyAn

10-5 Summaries and Schedules

Contractor Accounting

Disbursement

12-1  Accounts Payable

12~-2  Adjustments

12-3  Imprest Fund

12-4  Letters of Credit

~12-5 Voucher Examination

and Certification

Financial Plans

BFA 13

BFA 14

BFA 15

BFA 16
BFA 17

BFA 18

BFA

Supp. 3,

Fund Availability

General Ledger

Grantee Accounting

Obligation (Fund) Control
and Flow

Payrdlls — Salaries

18-1 Deductions

18-2  Paychecks

18~3  Salary Changes

Release 1, 2/11/77
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Except payroll and travel; see
below.

Except payroll and travel; see
below.

Use for overall plans for the
expenditure of appropriated and
other funds.

Includes correspondence about
general ledger accounting
including journal vouchers,
subsidiary ledgers, trial
balances, balance sheets, etc,

Inciudes material regarding
grantee fihancial reports.
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BFA 19 Travel Accountiﬁg
BFA 19-1  Advances
' 19-2 Per Diem

19-3 Transportation

Supp. 3, Release 1, 2/11/77
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EDUCATIONAL ASSISTANCE (EDA)

 Use this outline for gemeral correspondence related to various flow-

through funding programs which assist in the education of Indian
students by providing funds for programs and facilities.

EDA 1 General Poliey

EDA 2 Reports and Statistics

EDA 3 Laws and Regulations

EDA 4 Eleméntary and Secondary
Education Act Assistance

EDA 5 School Construction Regarding public or tribally
Assistance operated schools. See IED 8
for subjects relating to
Federal school facilities.
EDA 5-1 Tribally Operated
(Previously Private)
Schools '
52 Public Schools

EDA 6 Johnson-0'Malley Act
Assistance

EDA 6-1 Comprehensive
Educational Plans

62 Indian Education
Qommittees

63 Monitoring

6-4 Specialized Edu-
cational Needs

6=5 Supplemental Edu-
cation P;ograma

EDA 7 School Services Assistance _ -
EDA 7=1 Dormitory Services

7-2 Eood Services

Supp. 3, Release 1, 2/11/77
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EDA 7-3 Health Servicesr
7-4 _ Psychological Services-
7-5 Social Séfvices
EDA 8 Special Programs Assistance
EDA 8-1  Arts and Crafts ' | -
8-2 Bilingual Education
8-3 Health Education
8-4 Music Education
B-5 = Safety Educétion- ﬁ
8=6 Special Educétion Subdivide by type,

handicapped, learning dis-
abilities, retarded, etc.,
if volume warrants.

Supp. 3, Release 1, 2/11/77
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ENVIRONMENTAI, PROTECTION (EVP)

Use this outline for general correspondence related to Bureau actions in

protecting elements of the environment.

Environmental Impact Statements

are alsc classified and filed according to this outline.

EVP

EVP

EVP

EVP

EVP

EVP

EVP

EVP

EVP

EVP

General Policy

Reports and Statistdics
Laws and Regulations
Environmental Elements

4-1  Archeological

4-2  Botanieal
4-3  Geological
4~4  Hydrologlcal

45 Miscellaneous

4-6  Zoological

Environmental Impact
Statements

Environmental Protection
Agency (EPA) Liaison

Environmental Quality
7-1  Alr
7~2  Water

Environmental Reports

Environmental Statistics

Supp. 3, Release 1, 2/11/77

Includes ruins, artifact sites,
ghost towns, battlefields, ceme-
teries, festival sites,’

Includes scientific areas,
national parks or forests, hunt-
Ing clubs, wildlife refupges.

RN




EVP 10 Pollution Control

EVP 10-1 Air Pollution
10-2 Noise Pollution

10-3 Water Pollution

EVP 11 State Agency Liaison

EVP 12 Wild and Scenic Rivers

Supp. 3, Release 1, 2/11/77
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Includes asphalt operatioms,
burning, earthmoving, soil
stabilizing.

Includes equipﬁent noise, drill-
ing and blasting, pile driving,
rock crushing. : :

Includes erosion, concrete
operations, runoff from earth-
moving, oil and hazardous
substance spills, pesticides,
sewage. S
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INDIAN EDUCATION (IED)

Use this outline for general correspondence related to the development
and management of programs which provide educationmal opportunities to
Indian youths and adults in either Bureau, public, or private schools.

IED 1  General Policy

Use this classification for
material regarding career
development programs other than
primary and secondary education
for individual Indians. See
PER for career development of
BIA employees.

IED 2 Reports and Statistics
IED 3 Laws and Regulations
IED 4 Career Development
IED 4-1 | Adult Education
4=2 Adult Vocational
Training
4-3 Career Counseling
b4 Career Education
4~5 College Stﬁdent Assistance
4—6 Higher Educ;tion
4—? Schblérship Grant
Program
4-8 Veterans Administration
Program
IED 5. Education Audio-Visual

Services = - o

Supp. 3, Release 1, 2/11/77

See TFP 13-2 for correspondence
related to audio-visual activi-
ties associated with publicity
and promotion in general.



IED 5-1 Audio-Visual
Operations

5-2 Audio—-Visual

Production

5-3 Audio-Visual
Training

5-4 Public Information
Coordination

IED 6 Education Program Systems
and Services

IED 6-1 . Budget and Fiscal

6-2 Education Contract
Administration

6-3 Education Contract
Development

6—4 Education Reporting
Systems

6-5 Student Systems

6-6 Teacher Programs

IED 7 Evaluation, Research, and
Development

IED 7-1 Counseling and Testing

. emiem - —

7-2 Needs Assessment

7-3 Policy and Standard
Development

Supp. 3, Release 1, 2/11/77
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Includes general education
publications and school publi-
cations.

Use for correspondence concerning
film library and media production
training for Indian students.

Includes general correspondence
about budgeting for educatiomal
program activities.

Includes monitoring.

Includes attendance and school
census reporting.

Includes application and enroll-
ment procedures and the student
files and records system.

Includes qualifications and
hirings.

.

Subdivide by item if volume
warrants.

Subdivide by item if volume
warrants. .




IED

IED 8

IED

IED 9

IED

7-4

Program Evaluation

Federal School Facllities

8-8

8-9

Alterations and
Improvements

Construction Planning
Design

Equipment Procurement
Equipment Utilization
Furnishing

Site Planning and
Selection

Space Management

Specifications
Development

Federal School Operations

9-1
9-2
9-3
9-4

Boarding Schools
Day Schools
Dormitories
Employee Quarters

Education Information
System

Elementary Schools
High Schools

Kindergartens

Parental Involvement

Supp. 3, Release 1, 2/11/77
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Subdivide by item if volume
warrants.,

Relating to schools operated
by the Bureau. See EDA 5
for subjects regarding fund-
ing assistance for public or
tribally operated schools,

Includes prekindergarten
facilities,



9-10 Post-High School
Facilities

9-11 Student Rights and
Responsibilities

Supp. 3, Release 1, 2/11/77
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INFORMATION AND PUBLIC RELATIONS (IFP)

Use this subject outline for general correspondence regarding informa-
tional services; public access to records; dissemination of information
through publications and presentations; nontechnical relations with the
general public, press, private organizatioms, tribal organizations,

and other Government agencies.’
IFP 1 General Policy

IFP 2 - Reports and Statistics
IFP 3 Laws and Regulations

IFP 4 Exhibits, Fairs,
Community Projects

IFP 5 Histories - Anniversaries
IFP 6 1Indilan Relations
IFP 6-1 Indian Organizations
6-2 Indian People
6-3 Tribal Units
IFP 7 Informal Talks or Speeches

IFP 8 Information Services

ERed BeesdorST THTOInA-
Lion Act Reguests

1

Supp. 3, Release 1, 2/11/77

Also includes general corres—
pondence on celebrations, feasts,
festivals, fiestas, and cere-
monies.

Use for general material regarding
information services and dis-
closure of information and records
to other Government agencies,
private industry, and the general
public. Includes procedures for
processing requests and handling
inquiries.

Use for requirements involving
inquiries specifically identified
as FOIA requests.



~

IFP 9 Invitatlons - Engagements
IFP 10 Library Services

IFP 11 Presentations

IFP 12 Public Opiniocn
IFP 12-1 Commendations, Con-~
gratulations, Appre-~

ciation

12-2 Criticism

IFP 13 Publicity and Promotion

IFP 13-1  Annual Reports

13-2 Audio-Visual

ee -.13=3 Newsletters and
House Organs

13-4 Newspaper and Maga-
zine Articles

Supp. 3, Release 1, 2/11/77
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Includes disclosure of informa-
tion about individuals.

Includes disclosure of informa-
tion.

Use for general material regaxrd-
ing handling of requests and
inquiries which do not involve
special disclosure determin-—
nations.

Use for general material regard-
ing formal oral presentations
and speeches.

Use for general material only.
Subdivide as shown 1f volume
warrants.

Use for promotional aids only.
Includes maps, charts, posters,
motion pictures, slides, photo-
graphs, and recordings.

ER TR S5




13-5 . Press Relations and
Releases

IFP 14 Technical Publications

IFP 15 -Technical Writing and
Editing

IFP 16 Visitors, Representaﬂ
’ tives, and Guests

Supp. 3, Release 1, 2/11/77
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Use for general information
regarding dissemination of
scientific and technical
information through publications.
DO NOT use for copies of publi-
cations. '

Use for standards and format

for technical writing and
editorial instructions. Includes
general material only on the
preparation, submission, review,
and clearance.
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INDIAN SELF~DETERMINATION PROGRAM (ISD)

Use this outline for general correspondence related to grants and
contracts of the Indian Self-Determination Act (Title I). See EDA
for subjects related to education and assistance contracts.

ISD 1  General Poliey

ISD 2 Reports and Statistics

ISD 3 Laws and Regulations

ISD 4 Self-Determination
Grants (Part 272)

ISD 4-1 Eligibility

4=2 Application Process

4-3 General Grant
Requirements

bt Award and Approval

45 Grant Revilsion,
Cancellation, or
Asgumption

4-6 Grant Monitoring

ISDh 5 Self-Determination
Contracts (Part 271)

I8D 5-1 Ellgibility
5-2 Application Process

5-3 Trust Responsibility

B Requirements
S5~4 General Contract :
Requirements i
5~5 Contract Revision or -
Amendment

Supp. 3, Release 1, 2/11/77
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ISD 5-6 Retrocession,
Reassumption, or
Cancellation
5=7 Hearings and Appeals
5-8 Contract Monitoring
ISD 6 Technical Aséistance
ISD 6-1 Capacity Building
6-2 Planning

6=3 Training

Supp. 3, Release 1, 2/11/77
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INDIAN SERVICES (ISV)

Use this outline for general correspondence related to the development
and management of programs designed to promote the welfare and devel-

opment of individual Indians and Indian communities and assist tribes

in developing their capabilities for self-government.

ISV 1  General Policy

ISV 2 Reports and Statistics

ISV 3 Laws and Regulations

ISV 4 . Housing Services -

ISV 4-1 Acquisition Assistance

§=2 ﬁousing and Community
Development Act of 1974

4~3 Housing and Urban Devel- Subdivide by program if

opment (HUD) Housing volume warrants.
Programs
4=4 Housing and Urban Devel-

opment (HUD) Liaison

4=5 Housing Development
Program
- 4-6 Housing Improvement
Program
4-7 Investigations and
Planning )

4-8 Major Additions
4=9 " New Unit Construction
4-10 Sanitation Facilities

4-11 Substandard Housing

’

Supp. 3, Release 1, 2/11/77 gt fj_e:ﬁq:$krt€'.3457
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ISV 5 Law Enforcement Services Includes correspondence about

15V 5-1

5-5

3-6

5-10

5-11

5-12

5-13

5-14

Supp. 3, Release 1, 2/11/77 = - RREERN

the Indian criminal justice
System.

Alcoholic Beverage Con-

.. sumption on Reser-

vations
Crime Prevention
Detention Operations

Enforcement Operations Includes enforcement of hunting,
fishing, trading, and other
regulations. Subdivide by
type of-regulation if volume
warrants.

Federal Bureau of
Investigation (FBI)
Liaison

Inspection - - Includes evaluation.

Jail Facilities
Operations

Judicial Operations

Law Enforcement
Assistance Admini-
stration (LEAA)
Liaison

Local Law Enforcement
Agencies Liaison

Professional Conduct

Protection of Rights Includes individual's constitu-
" tional rights. '

State Law Enforcement ' - - s 3

Agencies Liaison

Training Use for training in the community.,
See PER for training of BIA
employees.

N - P
A TRn PR
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ISV 6 Social Services
ISV 6-1 Alcoholism Services
6-2 Burial Assistance

6-3 Child Welfare
Assistance

64 Eligibility Deter-
mination

6-5 Federal Welfare Policy
6-6 - Food Programs

6-7 . General Welfare
Assistance

6—8 Indian Health Service

6-9 - Indigent Indian Persons

6—-10 Legal Aid

6-11 Local Public Welfare
Agencies

6-12 Miscellaneous Assist-
ance

6-13 Social Services
Counseling

6-14 State Public Welfare
Agencies

6-15 Tribal Work Experience
Program

6-16 U. S. Public Health

S m Service

ISV 7 Tribal Government Services
IsV 7-1 Agricultural Extension

7-2 Enrollment Appeals

Supp. 3, Release 1, 2/11/77
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Includes foster care.

Toorin L § sassfen Y raud.




Isv 7-3

7-4

7-5

7=1

7-8

7-10

7-11

7-12

Governing Instruments

Judgment Rolls
Judgments
Judicial System
Membership Rolls
Payment Rolls

Special Services

Tribal Government
Development Program

Tribal Planning

Youth Programs

#«Supp. 3, Release 1, 2/11/77

15 BIAM Supplement No. 3
Appendix 1
Page 25

Includes correspondence relating
to such items as constitutions,
charters, by~laws, etc.

Includes sexrvices not specifi-
cally covered by another classi-
fication. .

Includes comprehensive plans.
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LEGAL AND LEGISLATIVE (LEG)

Use this outline for papers pertaining to the BIA legislative program,
relations with Congress, and legal matters which are so general in
nature that they cannot be filed under more specific subjects.

DO NOT use this outline for formal opinions, interpretations of specific
legisglation, or for actual claims and legal proceedings. Material of
this nature should be filed in the appropriate case or project file.

LEG 1 General Policy
LEG 2 Reports and Statistics

LEG 3 Laws and Regulations

LEG 4 (Claims, Litigation,
Appeals

LEG 5 Congresslonal Activities
and Liaison

LEG 5-1 Congresslonal

Committees

eem—- IO,

5-2 Investigations

5-3 Visits

Supp. 3, Release 1, 2/11/77

Use only for general material
regarding Federal, state, ard
local laws and regulations
including the Code of Federal
Regulations, Federal Register,
and Executive Orders/Proclama-
tions which cannot be filed under
a gpecific subject.

Use only for general material omn
claims by or against U. S.
Government, c¢laims procedures,
etec. File material regarding
specific types of claims subject-
ively.

Use for routine correspondence
with Senators; Representatives;
and other Federal, state, and
local legislative officials and
committees which cannot be filed
subjectively under other outlines.

Use only for material relating to
investigations in general.

Use for visits by individual _
members of Congress and Congressio-
nal delegations. Includes briefing
papers,



LEG 6 Legal Library

LEG 7 Legislation

LEG 8 Legislative Program

LEG 8-1 Developing
8-2 Drafting
8-3 Planning
LEG 9 Opinions, Décisions,

Interpretations

LEG 10 Patents, Copyrights,
Trademarks

Supp. 3, Release 1, 2/11/77
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Use for externally initiated
proposals affecting Indians or
Bureau operations.

Use only for agency's overall
legislative program, including
bills introduced on behalf of
and those affecting Bureau
programs and operations.

Use only for general material
which cannot be filed subjectively
under other cutlines.
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ORGANTZATION, PLANNING, & MANAGEMENT (oPM)

Use this outline for general correspondence related to the overall manage-

ment and direction of the Bureau, including organizationm, policy and
program planning, and management improvement.

OPM 1  General Policy
OPM 2 Reports and Statistics

OPM 3 Laws and Regulations

OPM 4 Committee Management Includes general papers regarding
committees and boards and assign-
ments. . -

OPM 5 Delegations of Authority Includes designations.

OFPM 6 Emergency Plans Use for material relating to con-
tinuation of operations in an
emergency.

OPM 7 Goals and Objectives

OPM 8 Management Analysis Surveys
and Staff Studies

OPM 9 Management Improvement and
Cost Reduction

OPM 10 Management Meetings General papers regarding staff or
other management meetings.

OPM 11 Manpower Control and
Utilization

OPM 11-1 Manpower
11-2 Work Distribution

""11-3 Work Measurement

11-4 Work Simplification

Supp. 3, Release 1, 2/11/77
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OPM 12 Organization - ' Includes reorganization plans,
Reorganization statement of functions, his-

tory and background of the
agency or office, determination
and jurisdiction of offices, etc.
OPM 13 Policy Plans
OPM 13-1 Long Range Plans
13-2 Short Range Plans
OPM 14 Policy Studies
OPM 14-1  Evaluations
14-2 Forecasté
OPM 15 Program Evaluation Use for general papers regarding

the review and evaluation of
agency operations and programs.

OPM 16 Program Plans

OPM 17 Special Management Programs Subdivide by name or type of
program if volume warrants !

OPM 17-1 Energy Conservation
17-2  Safety

oPM 18 Visits Includes general material regard-
ing trips by agency management
officials. Covers purpose of the
trip, itinerary, contacts, etc.

Supp. 3, Release 1, 2/11/77.
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OFFICE SERVICES (0OSV)

Use this outline for general correspondence regarding office service
functions of communications, printing and reproduction, buildings
and grounds, and personal property management associated with housing

and equipping BIA employees.

0SV 1 General Policy, Plans,
Coordination

0SV 2 General Reports and
Statistics

08V 3 Laws - Regulations

OSV 4 Buildings and Grounds

0SV 4-1 Acquisitions

4-2  Protection and
Security

4~3  Space Assignment
and Utilization

44  Utilities,
Maintenance,
Improvements

08V 5 0ffice Equipment
0S8V 5-1 Maintenance

5-2 Procurement

5-3 Repair

o amemn e

5-4 Replacement

08V 6 Personal Property
Accountabllity

Q0SV 6-1 Identification

Supp. 3, Release 1, 2/11/77

Use for agency programs in general
and coordination between agencies.

Use for those which cannot be filed
under more specific subjects in this

.outline,

Use for general material regarding
buildings and grounds for housing
BIA employees.

Includes cleaning, heating and air
conditioning, lighting and power,
moving, alterations, and painting.



08V 6-2 - Inventory
6-3 Stock Control
64 Survey, Boards of
6-5 Thefts and Losses
0SV 7 Printing and Reproduction

osv 7-1 Duplicating -
Copying Service

7=-2 Graphic Services
7-3 Printing and
Binding

7-4 Requisitions and
Authorizations

05V 8 Surplus and Excess
Personal Property

. 08V 8-1 Acquisition
g8-2 Disposal
8-3 Donation
8-4 Transfer
8-5 Utilization

08V 9 Telegraph, Teletype,
Facsimile Services

0SV 10 Telephone Facilities
and Services

0sv 10-1 Directories

10-2 Federal Telecommuni-
cations System (FTS)

10-3 Installation

10-4 Toll Calls - Long
Distance

Supp. 3, Release 1, 2/11/77
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Includes artwork, design,
drafting, etc.

Use for general papers not
regarding a specific requisition.

e
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PERSONNEL (PER)

Use this subject outline for general correspondence concerning all phases of
personnel administration including employment, employee relations, training
and career development, security, ete.

DO NOT use for official personnel folders and other materials relating to
the status or service records of individual employees. Such material

should be filed in the appropriate case file.

PER 1 General Policy

PER 2 Reports and Statistics

PER 3 Laws - Regulations

PER 4  Attendance ‘and Leave

PER 4-1 Annual Leave

4-2 Leave without Pay

4-3 Sick Leave

PER 5 Awards and Commendations
PER 5-1 A;ards Comﬁittee
5=2 Conmendations
5-3  Honor Awards
© 5=4  Suggestions
PER 6 Conduct and Discipline '
PER 6-1 Conflicts of Interest
_6=2 ... Disciplinary Actilons
6~3 Gratulties and Favors
6=4 Political Activity

PER 7 Employee Relations and Services

.\
LR

ISR P PR LA

Supp. 3, Release 1, 2/11/77



PER

PER 8

PER

PER 9

PER

PER 10
PER 11
PER 12

PER

7-1  Appeals and
Grievances

7-2  Campaigns and Drives .

7=3 Credit Union

7-4  Employee Organizations

Employment -

8-1 Equal Employment
Opportunity

8-2 Former Employees

8-3 Job Retention and
Restoration

8-4 Special Categories

Health and Medical Care
9-1 Injuries and Claims

9-2 Medical and First
Aid Services

Hours of Duty
Indian Preference
Insurance and Annuities

12-1 Group Life

12-2 Health Benefits

12-3 Retirement

Supp. 3, Release 1, 2/11/77
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Use for general material on appeals
system, policies and procedures for
handling appeals, complaints, and
grievances.

Includes general material on such
activities as Combined Federal Cam~
paings, Savings Bond drives, blood
donations.

Includes employee associations,
soeial, welfare, and recreational
activities, -

Includes informal EE0 communications
which are potential grievances, and
are resolved without a formal com—
plaint being filed.

Includes students, handicapped,
veterans, -experts, and consultants.

——”
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PER 12-4 TUnemployment
Compensation

PER 13 Llabor-Management Relaticns
PER 13-1 Exclusive Recognition

13~2 UNegotiation of
Agreements

PER 14 Pay Administration
PER 14-1 Deduction

14-2 Name and Record
Changes

14-3 Pay Increases

PER 15 Performance Evaluation

PER 15~1 Documentation and
Processing

15-2 Rating Panels
and Boards

15-3 Ratings and
Appraisals

15-4 Standards for
Production

PER 16 Personnel Progfam
Management

PER 16-1 Inspectiomns :
16-2 Surveys

PER 17 Personnel Security
and Suitability

. PER 18 Position Classification
PER 18-1 Appeals - : -

18-2 Job Descriptions

Supp. 3, Release 1, 2/11/77




PER 18-3

18-4

Series and Standards

Surveys and
Evaluations

PER 19 Position Management

\\\\\ PER 19-1

19-2

Personnel Ceilings

Staffing Patterns

PER 20 Promotion and Internal
Placement

PER 20-1

20-2

Assignment and
Details

Promotion and
Demotion

PER 21 Recruitment, Selection,
and Appointment

PER 21-1

21-2

21-3

21-4

21-5

21-6

21-7

Advertising and
Publicity

Application for
Employment

Appointment

Certification of
Eligibles

Examination

and Testing
Qualifications

Recruitments

PER 22 Safety Program (Employee)

PER 22-1

Accident
Prevention

Supp. 3, Release 1, 2/11/77
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Subdivide by type of appointment
(competitive service, excepted
service, etec.) if volume warrants.



PER 22-2

22-3

Awards

Inspections and
Surveys

PER 23 Separation and Dis-

placements
PER 23-1 ‘Death
23-2 Reduction-in-Force
23-3 Resignation
23-4 Retirement
23-5 Separation for Cause
23-6 Transfer Out
PER 24 Training and Career
Development
PER 24=-1 Career Planning and
Counseling
24-2  Orientation
24~3 Technieal Manuals
and Seminars
24~4  Tralning Courses
and Seminars
24-5 Training Facilities

and Equipment

PER 25 Self-Determination Staffing

__PER 25-1

25-2

25-3

IPA Details

Transfer with
Retained Benefits

Tribal Agreements
for Direction of
Bureau Employees

Supp. 3, Release 1, 2/11/77
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By BIA employees to work
directly for or with tribes
who contract for Bureau ser-
vices,



Use this cutline for general correspondence related to the procurement and
management of plant and equipment used to serve the needs of Indian people.
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PROCUREMENT AND PROPERTY MANAGEMENT (PPM)

See 05V for property management assoclated with serving BIA employees.

DO NOT use this outline for papers regarding a specific contract or procure—

ment transaction. Material of this nature should be filed in the appropriate

cage file.

PPM 1
PPM 2
PPM 3

PPM 4

PPM 5

PPM

PPM 6

PPM

PPM 7

PPM

Supp. 3,

General Policy
Reports and Statistics
Laws — Regulations

Authorizations -
Appointments

Construction Management

5-1  Comstruction Contracts
5-2 Design

5-3 Planning

Contract Administration

6~1 Changes or
Modifications

6-2 Close-Out/
Termination

6-3 Cost/Billing Rates
6=4 Monitoring
Contracting Review

7-1  Evaluating Contract-
ing Effectiveness

7-2  Recommended
Improvements

Release 1, 2/11/77

Includes contracting officer,
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PPM 8 Contracting Training
PPM 8-1 Training Bureau
© T Personnel
= 8=2 - - Training Material
Development
" 8-3  Training Sessions
8-4 Training Tribal
Personnel
PPM 9 Contractors and Suppliers
. PPM 9-1 Bidders Mailing Lists
0-2 Buy Indian Program
9-3 Catalogs, Price Lists,
and Schedules
9-4 Ineligible Bidders
- 9-5 Small Business and
Minority Business
PPM 10 Contracts and Agreements See ISD for activities related
to Indian Self Determination
activities. "Subdivide by type,
gsuch as fixed price, cost re-
imbursement, rental, lease,
interagency, etc, This category
is intended for general corres-
pondence regarding contracts and
agreements, and not for the
contracts themselves,
PPM 10«1 Clauses
10-2 TFormats and Forms
PPM 11 Maintenance Includes repair and improvement.

PPM 12 Property Management

o’

Supp. 3, Release 1, 2/11/77
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PPM 12-1  Accountability -
Control
12-2  Acquisition

12-3 Disposal of Excess
Property

12-4 Protection and
Security

PPM 12-5 Space Assignment
12-6 TUtilization
PPM 13 Safety Program
PPM 13-1 TInspections
13-2 Surveys ;

PPM 14 Solicitatlons, Bids, .
and Awards

PPM 14-1 Award

14-2 Evaluation of
Bids/Proposals

14-3 Issuvance of Invita-
tion for Bids/Request
for Proposals

14-4 TNegotiation

PPM 15 Storage

Supp. 3, Release 1, 2/11/77 ‘ | s
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PAPERWORK MANAGEMENT (PWM)

Use this subject outline for general material relating to paperwork

and records management functions.:

PWM 1 General Policy

PWM 2 Reports and Statistics
PWM 3 Laws and Regulations

PWM 4  Correspondence Management

PWM 5 Directives (Issuance)
Management

PWM 6 Document and'Informatioq '

Security

PWM 7 Forms Management

e LT —

PWM 8 Mail Management

PWM 9 Microfilm Management

Supp. 3, Release 1, 2/11/77

Use for material relating to
overall program, reduction of
paperwork burden, etc.

Includes correspondence pro-—
cedures and instructions, .
letter writing.

Use for material regarding
systems for issuing policy and
procedural information and Ao,
guidance to agency personnel
and outside the agency. DO I
NOT use for copies of published
I

issuances.

Use for systems and procedures
for handling and control of
information and documents.
Includes material regarding
technical, administrative, and
physical safeguards to emsure
the confidentiality of records
containing personal and propri-
etary information.

Use for material regarding forms
clearance and control, design

and development, analysis, storage,
and distribution.



PwM 10

PuM

PWM 11

PuM 12
PWM 13

PWM 14

PWM 15

Supp. 3,

Records Disposition

10-1 Disposition
Schedules

10-2 Records Retire~
ment (FARC)

10-3 Statistical Reports
of Records Holdings

Records Equipment &
Supplies

Records Maintenance
Reports Managément

Vital Recdrds

Word Processing *

Release 1, 2/11/77
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Includes completed SF 1346's
and related papers.

Includes filing systems.

Includes correspondence, proced-
ures, and instructions pertaining
to records which are essential

to BIA operations in an emergency
situation.

Includes correspondence relating
to production of written com-
munications through the combined
use of systems management pro-
cedures, automated technology,
and accomplished personnel.

L
s




15 BIAM Supplement No. 3
Appendix 1
Page 42

TRIBAL RESOURCES DEVELOPMENT (TRD)

Use this outline for general correspondence related to the development
and management of programs to provide technical and financial assist-
ance to enhance the economic development of Indian reservations,
tribal organizations, and individuals,

TRD 1 General Policy

TRD 2  Reports and Statistics

TRD 3 Laws and Regulations

TRD 4  Agriculture

TRD 4-1 Farm Management

4-2 Forage Utilization !

4-3 Grazing Permits Use only for correspondence
relating to the general subject )
of grazing permits. Do not use ]
for classifying permits them- :
selves. :

44 On-Farm Development

4=5 Permitted Land Includes conditions, conser-
vation, improvement, inventories,
resources, and uses of the range.
Break out topics if volume war-
rants.

4—6 Range Management

4=7 Soi1l Conservation '

4=8 Stocking Rates

TRD 5...Commercial Enterprise
Development

TRD 5-1 Arts and Crafts

Supp. 3, Release 1, 2/11/77



5-8

5-9

5-10

3-11

5=12

5-13

5-14

5-15

TRD 6

Credit

TRD 6-1

Business Grants
Development Plans

Feasibility Deterinina-
tions :

Financing Sources

General Services Admin~

istration (GSA)
Contracts

Hotels and Motels
Indian Financing Act
Indian-Owned Banks

Indian Ownership

Location Inducements

Market Promotion
Production Contracts
ﬁesource Inventories
Small Business Admin-

istration (SBA)
Contracts

P T

Direct Loans

Guaranteed Loans

Supp. 3, Release 1, 2/11/77
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Includes marketing research
and analysis.

Use only for correspondence
about GSA comtracts In general,
and not for contracts them-
selves.

Includes Indian managership
and entrepreneurship.

Includes correspondence about
locating plants and/or firms
on reservations.

Includes publicity.

Use only for correspondence
about SBA contracts in general
and not for contracts them-
selves,

Includes credit policy. Does
not include financial activities
associated with trust funds or
individual Indian monies.




TRD 6-3 Individual Assistance
6-4 Insured Loans
6=5 Interest Subsidies
6~6 Revolving Loan Funds
6-7. Technical Assistance
to Borrowers
6-8 Tribé and Organization

Assistance

TRD 7 Employment Assistance

TRD 7-1- ‘Esiployment Security
. Agency Liaison
J-2  Indlan Utemployment
7-3 Internsﬁiﬁ Programs
7=-4  Job Creation

- 71=5. Jdb-flacemént
7-6 Onytﬁe—Job Training
7-7 Placement Services
7-8 Program Staff
Services

7-9 Vocational Training

Supp. 3, Release 1, 2/11/77
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Includes credit counseling.

- Includes development of job

opportunity.

Includes transportation; main-
tenance; medical care; personal
appearance; employment and
family counseling; tools;
emergency assistance; large
family assistance.

‘ .
Includes correspondence relating
to employment assistance staffs.

Use for training which involves
a job placement — not career
development training.



TRD 8 Forestry

TRD 8~1

-89

8-10

Fire Prevention and
Protection

Forest Development

- Forest Improvement

Forest Protection
Inventories
Reforestation

Timber Cutting
Contracts

Timber Cutting Permits

Timber Harvesting

Timber Sales
Administration

TRD 9 Indian Action Teams (IAT's)

TRD 9-1

9-2

9-3

9-4 .

9=5

Activities
Contracts
Job .Placements

Organization

Participants

Supp. 3, Release 1, 2/11/77
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Includes presupression and
wildfire supression - fire~
fighting.

Other than fire protection.

Use only for correspondence
relating to the general subject
of timber contracts and con-—
tracting. Do not use for
classifying the contracts
themselves. -

Use only for correspondence
relating to the general subject
of timber cutting permits. Do
not use for classifying timber
cutting permits themselves.
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TRD 10 Irrigatiom

TRD 10-1

10--2

10-3

10-4

10-5

10-6

10-7

10-8

10-9

TRD 11 Minerals and Mining

TRD 1i-1
11-2
11-3

11-4

11-6
n 0 11=7

11-§
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Assessments
Distribution Systems Includes operation and main-
' ' tenance.’
Indian Water Users Also includes correspondence
: related to non-Indian water
users.
Public Irrigation
Districts
Pumping Plants
Reimbursable Costs Also includes correspondence

related to reimbursable costs.

Subsistence Garden
Tracts

Supply and Storage

Water User Associations

Subdivide by type of mineral

if volume warrants; e.g.,
limestone, sands, gravel, sand-
stone, oil, natural gas, uranium,
coal, copper, etc. -

Development

Exploration . Includes drilling opertations.

Leasing and Permittiﬁg 7 !

Lease Sales
i’ Marketing -
. Mining Operations

~:Resource Inventory

Royalties Includes royalty rates and
renegotiation.



TRD 11-9

Utilization

TRD 12 Power Resource Development

TRD 12-1

12-2

12-3
12-4
12-5
12-6
12-7

12-8

Distribution

Federal Energy Admini-
stration (FEA)

TLiaison

Finances

Permits |

Plans

Plant Construction-
Power Sales

Transmission

TRD 13 Transportation Development

TRD 13-1

13-2

13-3

Construction
Design

Road Maintenance

RSP Te eeam

Supp. 3, Release 1, 2/11/77
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Includes correspondence related
to the development of electrical
power generating facilities on
Indian lands; covers hydroelec—
tric, nuclear, geothermal, solar,
coal, oil, and gas fired plants.
Subdivide by type if volume war-
rants.

Includes roads, bridges, air-
fields, and any other trans-
portation facility operated by
the Bureau.

Includes preventive maintenance,
snow removal, emergency repair
work. If volume warrants, may
be further broken down by road
surface type -- paved surface,
gravel gurface, earth surface.



TRD 13-4

13-5

Technical Support

Transportation Analysis

TRD 14 Water Resources

TRD 14-1

. 14-2
14-3
14-4
14-5

14-6

14-7
14-8

14-9

Navajo Tribal Water
Works Program

Pipelines

Speclal Nature Uses
Water Catchments
Water Conservation

Water Development
Facilities

Water Quality
Water Resource Problems

Wells

14-10 Windmills

TRD 15 Wildlife and Parks

"TRD 15-1
15-2

153

15-4

15-5

R

Conservation

Development

""Fish and Wildlife

Management

Habitat Improvement

15 BIAM Supplement No. 3
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Page 48

Includes correspondence regarding
the functions of technical support
staff in assisting area and

agency offices with computer

operated -services such as design
services, equipment inventory
services, and cost management
services.

Resources ldentification

Supp. 3, Release 1, 2/11/77
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TRD 15-6 Resources Quantification

15-7 Utilization

Supp..3, Release 1, 2/11/77
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TRUST RESPONSIBILITIES (TRR)

Use this outline for general correspondence related to the development and
management of programs concerning the Bureau's trust and legal responsibi-
lities, ’

TRR 1  General Policy
TRR 2 Reports and Statilstices
TRR 3 Laws and Regulations

TRR 4 Alaska Native Claims Use this classification only for -
general correspondence related teo
the subject of Alaska Native
Claims, Individual claim files
are filed elsewhere under their
own name or number,

TRR 4~1 Economic Needs of
Natives

4-2 Land Claims Settlement
4-3  Social Keeds
TRR 5 Financial Trust Services
TRR 5-1 Comparative Rates

5-2 Individual Indian
Monies

5-3 Interest Rates ‘
5-4  Investment Operations

5—§ _Earnings

55-6 _fPer.Cgﬁita Paymepts3

.5;7:. Trust Fﬁnda:

TRR 6 Navajo—Hoﬁi‘Settlemént
Programs

TRR 6-1 Boundéry Surveys

Supp. 3, Release 1, 2/11/77



TRR 6~2

Conservation Practices

Court Costs
Fencing

Land Treatment
Legal Fees

Range Restoration
Stock Reduction

Water Development

TRR 7 ©Protection of Indian Trust
Rights

TRR 7-1
7-2
7-3

7-4

7-9

Boldt Decision-
Boundary Disputes
Contractual Rights
Fishing Rights
Hunting Rights
Litigation Support

Soverelgnty of
Tribal Units

Treaty Rights

Trespass

7-10 Water Rights

TRR 8 Real Estaté TfﬁQE—Services

TRR 8-1

Acquisition

Supp. 3, Release 1, 2/11/77
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Includes tax immunity, tax exemp-
tion, and other sovereign rights.

Use for treaty rights other than
those specifically identified.

Includes correspondence related to
Tndian trust property in general.
Papers related to specific actions
will be filed in the appropriate
case file series.




S’
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Disposal
Exchange of Interests
Land Use Planning
Leases
Partitions
Probate Activities

Protection of Trust
Lands

Real Property Management
Title Management

Valuation Counseling

Supp..3, Release 1, 2/11/77



Use this subject cutline for general correspondence on policiles and procedures
regarding the travel of individuals and movement of household goods; the ship-
ment of equipment, supplies, and materials; and the acquisition, maintenance,

15 BIAM Supplement No. 3
Appendix 1
Page 53

TRAVEL AND TRANSPORTATION (TRV)-

use, and disrosition of motor vehicles,

TRV 1
TRV 2
TRV 3

TRV 4

TRV

TRV 5

TRV

TRV 6

TRV 7

TRV 8

Supp- 3,

General Policy:
Reports and Statistics
Laws — Regulations

Freight and Express
Shipments

4=1 Bills of Lading
4=2 Carriers
4=3 Claims

Government Vehicles

5=1  Accildents

5-2  Assignments and Use
5-3 Credit Cards

5-4 Motor Pool Liailson

5-5 Motor Vehicle
Reporting

5~6 Operator Permits

Itineraries and
Reservations

Local Transportation

Permanent Change of
Station

‘Release 1, 2/11/77

Use for procedures regarding prepara-
tion and submission. :

Includes general information on rates,
fares, tariffs, routes, and schedules.

Loss and damage ete, Do not use for
the claims themselves,

Includes tests and licenses.

Includes use of taxis, tokens, etc.

Includes transportation of personal
and household effects.



TRV ¢ Travel Allowances

TRV 10 Travel Orders/
Authorizations

TRV 11 Travel Vouchers

Supp. 3, Release 1, 2/11/77
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Includes per diem and mileage
rates, travel advances, etc.

Use only for general material of

a regulatory or procedural nature.’

Includes transportation requests.

Use for procedures regarding
preparation and submission. For
accounting aspect see BFA.



APPENDIX 2. RECORDS DISPDSITION SCHEDULES

Part 1. RECORDS COMMON TO MOST OFFICES

Section 1. Nonrecord and Transitory Material
%Section 2. General Correspondence (Subject) Files

Part 2. PLANNING AND MANAGEMENT RECORDS

*Section 1. Executive Management Files
*Section 2. Program Plamning, Management and Evaluation Files
*Section 3. Paperwork Management Files - :

Part 3. ADMINISTRATIVE SUPPORT RECORDS

Section 1. Emergency Preparedness Flles
Section 2. Communications Files
Section 3. Publications Management, Printing and Reproduction Files .
Section 4. Art, Graphics, and Photograph Files -
Section 5. Mail, Messenger and Distribution Files
Section 6. Security and Safety Files
*Section 7. Property and Space Menagement Flles -
* Section 8. Travel, Transportation and Motor Vehicle Files
“ Section 9. Building and Utilities Files

Part 4. ' PERSONNEL MANAGEMENT RECORDS

*Section 1. General Personnel Program Files
Section 2. Employment.Files
Section 3. Employee Performance and Utilization Files
*Section 4. Position Classification and Job- Evaluation Files
Section 5. Employee Relations and Services Files
Section 6. FEmployee Training Files

- Part 5. INFORMATION AND PUBLIC RELATIONS RECQRDS
Section 1. Publicity and. Promotion Files
*Section 2. - Congressional Relations Files

*Part 6. ~LEGAL AND LEGISLATIVE RECORDS

Part 7. FINANCIAL MANAGEMENT RECORDS

xSection 1. General Financial Files ) -
*Section 2. Budget Files S -
*Section 3. Accounting and Disburaement Files

*8ection 4. Payroll Files

#Section 5. Control and Trust Account Files

*Section 6 Iudian Services Speclal Disbursing Agent Files

—

VSuppA. 3, Reléase 2 ;’;AR 23 1973
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Part 8. CONTRACTING AND PROCUREMENT RECORDS

*Section
*Section

1.
2.

Procurement Files
Contract Administration Flles

Part 9. AUTOMATIC DATA PROCESSING RECORDS

Section
Section
Section
Section
Section
Section
Section
Section
Section
Section
Section
Section

1.
2.
3.
4,
5.
6.
7.
B.
9.
10
11

12+

Part 10. AUDIT

Section
*Section
*Section

Section

1.
2.
3.
4.

Part 11. TRUST

Section
*Section

*Section.
*Sectlon

*Section

Section
*Section
*Section
*Section

1.
2.
3.
4.
5.
6.
7.
8.
9.

System Documentation Files
Data Automation Filles
Program Planning and Evaluation Files
Finance Files

Payroll Files

Personnel Files

Property Files

Tribal Files

Plant Flles

School Files

Roads Files

Land Files

AND INVESTIGATION RECORDS

Audit General Files
Internal Audit Filles
External Audit Files
Investigation Flles

RESPONRSIBILITIES RECORDS

Trust Administration General Files
Envirommental Quality Files

Irrigation Facilities Files

Agriculture, Soil and Moisture Conservation Files
Land Management Files .
Estate and Probate Files

Forestry and Timber Management Files

Range Management Files

Indian Trust Fund Files

Part 12. TRIBAL RESOURCE DEVELOPMENT RECORDS

*Section

1.

. Business Enterprise and Ctedit:Financiél,Assistanca-?iles

sSection 2. -Job Placement and Training Files

*Section

3.

Transportation and Roads Files

Part 13.- INDIAN SERVICES RECORDS

*Section
Section
Section

1.
2.

3.

Human Needs Files-
Housing Services Files
Law Enforcement Services Files:

Supp. 3, Release® WMAR:23 1978
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Part 13. INDIAN SERVICES RECORDS (Continued)

*Section 4. Tribal Planning Services Files
Section 5. Social Services Files
*Section 6. Tribal Government Services Files
%«Section 7. Agriculture Extension Services Files
Section 8. Indian Self-Determination Services Files

Part 14, INDIAN EDUCATION RECORDS

Section 1. FEducation General Files
*Section 2. School Operations Files

Section 3. Education Assistance Files

Section 4. Continuing Education Files

*Section 5. School Pacilities Flles '
#Section 6. Evaluation, Research and Development Files

Sections include items marked with an asterisk (%) that are to be
temporarily frozen (not destroyed) until further notice 1m
accordance with a request from GSA--Office of Finance,71n§1§n
Trust Accounting Division. The Indian Trust Accounting D%V%SiO?
is currently examining records required in Tndian Trust litigattiom.
An annual review of these records will be made by the BIA Records
Management Officer and GSA to decida what records are no longer
needed for GSA examination. Offices will be notified-whenever 2

schedule item is released from the freeze.

Supp. 3, Release, MAR 23 1978
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United States Department of the Interior

BUREAU OF INDIAN AFFAIRS
WASHINGTON, D.C. 20245

IN REPLY REFER TO:

15 BT2M Supplement 3, Release 4

February 4, 1987

RECEIVED

Memorandum
APR 20 1987
To: Holders of 15 BIAM BUREAU -DF INDIAN AFFAIRS
TRUST FUNDS MGMT.
From: Deputy to the Assistant Secretary — Indian Affairs (Operations)

Subject: BIA Files Operations and Records Disposition Handbook

This release provides instructions for pen-and-ink changes to Schedule

Numbers 1308-01 and 1308-02.

//Deputy to the Assistant Secretary -
Indian Affairs (Opefations)

Filing Instructions:

(a) Remove superseded material:
Sechedule Number 1308-01 and 1308-02, remove by lining through para-
graphs under the column headed "Disposal Instructions.”

(b) Insert new material transmitted:
None

(¢) Pen—and-ink changes;
Under the Disposal Instructions column for Schedule Number 1308-01,
insert the following paragraph:

Permanent, Cut off at the close of fiscal year in which grant expires or is
cancelled. Hold three years or until volume warrants and retire to Federal
Records Center, Offer to NARS 20 years after cut—off of files.

Under the Disposal Imstructions column for Schedule Number 1308-02, insert
the following paragraph:

Permanent, Cut off at the close of the fiscal year in which the project is
completed. Hold three years or until volume warrants and retire to FRC.
Offer to NARS 20 years after cut-off of files.
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Accounting Master File...aveeanes werens et nsasesmsseniinans 904-01
Accounting Officer Designee......-veuvss cersenssarassriaenn 701-02
Accounts Payable and Undelivered Orders Files...... craaes ceaeanus 703~15
Acquired Sub-Marginal Land BookS......c.cvveneeneneens cetseceasae 1105-07
Activity Account Files, Student............. vessastrrsavassranann 1402-08
Address File :
Educational Research....ceveieaonanasns Srasesaceresnrrenn .. 150602
EMpPLOYEE. s cveresroassossasasssasaasssssrsssostonsosasnaanns 905-07
Fedstrip Supplementary.ceseeessccsssosrsessrasssorscnccnss . 907-04
Financial INsStitution.e.caeesresnanessscssassnserencanctsens .. 905-09
Timekeeper/Union/CFC..cerceresccanssssasrasasacansanssscens 905-08
Administrative Files, Advisory Council.....evscens ceseemrssassena 1403-10
Administrative Mission Correspondence Files........ crrrensscen ‘aa 102-01b
ADP Program Abstract Reporting Fileeueroreasnnsesanssssssssasnanss 902-02
Adult Education Program FilesS......ecscesesesosnssssnncnsns creans 1404-06
Advice of Allotment FileS....cveescarrcasesesnrcaccnncrnenss e 705-09
Advice of Collections FileS..eeeeesssssevsnssoassssnsssssscnsnsns 705-04
Advisory Council Administrative Files.......cveeserecenranncannns 1403-10
Agency
Allocation Status ReportS...eesssnss rerraen heeenescesseanas . 702-05
Annual Forestry Report...eeececsrerocssas Wessrsscenserena .. 1107-18
Tire Control PlanS..sce-sevesssnsscassassnsonnss cerroanas .. 1107-15
Agreement Case Files, Interagency........ Ceraemsrsanmseas cerenaees 801-06
Alaska Native Enrollment FileS....ceiveccissscrnvraanss e riroas 908-03
Allotment Files, Advice of.... v nnaneanens eserasrsauenas .ee 705-09
Allotment Status Reports, Area..icscescussescscssaans bessrsansere 702-08
Analysis of Obligations ReportS......cceeessunnsrrnsstranscarcces 1107-16
Announcement Files, VacanCY.vee-vessanssavssnasnsssssssanss cereas 402-08
Anmual
EXtension REpOTLS..eessesssrasntonransnsrsrassssnsvenarsonns 1307-03
Finanecial and Operating Statements for Indian Sawmills..... 1107-12
TorestYy RepOrt..cecrerc-cassenens mesrsvesssseruerrnnaarann 1107-19
Health RepOrtS..eesvsssssssesusssnssssses herereasansnanatre 1301-07
Industrial Development Report Files......... eeean veesssesss 1201-02
Range Operations RepOTtS...sereesvrennass sesenssaces eereess 1108-09
Report Evaluation Files, ESEA Tltle LIovevannsn vesseesesanss 1403-03
School Census and Attendance Summary ReportS...cesececacsss 1402-11
- - --Summary-of Audit FAindingS.cesesscrearannonesnanes serecesias 1001-01
" Appeals and Grievances Files, Adverse Personnel ACEiONS..aesiva.s .405-01
Appeals, Classification......oecss besarenes besrasasssasens ceeeenss - 405-04
" "Appeal Files, Performance Rating..ecvescacenses Cereseasanansennes _403—04
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Application Files, NEDA Title II...... et eerset ettt aeas N
Applications for Employment :
ACtdVe. i iiriieainnnsnrosassasssasssnsasacrnsannrns eraeanae
Inactive.eeseeeenennsns S re s aiierreaererareenananens e
Appointment and Reapportionment Schedule FileS..iviieiainnaneass
Appointment Files..vvueivuiveresvnnonns recssat e et nnr e ‘e
Appraisal Gross Data Report Flles, Land. terrrrrarasrsersena
Appraisal Reference Files, Real Estate......... Temararreana veeas
Appropriation Files, Cash Documents bDy...eveveseecececansenses S
Appropriation Warrant FileS..uiueviveeereroorasrensenesensnnrans
Area
Area Allotment Statiis Report F1leS..eeveeeeenseconessnnnes
Area Committee Management FileS.....veaveane N
Area Directors Reports to Central Office...cicrieriiericeas
Area Office Annual Extension RepOrtS...cecsevesecnserosoans
Area Office History Files....... .....;..; ............. cena
Art Illustration Files,...vvvvveorsanes Crateneansesasnens srsune .
Arts and Crafts Board Project Files..eeeeinssnsanesnarnancananas
Assistance Files, TULitiOM...vvvesoenneannnss erereeserettaanenes
Attendance Records, Student Daily and Monthly...... reveamassa .
Attendance and Time RepoOrtS.eeeeeeesrocssoecnases eiarterareraaes
Attorney Contracts, Tribal,..... reeaare teeredrearresart i eaaana.
Audiovisual Material, Education Program...... Hoeesnosesernanes .
Audiovisual Material, Finding Aids and Productlon Documentation.
Audiovisual Material, Other ......... crss e rrsareatasannan tertana
Audit
Case Files, BIA Internal..... e eesrerarareastasacaarannn )
Case Files, Nontribal Contract .......... Creressacaens resns
“Control Registers..... seveearasersenssenans ersesersaas e
Reports on Credit Operations ....... st earassaenersereanana
Awards, Incentive...eevernerncrens Cereraerssaaisasea sy
B
BIA : : ' !
Historical Reports..c.viearvean tesiseraean cerens reeresrrae
Internal Audit Case FileS....vovserevnvnncas cerabeanareanas
_ Tribal Agreements.......sess teerereerreesaerraaans rereses
Tribal ContractsS......... eese e P eeseerens aend
Tribal MeetingS.eases s iresenoaraorassssnns N
Bidder RecordS....oseusrseernenons vearaas teresisessenssarrasae .
Bid Files..uevenuveennns ce st isieetas ettt ietna
Bills of Lading Register FileS.....veeeessrreravnonsnsanasannans
Supp. 3, Release 1, 2/11/77 S
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“402-02
402-03
705-08
402-01

1105-21

1105-19
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705-03
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202-08
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304-01

© 1201-01

406-04
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1306-08
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Binding JOD FileSuuveennesneonanianans Cessssasiasenstasrranss
Biographical Files (BIA Officials).. ...... tersessussnsensarnn
Birth, Marriage, and Death Records........ et terirenaeninania
Board of Survey and Loss or Theft Files...svesieen tieersnanss
Board Project Files, Arts and Crafts.....eevenveass sisessaraes
Books and Related Indexes, Land Tractee.eseeescsssssesssssnns
Bond Master File....veeeivesvencsnssasnssonnssnnnasenson tevans
Bonds _ .

01l and Gas Lease.cessessasssaen crssnarannes veerveanas

Surety Employee..... siatrerrrseanissasenarnnns cearsess

Bridge Inventory Files....cieieevannerannecncns sresssncrrine -

Budget
Administrative FileS..cicriseecenrarsssnanaas cesresanns
Allotments Files, Tribal....ececceese rerrernanas areses
Estimates...coecevee eeeasasresinavrasestbinasssanennn .
Status Report..... thesseesssuvessesssacnesnansnanans .o
Working PaperS..icesersscsscsrosrosssessosacsannoanses .
Building
Utilities Evaluation Survey FileS...veseesersnnssnanas
Utilities Plans, Drawings and Specifications..........’
Utilities ReportS...cseens P G
Maintenance Work RequestS...scecasnsccssescens cisnnens
PasseS.c.ceeveaeranne erbastrssssesnannan esrssassnse vesn
Bureau Committee Files
Management...... ssasans saevsersasnsiesasnnsnsssreseann
Operations...... Cesesasrissenssasneneksaranens tedvenns
Bureau Issuances Master Set....seeacass teserasssssrersasnann
Bureau Issuances Reference Set....vevasness treerssaassanennae
Business Development Special Financial Assistance Files.....
By-laws, Tribal........ cesssrsasuessterassenessarasateernaen

Cancelled Checks Files........ cesasans eresnesnennn crasseases
Card Files, Check..... reasens sesssessnasesresncans cessassans
Career Development Flles........ erasses sreenperersrersrnsna
Case History Files, Forms........ Cecestrtesissrasssaenurenne
Case History Files,: Directives....... ..... “tetrsssnesssnaasna
Cash '
* Documents by Appropriation Files........j;............
Remittances.................................;.........

Census : .
Attendance Summary Reports, Annual....................
Polls, Card and Book, Tribal........ ceersssacsebaitres
Certificates
DepoSit FileS.creeeuoosensascaesossscarsonnnssansans ..
Eligibles..evevenans W hsetesesssrasaserrssransesnesere
Performance Rating..... sessanens srserenens ceavesvesane
Settlement..sssvecsss fesersssesasrarearstsransanannnas
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1201-01
1105-05

905-04

1105-16

701-03
911-02

702-01

1304-02

702-02
702-06

702-03

- 309-01

309-02
309-05
307-15
306-12

201-01
201~02
203-02
“101-10
1201-07
1306-02

703-12
706-11
406-05
203-05
203-03

703-11

© 701-01

1402-11
1306-06

706-02
402-05
403-03
703-06
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Certified Mail Receipt..... P s Eaiassearsesnerstasatiranarnis 305-01
Check :
Card FlleS.uouivesvesnararscrnnionnonnstoansnanans ceresans 706-10
RemittancesS.ssssssesaas treerssesenenarrtennratrasrearas 701-01

Chronological FileS..ueveesesscsssssnrinessnsrsasassnsansanss  101-02
Chain of Title Files, Land TNdeX....eeeveesessescosnsassnanse  912-02
Charters, Tribal....icevesesosatscsvsncanansacsnsssssnancsnese 1306=-02
Civilian Conservation Corps Project Files..ceeuvsureruransass  1203-07

Claims Case Filegs...ceuase S e bsasseensesnsr ettt ans s eane s 600-01
Classification Appeal FileS..uieeenivsnsenacronsnsnnsas veaness  404-04
Classified Documents )
Container Security Files.......... T 306-09
Destruction Certificates..sceveivecinsrosnannannrrnssas  306-05

Inventory FlleS..iurevsvevsssscsasasccsssrsesnnnassenss  306-06
Receipt Files......-.-.--..........._...-...-..-......-- 306-04

Classified Material Access Files...... srrisesnsssessesssevess  306-04
Clearance, Security L
Case FileS..iveieainesnosansiosnitnannnnnnonnaniancns crene 306-01
_ Status Files...veuss e aesasasssntencannrrrrrastanarnns 306-02
Code . - ]
Federal Regulations........ cresisanas sresseracaas . 101-11
Sheet Files.....v.v.. FhtereenaaverasEsea et et tuenuns 703-17
Coding Tables, Financial Structure and Description Tapes..... 904-07
Collection Files, Schedules of Credit Loamn.seseveseeanies seses  1201-11
Combinations, Padlock and Safe.......... srtestabaseasissunees 306-09
Commissioner Bilographical FileS.eeviaesae Sttt essisnieraannans 501-01
Commissioner Chronological FileS...vesvvnoenes chrssressasanans 201-04
Committee Management ]
Area Office Files...... tasearsecsaesnsasennassennsrsans 201-03
Bureau FileS.....vvevrennses teeasnans cesvrensaa saasrsns 201-01
Field Office Files..couens Cesirasiraresraesnenn crassena 201-03
Committee Operations Files, Bureau....v.veeevrvaes sasesssssnen 201-02
Complaint
Case Files, ESEA Title S sessscenanasrersensss 1403-02
Discrimination, C e setaieeteasenanraneieasaa cenes 405-04
Computer Utilization and Operational Control Files.... ....... 902-03
Congressional

Correspondence FlleB.uiececsesesnssnssssssncnascnesnnnes 502-02
Investigation FileS....vevrevnssvenssesearssanscsoananas 502-01
Conservation Reports, Soil and Molsture......ceveeseesvsssees 1104=07
Constitutions, Tribal...vcessrevsvsconcannasssancenssssennans 1306-02
Coordination Files, GAO Audif....ecoveaeecsessncnsarennessess 1003-04

"Contact" Files, Individual Indian....eveeveonnesaes erssanses 1109-06
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Contract
AELOTHEY-Tribaleevereuseneenssaesernssssonsasssssnas 130608
BIA-Tribal..iuoeereererassaraansscasoresonsnreastannss 1306-05
Medical FileS.ssvessevsavansenasnsssencnassasossnoses 1301-01
Monitoring Case FileS...c.esvveeernrcarsenuancaeanss . 802-01
Nontribal Audit FileS....-c.cuesarecrernaracnncnrcans 1003-02
Purchase Transaction Files....eesecosrnassenencssass 801-02
) Timber Sales FileS....vvevrnensrrsnnecansensnnnnsecns 1007-02
Control Files _ . )
Magnetic Tape Library...cscceessacnccssssanvsosencie 902--11
ROUEIME. s s vevanverscrsassassvosnassrsasssnasnrsansasss 101-05
- . Control, Turst, and Tribal Accounts.......eveceeance 705-01
Construction Reports and Files -
Budget Files, School Facilities.....ccsvseercnnnnnee 1405-04
Contract Convenience FileS...seceesncesvanaraansssens 309-03
Maintenance Reports, RoOadS...essesesnerssncacccsaanas 1203-02
Progress Status Report PrintoutS....c.evrercccarcans 703-13
Project Case FileS...cveeeassrensonsasnnrossnnsnsnnss 309-04
Project Status ReportS...esssvcesasacnrcsonnsnasanns 120306
Correspondence Files ‘
MiSSIiOTavennenanoennassrsscussasasosnissnnassonsnsons 102-01
NON-—MiSSIiONervsoerccncronrsssassssarssasesasanssanns 102-02
White HOUSE...cveanersasssnssssssssasssscossenvssnnss 502-02
Cost File, Payroll Detail Tapes . : 905-02
Court Records, Indian....eecererssrasecsesnensssacsasnannnes 1303-05
Credentials ApplicationS..usccesecresresasscseossronsnarsonas - 306-12
Credit

Financing Reports Working Papers......esveccscsesne. 1201-13
Loan History Card Files....ccceeenesncnnsarascranans 1201-10
Operations, Audit Reports OD......vevecesccnccacrecs 1201-14
Operations Report Files......eiesrenerrisonnnoensenns 1201-12
Pre-Employment Report Files......ceencvecncetserasns 402-04
Cropping Plans, Summary of Long-Term........cseseevecevosnne 1104-03
Cumulative Forestry Comparative StatementS......ceesecsscens 1107-20
Curriculum File
Individual School ADP File...csiancevsssasseccanacans 910-05
MASLET ADP THlEs..svsnseonscnnanenorsnssesnsansanaass  910-04
Customer Power BillingS..csiesesovsasrersccsssnrssssrassscnsess 1103-12
Customs and History Files, Tribal.....cciesnenesiinirssannas 1306-11
Cutting Permits, Special Allotment....,.cceverearccsncerconen 1107-07

— PR

D

Daily and Monthly Attendance Records, SChOOL.veseevennnsesss _1402-10
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Daily Files

Disbursement Report.civuirecscersrasracansasasrosvanss 706-09

Input Audit Trail....ccireiiirteerostonrneronrarsnaraas 703-19

Input Register Files....cviuoiiiirnerrsnmacnnranvesnons 703-16
Damage Files, Property.eeeseecescsseesonsvennnnnssnasnsnnanens 307-12
Death Records, Birth, Marriage.........vvivvivernniesnenceanss 1306-07
Deposit Files, Certificates of.............. Cersiressananaaas 706-02
Deputy Commissioner Biographical FilesS.....ueeeecececssesesese ~ 501-01
Description File, Master Land.....eeeveessarescriancsnasonnes 912-01
Design and Construction Technical Assistance Files.......0... 1304-01
Designation Files, Irrigation Project Land.....eeeenneeceeass 1103-10
Designation of Accounting Officer.....vvevearsnerssracacnanse 701-02
Design File, General ADP System........oveveerransoassosasnnnns 901-02
Designation, Paperwork Management Liaison Officer............ 203-01
Destruction Certificates, Classified DocumentsS....vseeeerecess 306—~05
Detail Cost Report Files, Payroll...veereerensvacnsssessaseas 704-02
Development

Plans and Program RECOTAS svevivrissccvenvansaronsans 202~04

Report Files, Annual Industrial.........eeveveennea.. 1201-02
Diagram Files, Input/Output RUN..iecescevenrrorsvennseassesss 901-08
Direct, Guaranteed or Insured Loan Case FileS......evcveevsa. 1201-09
Directives

Master Sef, BUreall.u..cceeeercasornanrrrsnrsnassenaans 203-02

Reference Copies .ivieneecerntnrncassatoncearersensesns 101-10

Stock Record Card Files....iuieevveveersesnnssnnnsseens -303-07
Disability Retirement Examination ......vciveeveenersorcanans 405-07
Disbursing Agent Files, Special.v.eesvevecscesscescsossannnes 706-06
Discerimination Complaint (EE0) Case FileS...uivewsscnncnnsnns 405-04
Dispensaries, Logs of ViSits L0 +ievnerecassanvmnrasnnnnnnnns 405-05
Disposition of Records

Authorization Files.....u.ivissiniornnsnsarannrransns 203-07

Plans, Files Maintenance and Disposition............. 101-01
Distribution Job Files, Printing...icecceenernervnscarancanns 303-05
Documentation File, ADP

OperationS..eseenescncas teessrssnssnnnns . sesens 901-06

Program........ccovimniiniiiiiiiiiiiaieineesnnnsnness [ 901-05

Subsystem Module.....ciuireniersossassasssssosasnenns 901-03

Master .. s iiesiiinnssssssssronannsaronsossancassasnnsa 904-02

USBT e veeensoaneassssonsasssseansnsnssnnnssssnsnansass 901-07
"Dump"” Files, ADP SYSteM.uecerseereosrcennsrnnsscanessssnsanss 902-07
Duplicate Student Case FileS.iseseeeseersarsessacsacnssssnass 1402-07
Duplicating

Requisitions Registers....ccisrerservenrsssnsssssasans 303-04

Job Files tivecinnonnaresenssssscasssisovevensnsssens 303-05
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Educational Files
Adult Program...sesses. wesesssesssssertssssnasaeaeus
Contract Fileg.ceoetnrearesnusnnannens srmstsassannus
Facilities Inventory Master .............. taasnenne -
Field Survey, Special.. et esernvraens ceesssnns
. Grant Case Files..... wesesamsrars cererasrnssernrans
Loan Case FileSeasrersesnssaacns . ceasuresannes
Program - Audiovisual Material ............. eraseanas
Program Files, Adult.s.essnvusanrrsscssasncncarans ..
" Program Publications FileS.oeeevaassons resrenaan iee
Reports, Periodic........ aena creans sresnvaanessan
Research AddresSS..cvsesasrscanssssacnsscsens ctesasns
EEO Discrimination Complaint Case FllES.. ......... sesssnene
Eligibles, Certificates of...ccccevenrnnsre asane eranesamrnen
Emergency
Firefighter Payroll Hlstory... ..... senwnsan chesvanns
Operating Plans ..... bebsecsararraeranaan Cescsmmrnes
Plapning Case Files....vsvscse. ereraraves hsersereans
Test and Exercise Files....eavsvceereen eassmnes teane
Employee
Address File .cveencescassnrasrsssasasansssan sesessae
Examination Records .....ccsssrarsnsccsncrerss fraass
Financial Statement Files..... eareene sasaneisenns .en
Interview FilesS...ecceeivercrnsnss ceennns reeasevmesn
Locator FileS.isscssesearnnrsacsvsnrcoss saenases anens
Personal Injury Case Files....cecvevnsenes creasaenns
Property Issue Files ...eovevcceseneraorannncnes saene
Record Cards -veessssscasanraresasraasasnsvrcranvons .
Service Record Cards...-.csesnvevccass Cessamsnsas .o
Training Files cscerrisvacnnraasesn ssssnsrnene casass
Travel F1les vvvieecsssossnsssssssnsssennanes ces-es
Employment Applications
ACELIVE. .t eerencaasssrasssnasssansssnessnanvsss .
INACtIVE teeesrrssascssassaservssanasnncsasnnns aemase
Employment Assistance .
Case FilesS.ssasns eissesesvaa ceressnresesrraane reeanns
Inactive Inquiry and Application Files........cee...
Operations Report Files............ essisessresnnnns
ReportsS..... reeranse ersesevasraannens I I X

Enrollimerit” Files

Coding Sheet Files, Student...

Files, Alaska Native.
Form Files, Student..
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1404-06
1403-12

910-06
1406-04
1404-05
1404-04
1401-03
1404-06
1401-01
1402-12
1406-02

405-04

402-04

905-06
301-01
301-01
301-02

905-07
402-10
405-02
405-03
401-05
405-08
307-03
401-06
401-03
406-01
101-08

402-02
402-03

1202-01
1201-03
1202-06
1202-02

' 1402-01
. .908-03

1402-02
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Environmental Files ..
Control............................................. 1102-02
Impact e T 1102-01
Equipment
Planning Project Files, Facilities....i.ivvvvuennin. 1405-03
School Fac111t1es............................;...... 910-01
Technical Manuals and Operating Instructions........ 307-01
ESEA Title I Files and Reports
Annual Report Evaluatlon............................ 1403-03
Complaint Case L T 1403-02
Project Files.iuu ittt enenieerersnonenoerennnnnnn, 1403-01
ESEA Title III Files and Reports
Monitoring Reports...i.usiiveiiiiivennennnnnnnnnnnn.  1403-09
Project FilesSsiuuininiiiininneeninennsrensnnonnnnnnn. 1403-08
State Plans FileS....viiveenrniinennnncnnnnnnennnnn. 1403-07
Evaluation Files ) -
oL L 202-05
Program Planning Master TapesS.sinevatnnseneresnnnns 903-01
School Report F11es................................. 1506~01
Exceptions, GAO Notices T 703-05
Excess Personal Property FileS..uvieveeeenernnonenensennnn.. 307-13
Extension Files, Agriculture
Case Files F e e s eaematassereestaeastannasnaninnene 1307-01
Reports, T S 1307-03
Reports (Others)...u.evseienenneenennnnsne o, 1307-06
Work o L o 1307-02

F

Facilities Files, School....................................

Equipment Planning Project.....uveeeneeensnsnnnnnnn,. 1405~-03

Functional Requirements Files, School......v0vennuse 1405-02

Planning Project Files......vvvvinveennnnnnnnennnnn. 1405-01
Farm Plans Records, Agriculture Conservation........ccvuvn.. 1104-01
Feasibility Study Files :

ADP SYSLem. ... \enneiiaiiuaniensrnneensannnnsennnnnn. 1 901-01

Land Use, .. ...ttt it it et eeee e, 1105-22

Federal

Personnel Surety Bond L B 701-03

RegisterS....................................‘......“ 101-11

N o L T 101-11
Fedstrip Supplementary Address File ...t ihiiiiinrrnnnnnnas 907-04
Field Notes, Land BULVeY . i iitetniniterreerannnronnnarennna.s  1105-09
Field QOffice Files s

Committee Management.......viiervennennnneeennnnnnn, 201-03

History Files,.,....... f et esras st teeraa et senne 202-11
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-

Sty g



15 BIAM Supplement No. 3

Appendix 3
Page 9
Files Maintenance and Disposition Plans.........ec0s cesebae
Fipal Time and Attendance Tape File......:ie0vvuven sassrearsn
Financial } ‘
Education Financial Assistance RequestB.cesccersssvas
Employment Assistance Financial GrantsS......eeceesoes
Institution Address ADP File........ e baenssansubs
Statements of Lumber Companies......ccrtesvacsssncencs

Structure, Description, and Coding Table Tapes.......
Fire

Agency Control PlanS......eseesevanscannss cresresnaan

_ Individual Fire Report Files....cessnenaerucasannnnse
First Aid Rooms, Logs of ViSits tO...eeeseccssasvensssonsnas
Fitness for duty examination.....seeeevenesesncssscnonaneses

Floor Plans, Bullding...cevesssesscesossccsssncsnocnesesanass
Forestry ' ' - R .
Check Scale Report, P T PR
Manuscript or Annotated Maps....,...l.....};....,.;;;

" Working Papers. f e esaesainesevaaresassentaananrrones
Forms o . o
Functional Files ...vieevescvrasvancnns aveereanne ves

Liaison Representative Designation.......eecesecesces
NUMETLCAL FLleS.euesrosnosasennesnsroiasanssasssanses
RegISLETS suveerecrsassssssnnnssncronsssnssoravesscns
Stock Record Card FLleS,.....esecsssevsonansasssssinee
Freedom of Information Reports and Statistics...............
Freight Records .....coveessesserosnssrsnsnsravancnsnnisonaee

Fund Ledgers, Tribal........ taesessreans ?...L...;.....J..}.:
G.

GAO Audit Coordination Files..eveenn i eesassieeveescescarsans
CAD Notices of Exceptlons.....veeveenesossensrnsnssnnsrannn
General Ledger Detail Listing Files cesesssesrasserresens ce
General System Design File, ADP.. Ceeseevenaatsnannsaransene,
Government Losses in Shipment Act Files........ ....... csasns
Grant t

Application Files, Industrial Development............

Education Case FileS..eesecesssasssnassonsoscsrasssnn,
.. Financial Assistance...........................;.....’
_ Grazing Privileges Authority.,........;.L.;.......i..f
.Self-Determination’ N T LI LY

Graphic Services

Job Control Files ll.l ';-I-IIO;III."...III....I.-.I...-

L. s
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101-01
905-03

1404-01
1202-04
905-09
1107-13
904-07

1107-15
1107-17
405-05

40507
- 307-14

1107-10

1107-14

-1107-11

203-04
203-01
203-05

" 203-06

303-07
501-09
703-03
1306-09

1201-05
1404-05
1202-04

1108-08

1308-01

304-01
30401




15 BIAM Supplement No. 3

Appendix 3
Page 10
Grazing Permit _ S )
Bid Files.-;.----]--aooo--}cinoo--t---ln..o-uo-dn--o 1108—07
Case Files.--:--u--i--.-.‘--nl-on-;r-o--oloic.--o--- 1108*06
Grievances and Appeals.........a..,......f...,............, 405-01
M
Health - ) ‘
Inspection Reports--.--o-.oo-i-.--b--o.---c--o--oooo 1301—09
Insurance Filesoot---b--h-noo--.--o---ono-o-tob---ob 704~03

-Non-Periodic Reports, Social Services.eceececesesnses  1301-05 -
Qualification and Placement Records, Individuali.... 405-07

Statistical Summaries and Reports..;................ - 405-06
UnitS, Logs Of Visits to-iounoonnu-ton--..o----o-o-o‘ 405-05.
Heirship Files -

Magnetic Tape INVENtOLY.sssesseonssnrsiscarncsanannes  912-04
Original DOCUMENES« s sanrtniosesnoasstonntnnnseivessnes 41106-01
Historical Reports, BIlA.:..ciecineseiinnconasisaneinanensasas = 202-10
History Card Folders, School.........L..................... 1402-03
History Files . T !
: Area and Field OffiCEe eiciniasenestsnnsnsnntansnnss 202-11 [EECEaE:
Personnel Action ADP FileSec:cessicrsvsesacniosarnns ~  906-02
Transaction ADP- Files..;;..;......................., : 904~03
History Recycle Input Tape Files--o----------oo------------ 904-04
Housing Files and Reports L
Development Program FileSi:cssveseietonntosnsnsinees 130201
Individual Contract FileS--ssecsescsssesarsessasanns 1302-02
Project RepOTrtS «csessaviscvrnsssvsarnessosnssnsastnnena 1302-03

. |

Identification Files, Individual..ceeorvsirenistionineennanns 306-12
Tllustration Flles, ATt sccecnrrrssnsnsonssssasecrsscensnsas 304-~01
Inactive Applications for Employmentssseeseessesessssssesie 402-03
Incentive Awards _ _

Case Flles «sevneerssrunnronsrsonansacnncisinssssisine 403-01

Reports see.-.. sessensenana steeisnsrsavanraventaennnes  403-02 -
Indian Business Development Grant Application Files......... 1201-05
Indian Business Development.Grant Case Filesi.i..iiiesisie.s 1201-06 :
Indian Court ReCOTdS.ssssssrtsiiiinesaecsisnaitossnrassinesss’ 1303=05 " )
Indian Information ADP System Files«...c.cesrevesrnariineess’  912-06 ;
Indian Services Special Disbursing Agent (ISSDA) Report.....- 706-08
Individual Fire RepOTt.isecssestocessescersnseniionsiiossons 1107=17 -
Individual Housing Contract FlleSeesoeeenuvnsaninasonvoennss 1302-02
Individual Indian "Contact" Files....................‘...... 1109-06
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lndividual Indian Money Case Files....cveeveroarcaractanass
Individual Indian Money. Chronological Files....... heereenan

Individual Indian Money Duplicate Ledger and Cards
Tndividual Indian Moriey Ledgers and Cards

---------

Individual Indian Money Name ADP FileS......ccovevnencianss
Individual Indian Money Posting and Control Records ........

Individual Indian Monies Balance Forward ADP Files
Individual Indian Probate Case Files and Related Indexes.

---------

Individual Medical Records,.... ceeernaas tesreserensassasnns
Individual School Curriculum ADP F11e ,,,,, hesssasesmesanans
Industrial Prospect Files.....cvuvenn ceeane e beseesaresanean
Information Files, Scholarshlp.., te i sesessesnresersenanas
Information ADP Systen Files, Indian,' .......... rvesnns cenn
Injuries, Personal (Employee)............. ceenans feeeeneas .
Input/Output Run Diagram ADP Files..... Ceereresaserernaans .

Inquiry and Application ADP Files, Employment A531stance
Inspection Case Files, Safety and Security

Inspection Reports, Welfare....cooaeennnsss Chrserasesennas e
Inspection Reports, Health.,...... veeaes . ces
Installation Code Lists ADP Flles;;,,,._.,.,.._ ............
Insurance Files, Health,,.,....ccreccenvaness e nsasamenasa
Insurance Policles, Real Property........... emseeneseeras .
Insured Mail Recelpt Files.........ceeevess Ceeereenrareans ..
Interagency Agreement Case Files ereresnassane feeeeenn. ..
Internal Promotion Plan Files,......... venessransea feserene
Interviews, Employee,......oosvvncvosns beessesasrsumasasanes
Inventory ' ' , )
Bridge FLle8, .. vevrosnascanessasassasonnans cesenanan
_Educational Facilities Master ADP File ,,,,,,,,,,,,, .
Plant Management Program ADP File, . icvsnencsasaanes .o
Property Control Files...... teeeraresrreasessennans .
Property Listings,.....covveennenenns Ceressenavaneas
Roads Files,........ tasrsrsrresnnanes vaasresrssnens
Investigation Files, Employees and Contractors....,........
Investigation Files, Congressional ............... eensasen .
Tnvestigation Studies Files, River Basin,...,.veeeoovsnsnnes '

Irivestigative Files, Employment Background............H..'

Irrigation:
TIrrigation and Power Construction Project Files

f; Irrigation and Power Meter BookS,.....iesecuevaeses ;_
. Irrigation Assessment Ordef Modifications,,,,_.,t,,.

gty Ty

" Irrigation Engineering Data F1l€S,, . eeeeenmnsass
Irrigation Forecast Files. T

" Irrigation Ledger :Account Books and Schedules,.,,..;

. Irrigation Maps and ‘Drawings, tesesneresrasneseanen

‘e ® .

. Irrigation Project Land Designation Files,,,_,.,...l_=

‘:'¥-Irrigation Project Planning Case Files,,,,._,._{.,d.
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1109-01
1109-11
1109-03
1109-02

904-06
1109-04

904-05
1106-01
1301-02

310-05
1201-08
1404-02

912-06 -

405-08
901-08
1202-03
306-10
1305-05
1301-09
1905-10
70403

'1105-17

305-01
801-06
402-07
-405-03

911-02
910-06
909-04
307-11
307-10 -
911-01
1004-01
502-01

“1103-01

401-08

© 1103-09
1103-04

1110305
71103-03

1103-08

"'1103-16

'1103-06.

1103-10

© 1103-02
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Issuance :
Case History FileS.seeveneasnvas reersrsraserraatranans - 203-03
Management Officer Designationeessessesiscrcanannean, 203-01
Master Set, Bureau.eevsceoscssss ersssusesssnasaannan .. ' 203-02
Reference Setescceses seasraesarssseresresnan essesss . 101-10.
3
Job Control Files, Graphic ServiceS.c...iiiricrenernensionnns 304-01
Job, Printing and Publications )
Job Control Registers.....covsesvens rereaerasasesanns 303-04
Job History Cardieeseescenaennnnnransns thesuaas s - 303-07
Job or Project FileS.svaseserseascnasonnse Crecaarsenas 303-05.
Johnson-0"Malley Act State Annual Report FileS......eevveees - 1403-06
Johnson=0"Malley Act State Plans Files .v..eevsevensenveness 1403-05
Journal Voucher FileS..iveeeeiasecsssesscsnsassessscesnasnns - 706-03
Judgment Distribution PlansS.......eeeecsecereararraseneensas  202-04
Judgment Roll System FileS.....coeeesnnes creavsrerrnras vesies - 908-02
Juneau Consclidated Procurement Catalog Master File..eosrsees 907-03
K
Key Control Files:vevs.- aseassasues [ tresessararsarrenns 306-14
L
Land Files
Aborted Land Transaction Fileg +++-ersssnssss teerusaes 1105-04
Acquisition Maps Bookg »e v samsnae tresraass sroane se=+ :1105-12
Allotment Case Files and Assignment Rpcords ---------- 1105-01
Index (Chain of Title) ADP FileS sveiveses trasaseeanas 912202
Lease Accounting Files and Related Indexes-«resrescas 1105-14
Lease Case Files and Related Indexes sesesvesssssvssns 1105-13
Maps, Plans and Related Indexes svevsassessersassssnns 1i05-10
Plat BookS seterennraasinnannss eessssesessressararanes 1105-02
Range ADP File cvuvenrvnncrans Cer s asaassesnatsasae s 912-05
Removal of Restrictions Files covieveerensnnsnarans «+s 1105-08
Right-of-Way Files .oiveevevresnrerrarsvinsressannanans 1105-11
Survey Field Notes cuevvevearenannas seerssress eeeveiss 1105-09
" Title Files — Deeds iivvnenncesccoennonsivenssas Vausss 1105-06
Tract_ Books and Related Indexes ceevstsrenasans Yeeness "1105-05
Transaction Files ........ seserrenansans esesia il 7110503
Use and Development Plan Files, Reservation .......... .1105-23
Use Feasibility and Marketability Study Files....... we 1105-24
Law and Order ReportS ,...vevscresvernaoncacasns trressraraenne 1303-04
Law Enforcement Case Files and Related Indexes ......eevees. . 1303-01
Lease Distribution ADP System FileS ...evevevnvevnoens cereess  912-08
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Ledger

Cards, Individual Indian......ccvaveeeroonncanccnnaas

Detail Listings, General....... hesresrisesssuneane e

Subsidiary..ceessesassecssnscsnsrenasss resanens ceaane
Legal Activity Reports to Central Offlce ......... tarerrenns
Legislation Case Files and IndeXes ...c.eeversvseccnsasnans
Letters of Reference........ reisssasens ciasns receassnenran
Letters of Transmittal.......ceviinernvennees ttmesveetevsan
Library

Catalog Files....... seeenssan cierraararan heereansana

Materials....ccovesncnvssenncscnnsannans tervesnenanne
License Files, Traders....ccessvsncvesecnsnasscrevses e
Litigation Case Files.....ivennencirosnnansnnncctanecncanss
Loan Case Files - '

Direct, Guaranteed or Insured.......iciverrncnnnann.

Education....ccsusessancansssssssnasssrsnenacsnonenss
Location Directory, LRIP Geographic ADP Flle ...... seesremns
Location File, Plant Management ADP File......cevereevnonee
Locator Files, Employee ....cvveversonnanas cressasene e .
Log Scale Sheets...... Crerearensenrssnsrasananes Ceaereenaea
Logs of Visits to Dispensaries, First Aid Rooms,

and Health Units ..... etesveissscasnarrrratssannons
Long-Range Development Plans..... tesasessaensrrarransataons
Long-Term Cropping Plans......c.c..s essessennnn reeasnian ees
Loss and Damage Files, Property........ esasnes srrsenasannns

_Lost and Found FileS..e.euvuicancnrenctinnacarsnncnccnes e
 LRIP Géographic Location Directory...... Cesrassansees eaees
LRIP Reservation Directory ....iseeenscescsassascssanncnnnss
Lumber Companies, Financial Statements of ........... reeeer
M

Machine Utilization Record Files.....cciesrenannnss vesnmans
Magnetic Program Tape Files ........csns vesersnannas seeevns
Magnetic Tape Library Control Files.......... cvesrran secens
Mail Control Files........ crssnanns sesrssenns Lesrsaronnsone
Mailing ListS.ueessvaocenes tecsssanrans srersanseraenn vaeane
Maintenance and Disposition Plan, Files.....sversenrncnnes .
Maintenance Imnstructions, Equipment..... eseesrssrasrsennns .a
Major Alterations and Improvement Log, Plant Management..
Management : -

- Objectives Files ..cevvensnercssnnncrssvvsaananss vee

Plans, RANZE.vsvsescesseannssssnassasssssscconnas e

Plans, Timber......... M eetesnsrasetatrcans vesseraans

Special or Nonrecurring Reports......... eesasacesnes

Survey Background Files.......c.ve- areens sseeruea e

Survey Case Files........ seenne Peases carresssresreas
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1109-02
703-07
703-04
600-03
600-04
402-04
101-04

303-03
101-13
1303-03
600-02

1201-09
1404-03
912-11
909-07
401-05
1107-09

405-05
202-04
1104-02
307-12
306-15
912-11
912-12
1107-13

901-09
902-06
-902-11
305-02
305-04
101-01
307-01
909-08

202-01
1108-01
1107-01

202-09




15 BIAM Supplement No. 3

Appendix 3
Page 14

Manuscript Files
Publicatdion,,.,..ovesevnnns beeveeereareracsa e nennas
Unpublished Manuscripts regarding Education..........

Maps, Drawings, and Standards, Power Operative..............

Maps, Forestry Manuscript,........... . - .

Maps, Plans and Related Indexes, Land.....ceveesnsess seas e

Market Data Card Files, Real Estate,.....veees errerevsssan ..

Marriage, Birth and Death Records,.,..,

Master Files (ADP)

Accounting File.,.....c0uuu.. beerrrrenersana berarseens
CCurrdculum File,, .. .iiievnierensroanensnnnsnncsnnnnns
Document ., .o uieiinnenarnsostcvonnrnnsenoas sasasnanse .
Equipment File, School Fac1lit1es ,,,,,,,,, cresrasmmes
Land Description Files ..., ' .
Personal Property....iviiieerveeroerocencnnes chersans
Real Properiy.,.ucuseeeesnsrnensasenanasnssanasnssssss
Room Type Files, School Fac1lities

Master Set, Bureau Issuances (Directives)

Material Duplicating Student Case FileB,........cvecosscnnses

Medical Contract Files............eu.. tereeresrsssnesarenans

Medical Records, Individual,....... G ereerearaanaes Cihereenens

Meetings, BIA-Tribal......... teeessessaeraseaann Ceeeannee .

s ar s snsEEBBEEREL ERS e

Membership Files, Navajo, ADP ,........i.eeevenssnansinnesna '

Message Files, Original (Teletype)........veceenenass eveses
Membership Master ADP Files, Per Capita,.,.:....veveveevnavns
Messenger Service Files........ teersereassssseseanariesesnne
Microdex ADP FileS.,....covveeeeernconsarananansasnsnnns cees
Mineral Resource Inventory Agreement Files,,.... cseancssena .
Mission Correspondence Files

Program,....ccovennenns smasesresaeratsan sestsessansas
_ Administrative ,,.......... trressassaana srreacnnaas
Money Case Files, Individual Indlan ..... Chesssssenssaanas
Money Chronological Files, Iudividual Indian S,
Money Duplicate Ledger and Cards, Individual Indian,,,......
Money Name File, Individual Indian.......vccevuseuseanannnsns
Money Posting and Control Records, Individual Indian,,..
Monies Balance Forward Files, Individual Indian,........o...
Monitoring Case Filles, Contract...ivvesveessseresnss Cesesnune
Monitoring Follow—~up Files, Education Program,,......eessuas.
Monitoring Reports, ESFA Title ITI, _,,,..,,,,.,,..;,,;.....
Monthly Files and Reports : .

Check Reconciliation Listing Files.............g.....

Extension Reports by Other Parties,,,...vvvereerennes |
Journal of Transaction Flles..,.....evuvseseenasscenss
-Narrative Industrial Development Reports......ciovees

Report Of Timber Cutocoo'- ------------------ .--c-n--;-
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1105-10
1105-20
1306-07

904-01
910-04
904-02

- 910-01

912-01
907-01
907-02
9310-02

203-~02

1402-07
1301-01
1301-02
1306~12
908-04
302-02
908-01
305-03
'909-10
1105-17

102-01a

102-01b
1109-01
1109-11
1109-03
904-06
1109-04
904-05
.802-01
1403-04
1403-09

706-04
1307-05

703~09
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Motion Picture FileS..eeseesescrsesscsons e beseereanes .- 304-04
Motor Vehicle
Operator FileS.sesceesearacnnsss cerarases teseeseanane 308-05
Release FileSe+raoress  seesaaranes cesesssananassnanse 308-07
REPOTE FIlES++seernensnsansasnessssrossnsasansasscnss 308-06
N
Narrative and Statistical Reports, School Program...s«..c.. . 1401-04
Nation-wide 0il and Gas Lease Bond F11le8esrevocsssnnsnansase 1105-16
Navajo-Hopi Joint Use Project Land ADP Fileese eraonnnnnnnes 912-10
Navajo-Hopi Joint Use Project People ADP Fileeooeeonnovanans " 912-09
Navajo Membership ADP FileS..cseercveerarrnonsanangrrcnssnces ~ 908-04
NDEA Title III Application Files.....eeese-ccceacesnncnceanns 1403-11
Negative Printing Plate FileSieseerccnonas Fessssraernsesans . 303-06
News RO LEASES e « v v e evsssnasnesncsesnesonssssnassssssssosssnos 501-03
Non-employee Property Loan Files.......ccvenorenansranrovaee 307-04
Nonexpenditure Transfef Authorization FileS.e:cueernrrasanss  705-07
Non-Government PublicationS....ecevoeveercrasens ceraan eeveess  101-12
Non-Mission Correspondence Files..... ieeesaseenessansersasan 102-02
Nonrecurring or Special Management Program REPOTLS.narerasns 202-09
Nontribal Contract Audit Case Files........ cerenieseieseasss  1003-02
Notice of GAO Exception FileS...eiseeseecesssosrsssanseseens 70305
Notification of Personnel Action FilesS....ssecacrncesscnenes 402-06
Nurse Training Case,'Studgﬁt_(Cédat)...{......5.1;..;.....}. 1301-06
o
Objectives Files, Management-«esceercsscssreas ssasssresee ... 202-01
Obligations Report, Analysis of........ eesessesasssnaaasess  1107-16
Office Files (Non-record) ' N '
Individual Personnel Files....sscscer- veesnsessarense 101-09
Organization Reference Files.....:.-: eiaaeeansenns ee.. 101-06
official Folders ' ’ “ o :
Personnel Folder........ feasaessssrens vrensenn Cesnren 401-01
_ Personnel Folder, Temporary Material.......... i....;.. 40102
011 Well RecOrdSescceerveseraosasss ..........J..J...{..;J... 1105-15
Operating Budget Report...........L..............; ...... eres 702-04
Operating Instructions, Equipment..... Chereriesereaiedinasnse 307-01
Operational Control and Computer Utilization Flles....g,L;li ~ 902-03
Operations ADP Documentation Flle ‘o s P i 901706
Operations Reports L e
" ANNUAL RANEC.revscssersassosssess P 1108-09
Credit FlleS..ceseesessoraarnssanascansorassausscassecs 1201-12
Employment Assistance............ ceserenaa cirssensees 120206
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Organization Files 7
Planning FileS.veevanvnaenas sttt aaan b 202-02
Planning Working Files v.ivuvvnnee. G titearresaranaa . 202-03
Reference Files, Office...vvevvnees tesseasrrarsarasna 101-06
Original Message (Teletype) FileS..i.eeveevonavoenss .o 302-02
Other Periodic Health Reports...... Sereseresnsrrernes " 1301-08
®_
Padlock COmbinationS..eisesvecesnnesnseserinannnnsas vessenas  306-09
Paid Voucher Fileg....... N shaansn tesannans 703-18
Paperwork Management Liaison Officer De51gnations benaneraas 203~01
Parts Lists, Equipment......... NrreE s messracerrrnt s ne e . 307-01
Transportation Records - S
' Pagsenger (carrier)..cceievvecsees. Cesstaerrnas cernen .703-02
Pagsenger {individual)...... seerestrsriaaanensiniaes, 703-01
Passeas : - ’ . . o
Building and Visitor....eiiuviiesesconnrsnersnseenass  306<12
Property..ccvees.s cresernaes i eererieeinssiatiseaneers  306-13
Passport Files...vieieneeseasironnnensess Ceterrsarer e, - 308-01
Pay, Year-to-Date ADP History File Cernsratneraees ceraens 905-01
Payment Files, Voucher and Schedule......,..;...;;. ..... ve..  703-10
Payment Records, Per Capita.......... ceeresieerreseseennnaas 1109-07
Payroll Files , o o i
Detall Cost ADP File ....iiiiiinieiveennansrinnencenes  905-02
Detaill Cost Report FileS.....:.eves.. eesraraieansses  704=02
History ADP File, Emergency Firefighter........ sreene 905-06
Master ADP File, Personnel......cccvnvrun. cenesaas e 906-01
Student Tralnee ADP File....... ternana teerestenaanens 905~-05
People Index (Chain of Title) Files........ crarearans trereeas 912-03
Per Capita Membership Master ADP FileS...veseeecesennen vevea 908-01
Per Capita Payment RecOrdS....eisisvresnsnensaes creeseas «ro.  1109-07
Performance, EFmployee . )
Performance Rating Appeal Files........ivvunn Yeereans  403-04
Performance Rating, Certificates of...veceevccncnnens 403-03
Periodic Reports . :
Field Educational ReportS...vseesecreasssvesncnnns eee 1402-12
Soil and Moilsture Conservation..ssessiesesesseeseress 1104-08
Welfare RepoTtS.sseseesccsseranss tesreesaireneesassss  1305-04
Permit, Grazing.:seuiesecscsvsnsesesseascssseressssncrarneses 1108-06
Permits, TOWR LOt USE.esuesssesssenssveeanianannarsansneoves 1105-16
Personal Injury Case FAles ..iusuiiveiievneianssenscsnensses  405-08
Personal Property Files, EXCESS..ivevacssriarseresisnsessass  307-13
Personal Property Master ADP File...... seessssesssresaasaass  907-01
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Personnel Management
Action ADP History File....eerevcisrrrsvasnssencanen
Investigative FAleS..veueieeoesnsnosransoarancasansns
Notification of Personnel Action......evvecacsscnsas
Official Personnel Folders....coivevceisiensnasnvans
Payroll Master ADP File.....cecctanrorvericcccnncane
 Statistical RepOTLS...eceesarrenssnessnssssssssnnson
Temporary Material in Official Personnel Folders....
TUnofficial Personnel Filegeerse-seoracssrerrsacsnnnes
Personnel Security
Clearance Case FileS.ueeessassrassesnasssssacnennans
Clearance Status FileS..seeserecncoranesasesnosnsnss
Photograph FileS...serestirsnoarennrsssssonsacatissssnnsnnsans
Photographic Negatives for Reproduction of Publications....
Physical Examination, Pre-Employment.....eesevserenccascses
Plannlng

Development Plans and Program RecordS.......-seceeen
Organization Planning Files.«seesacsareorcrscasonnns

Project Files, Facilities eernbsevseresrasetsnanans
Plant Management : '
Buildings ADP File-.--.....---.......-.--.-.-.....-.
Tocation ADP File:sesaueearacussanssnsrrtassvanncccns
Major Alterations and Improvement ADP Log...........
Plant Operations Master ADP File........vevenviannns
Program Inventory ADP File........ocvnvenrcnannannas
Repair and Maintenance ADP LOB.......cuvevsensnornns
Repair and Maintenance Master ADP File. .vveeevonnnns
Schedule of Services ADP File ......oevvvvonrncsanns
Utility ADP FileS...ceicesesncnercarsrsnscssonnnosns
Policy Reference FileS...socuserocrcnsannscacntasaensetanans
Position Classification SUIVEYS-cesersercssscnnrsetvatssnrse
Pogition Description Files....ccusencvrnerronnsnracncanasens
Position ADP File, Vacant...ceesrecsessassencrassansscavans
Position Identification Strip Files......iieneencnninanees
PoStal ReECOTAS. s erveveessnorasnerossnssssnrcssasssnsnnsssnian
Power .
Power and Irrigation Work Orders......ceoeveeecccsnns
Power Customer Account Files.....cevccevsrneaneacees
Power Customer Account Ledger Sheets and Schedules..

Power Operative Maps, Drawings, and Standards.......:
- Power Reports....f.......;...;;.;..............;.:.ui
Precedent Reference FileS..iveserccsossasnssassasonsnscuons’
Pre-Employment Credit Report FLilE@Seerovosnvonnnsonsonsnsnns -

Pre-Employment Physical EXAMMe v eeoncsananssraicssansnnnsases

Press Releases.............................;...............“
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401-08
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401-01
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401-04
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101-09

306-01
306-02
304-03
303-06
405-07

202-04
202-03
1405-01

909-03
9209-07
909-08
909-06
909-04
909-09
909-05
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404-02
404-01
906-03
401-07
305-01

1103-18
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Printing and Publications
Printing Job FlleS.uuieeeenrrrsocrosnsosnsroansonasssses 303-05
Printing Job History Card Filegs«ssesrecnaervocaresans 303-07
Printing Plate Files, Negative.......... rasvsereisina 303-06
Printing Requisitions Registers....ceveveeeeeesicnans 303-04

Print Tape ADP Files Lesemsarrratraesesteenbartresnann 902-08
Privacy Act
Privacy Act Disclosure FileS..eesesvacececsrcnevennns 501-05
Privacy Act Dispute FileS..cveeereeonessoncenensesnses  501-06
Privacy Act Records SystemS....esenssasencasssersares  501-04
Privacy Act Statistlical FileS.iveesvsassecsonvanoanis 501-07
Privileges Authority, Grazing Grant.......eeesssessescseess. 1108-08
Probate Case Files and Related Indexes, Individual Indian... 1106-01
Procurement Catalog Master ADP File, Juneau Consolidated.... 907-03
Procurement Reglsters....................................... 801-01
Program
Program Documentation ADP File....vevesvenvesnnsennns 901-05
Program Evaluation Project FileS...useeveesseaneoneen 202-05
Program Mission Correspondence Files..........:2.0... 102-0la
Program Planning and Evaluation Master ADP Files..... 903-01
Program Records, Development PlanS.....eeevecesicnses 202-04 hitedit
Progress Reporting ADP Files, ProjeCt...eeeerecececcrcarsnns 902-01
Program Specifications File, ADP....iueivvnncnnnseannrancans 901-04
Project Files and Reports
Civilian Conservation Corps Project FlleS...veeeesees. 1203-07
ESEA Title I Project FileS.u..vesuisnevssennonsseens. 1403-01
ESEA Title IIT Project FileS.eue.evevvoevsoasensensss 1403-08
Housing Project RepPOTES cvseevrserscriveosennansenssas 1302-03
Irrigation and Power Construction Project Files...... 1103-09
Navajo—-Hopi Joint Land Use ADP FileS..viseveersasaans 912-10
Navajo-Hopi Joint People Use ADP FileS.....vevubonens 912-09
Progress Reporting ADP FileS.iiiievceveesacsonnoannans 902-01
Road Construction Project FlleS....vevunseereeressnns 1203-03
School Facilities Project ADP File....veesavansnnceoas 910~03
Trust Administration Case FileS.....vcvveveenaveneaa. 1101-01
Promotion Plan Files...seveerssnsnssnsatasesansaseenasnnsees, 402-07
Property Accountability Transaction FileS....eeeeeevnocennns 307-09
Property Files
Employee Property Issue Files..u..iviiirinvinnrnnnans 307-03
Excess Personal Property FileS...ivisveverneesasssess  307-13 -
Non-Employee Property Loan FileS...ecevevvrovnnnnnnne 307-04
Property Inventory ListingS..sesvesncrsersesosvninnns 307-10
Property Invoice File.s.eoeesrervsnnnennsncansenneses - 307-09
Property Loss or Theft FileS..veeaseesvesrnnnsossannas 307-12
Property Pass Files .sieeevriinnininoeenccnccannnnsnan 306-13 -
Property Records Receipt FileS.u..icinesesstasasnnenes 307-07
Property Release FileS..eeerineescnsnasnosssssssnnnas 307-05
Property Transaction Source Document File............ 307-09
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Publications

Education Program Files,,,.....veerirtevisnnnssancans 1401-01

Manuscript Files..ivseveieeeviasonscanass tecseananensn 303-02

Master Files......oeeenenn Cressesarssresrrasassanne 303-01

Non—Government caesesseercssnasne s eareertasasenrraee s 101-12

Other Government Agencies......vseetencrrrcccsnanass 101-11

Reference Coples...veviiicnaens Cassaraanens cesaenens 101-10

Requests for PublicationS......ecsescessesassnnnscenns 101-04

Stock Record Card F1leS...eeeeveesssecsasssonnsecens 303-07
Purchase Files, Stock..v.vevens Cetsesearsasesanncnseannaens 1201-15

Q
Quarters Assigmment Files..... cesesrssnrasssn cesereracasenn 309-07
Quarters Evaluation Files.....cceinnsnernnrarcaresennaanens 309-06
R

Reading FileS.ceauesns vesserastaessecans cesssnarnen eevessna 101-02
Real Estate Files '

Appraisal Reference Files......cvcuvecnsnsens cernees 1105~-21

Appraisal Report Files......ccevvuerecnnsnens coenns . 1105-20

Market Data Card Files.eiaerecvusnsseens vesssssamens . 1105--22
Real Property

Tnsurance Policies .veciieseeccartssasosnannsssnnnns 1105-19

Master ADP File..vervesrceress cesrars seesasessnsrarn . 907-02

REDOTES svssnsnusosnsasnasasosnssssantssarsossnnsnns 1105-26
Reapportionment Schedule Files, Appointment and..... trerenn 705-08
Receipts Files, Statement of........ evesarassessrniternane 705-05
Receipt for Registered and Certified MalllInsured/

Special Delivery...vesecssosassvressnncaacncsse crnees 305-01
Reconciliation Files

Monthly Listing Check....vvevevrannnnass erneseas cans 706-05

Statement Files...... caerseerversanans eevncsssss .o 706-07
Records Disposition Authorizations Flles.........ccenn.. R 203-07
Records Liaison Officer Designation....ecsevecenncaes carisas 203-01
Records of Cash and Check RemittancesS.....ceressveeces cases 701-01

- _Record Set of Publications ...veeecceccnss cenessssns eessss 2 303-01

Records Transmittals..... nersstsmerasnsseanannsnns resasnae 101-01
Recrultment ADP File, Teacher.....es.ses ceerarans ceenerunnin -906-04
Reduction-in-Force Files...ccevenr: cesasen carsasaans crsnans 402-09
Reference Files

Agency Directives and PublicationS.............. ceee 101-10

Letters of Reference...icivcvsaes . ceirevsannnaan- 402-04
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Reference Files (Continued)

Office Organization....ceveeerruenns Cerrenssaesrsans 101-06

Policy and Precedent. . ...iieeiieenroarannaranncronns 101-07

Vendor Reference Materials......eovevennvaresonrannn 307-02
Registered Mail Recedpt,.......... ereeicateeressesesennnns 305-01
Registers ’

Daily Input,........ Ceeiirseerreeenasrenennranens . 703-16

Procurement,,,,....... G iieratenanrananes e renaneaea 801-01

Reporting Requirements..............e.enev... ceees..  203-10
Visits to Dispensaries, First Aid Rooms and

Health UnitS.eeseevrvssressrasanannanns cerarras 405-05

Remittances, Records of.. ..o eieenrvesnannnnenns cresesrenn 701-01
Removal of Restrictions Files....v.veeveenees Ceseasareannen 1105-08
Reorganization Proposals Files........ fecbisreaneanas e 404-03

Repair and Maintenance ADP Log, Plant Management........... 909-09
Repair and Maintenance ADP Master, Plant Management........ 909-05
Report Files :
Area Directoxrs to Central Office..eueee..o.. ciseinens 202-08
Audit FileS.ievvanscvunensnns S etssasecsaccanerranas 1406-03
Budget Status FileS...veeuseeenossoesssrossornansnss 702-06
Daily Disbursement....cceeeensssnsrsonasancnnaasssns 706-10
Employment Assistance.....c.cevcaecasreevesrvrsrnserans 1202-02
Obligations FileS..cieesrrsnassosararsnsssnannansssns 702-07
Operating Budget FileS.ivveessoraonscvrsnsnssesnanes 702-04
Tribal AUditeessessacscrsooncnnonnantnnnnsssorsnanas 1003-01
Unavailable Recedipts FileS.ciiiiieiaranansasosssnsas 705-06
Reports Control
Case FileS.eevennnans tetiesesusearrurransa s eernannn 203-08
Record CardSerresnccnascrancaneanas Ceetsreessramrranen 203-09
Reproduction Job FilesS:seeereannneecsrarrronrennainssssnnsns 303-05
Reproduction Job History Card FileSeessrersnvannann erearaen 303-07
Requests
Authority to Dispose of RecordSeescecrseccscnrearsn, 203-07
Financial Education Assistance FileS....toviancacnss 1404-01

Information or Publications......... teersesernansnne 101-04
Requisitions

Completed Filegeesseaoeeertoercnsvaraniniisnsarsnnes ¢ 307-06

Printingesesceasrsecsssrsannceeatctarssrstsasrasensns 303-05

Printing and Duplicatinge.seveeeseesnecnnnncencessns 303-04
Research Address File, Educational..cecieevcnsaccerocnnenas 1506-02
Reservation Land Use and Develcopment Plan Filesseesacsrsnen 1105-25
Restrictions Files, Removal of.ceivecersnsecarcesvensecansss.  1105-08
Retention RegiSterSesecesrresessrnnccsraiestsssnsannssssnss 402-~-09
Range Files. ; : : :

Land ADP File...eueeerenacnonanns N " 912-05

Management PlanS..covssesnessannssnnssessennssasnnns 1108-01

People (Heir) ADP File..vessesvonssnstaseasnsccannns 912-04

Permittee Payment ADP System...ccrvevnetnenrcossssses 912-07

Right—0f-Way..iescssirsnannesssnnnssnesnssnsssanoans 1105-11

SOl SUIVEY.ee:ereeatctacnsttscncscssrssasronnonsnsns 1108-05
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Unit Case Files.....v.v.. seseararsssatanane sessarans
Wildlife and Range Maps........ rsereensccrenannsans
River Basin Investigation Studies Files ...... tesesenane
Road Files
Construction and Maintenance Reports...... cesesnanan
Construction Project FilleS....veeeeceeossonsees ceesen
- Easement and Deed Filegs...c.veeennne ceaerarresseannas
Inventory ADP Files..... cresesersansana terrrresnans .
Program Project Files...... terecansrarsatetasreaanas
: Project Map FileS+scevvavnenens crssessnnena taserseeas
Routine Control Files...... crrersan crssenay Ceraans sessenaa vee
S
Safety Inspection Case Files.,....enee.. W essesresstatainnes '
Safe Combinations..... Cereeraen Cereearranes iecavesennnane ..
Sale Data Files, Timber....... beeranens esesaesessanneane .o
Sales Ledgers, Timber....vevseee tererenee e e eeresassaesasan
Scale Check Report, FOTeStry..uurevnssrnsroaness ersrsenaas .
Scale Reports, Forestry.....eeseesces trrssrttrreanan tesneas
Schedule of Cancelled Checks FileS.....oveeeeeorrenennnrees .
Schedule of Services, ADP File, Plant Management,.,.... ceas
Schedules of Credit Loan Collection Files......eeeveensen -
Scholarship Information Files ......... B
School-

- Census Working Card File........ vesraen cherrersansan
Evaluation Report FileS....veveerees seasscarennnnaa .
Facilities Construction Budget Files,........ cameses
Facilities Functional Requirements Files,.... saanens
Facilities Master Equipment ADP File........ sensrans
Facilities Master Room Type ADP Files,,...eevesnns -
Facilities Project ADP File.eueserseesossnssssasnasss
History Card Foldersssssasceccscaca sserenrnensana ‘e
Program Narrative and Statistical ReportS.secscsssass

Scratch Tape ADP Files..... Paeresvsrtrernnnan chesannsesnnns
Security -

Account Files------------,------ ........ sttt ssesnnas

Backup Tape ADP File.eeuvevevreennrnnressnsosnannses

~ Classified Document Container.eesesssassrsosssrcennas

*"  'Clearance Case Files, Employeee«rssvess ceesreseannas

-Clearance Status Files, Employeescscassss cssesacneas

o Inspection Case FileSseesesnsesssinsnsearasrsnvsonsnas °°

- Violations Filesterersreersnrsnesnnsnasacnancsness .o
Self—])etermination Grant FllegSescessasecasoresensssanssnsnas .
Semi-Annual Industrial Development Employment Reports«+v...
Service Record Card Fileg vesse s hresEsresresE R e T ansas B e a s

Settlement Certificates ------------- R
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1108-02
1108-03
1103-01

1203-02
1203-03
1203-08

911-01
1203-01

~1203-05

101-05

306-10
306-09
1167-03
1107-04
1107-10
1107-05
703-12
909-02
1201-11
1404-02

1402-09
1406-01
1405-04
1405-02
910-01
910-02
910-03
1402-03
1401-04
902-04

1109-08
902-09

© 306-09

306-01
306-02
306-10
306-03

*1308-01

1201-03
401-03
703-06
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Social Service Program RecoTdS....iveereossonsosarassnsnnns - 1301-03

30il and Moisture Reports, Files and Surveys....ccvsesenasss
{(AI1l Other Reports) ...u.ceeececreorocrnccsssssaansnns 1104-09
Conservation MapS....eieecessrrsoasrarsensssnsassanas 1104-05
Conservation Periodic ReportS.....v.eecevevessnnses. 1104-08
Bistory Case FileS.ieviessesorneasrsnncnssssarsscnses 1104-06
Range SUIVeY S .euiuuerersrsiantosscnansnssssinssnsucsasna 1104-04
Soll SUEVEY .ucurriititriacssstsassasssasssrssnananns 1108-05

Space _
Allocation and Utilization...ueeeeeeocrccnsssacnanss 307-14
Reporting FilesS .. cevcuiariveruscstsnsassasrasnssenas 307-16
Special Allotment Cutting Permits.......cicieeieconcsasnnons 1107-07
Special Delivery RecelptS...iuieeesnsssnssassosnsanneasvasnn 305-01

Special Disbursing Agent Files....veeivnsrsssansssnnsavannns 706-05
Special Disbursing Agent (ISSDA) Report Files, Indian

) Services...... L eeresbertasesetsatrranrasnansasnananns 706-09
Special Educational Field Survey Files........cuiccnvaessnness  1506-04
- Special Financilal Assistance Project Files, g <

Business Development ....cveeesosssonsnsosasassssenns ~1201-07

Special Health and non-Periodic Report.......esseeeensesesss 1301-05 :
Special Health SUTVEYS...eeesecessasenacsscsssssnsaasasnnass 1301-04 e
Special Management Reports....... Cherrarsaessesnncnsresanses - 202-09
Special Reports on Employment ASsSiStanCe.....evsessvsssacsss 1202-05
Special Report ADP Tape Files..iiiceseransssassnssnsnnnnsonn 902-10 ; !
Special Social Service Program RecordS.......eceavesecnnsaes 1301-03 ‘
Special Tribal RecOYdS .iusseeesessesocsnnrsscnsssesnssscans 1306-03
Special Welfare RepOrtS....o-cseevscssscsassssanassanassosnss 1305-03

Specifications File, ADP Program.....eeseescecsasssrssasssss 901-04
Speech FileS...versesrcanecoannsronssensssssarsassssasasssss - S01-02
State Annual Report Files, Johnson-0'Malley Act.......esuss 1403-06
Statement Files, Reconciliation....uueeeeenescncrocssssensas 706-08

Statement of Recelipts FilesS.i...iievrenntesacccasssssssacceas 705-05
Still Picture Photographic Files.....cveerecssnnsccsscassnnns’ 304-02
Stock Purchase FileS..uessseeeassssocssnsasasssssnssssesssss . 1201-15
Stock Record Card Files, Publications...:..esecenssnssncssns 303--07
Student ) . o ;
Activity Account FilesS....ieesnsnceessenennncassnnes 1402-08
Application File, Area Office.......vecvneveannnees 1402-04
Case FileS...ivevreneansarasncsosrosnsosssasseasssens 1402-05
Case Files, Material Duplicating......ceesvivecioess 1402-07
Enrollment Coding Sheet FileS....vievvsensnsssennes. . 1402-01
Enrollment Form FileS...eeeeesnnssavsnsnssnssaesacss 1402-02
Enrollment Records Systems ADP FileS.....eoevnessnnss - 910-07
Famiily Case FileS...:.eveevvessasssassnansonanassoesns 1402-06
Nurse Training Case Files.....ceveevecsoncsasscesass - 1301-06 -
Trainee Payroll ADP Files........cuviievscncnnnncens .- 905-05
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Subsidiary LedBeT FALes ..vurvevsevnsneneersnssnearsnenesns 703-04
-Subsystem Module Documentation ADP Flle ..t oevsveneannennsa - 901-03
Suggestion AWATAS .. vuiiersiinererarsisannranararrasersasses 403~01

Summary of Long-Term Croppiug Plans .......c ccvseenrnsnnenas . 1104-03

Superior Performance Awards ,......veecviioaocnennasnsanneas 403-01
Supply Activity Reports....... e haaaraesserarece s se s 307-08
Surety Bond Files..........uuns J AP 1t B E X

" Survey Books and Field Notes....... e eretaenaceraeser s . 1203-04

Suspense Files ...vieuiiiraeinrarnnsnsnnsscansnncasscnasonnns 101-03
System "Dump" ADP FileS ....eeueesesraneasesasarsevsocsonnns 902-07
System Feasibility ADP Study Files v eneeceesioassnennsnnn 901-01
System ADP Files, Judgment Roll.....iienvnsrcnnnrnvornneaes 908-02

Tapes, Magnetic (See Part 9 o

Tax ASSLSLANCE FAlES s vsveessoreennnssaseasssessenasanccoanss 110909
Tax REOEUTTL FLLlES o uns covovnsnesernnasannsresssnssesnasiionssas - 1109-10
Teacher Recruitment ADP File,......eiecesanararevannarennnn- 906~04
Technical Assistance Files, Design and Construction,..i.... . 1304-01

Technical Assistance Project Files, Training...........ce0.s - 1308-02

Telephone Directory Files......eeveesennrranns Cerreeneanane 302-01
Technical Manuals, EqUIpMeEnt ....oivevesosovascanorcnvssnson = 307-01
Technical Reference Material....c.eoessonsnonrsrarararcasas 101-14
Teletype Files,-Original..........;........................ 302-02
Temporary Materials in Official Personnel Folders.......... 401-02
Test RecordS, EMPlOYEe....cveeerasarnressarorasssossasnanns 402-10
Theft Files, Property...ceeecceessasercrarannenns feerraeeas 307-12
PLCKLEY FlleS eueesmceeareessosaronsnronssosoonsscssssnsssnses 101-03
Timber and Fire Trespass Case FileS......ceveveaiasassncsen 1107-21
Timber . B
CULEIng PeTMItS . v veneneraraseroracennasnaasoasaonsss 1107-08
Management PlanS......uiveeerevererorosscrntnannanens. 1107-01
Sale CONEYACE FileS.uueeeresennsesessasssasianrsnsns 1107-02
Sale Data FLleS.uiuereeenreraveasaossonenrasensnsnsns 1107-03
S21eS LedZETS . evenerrnrennnacasssseacesvarororsnasnss 110704
Timber Cut, Monthly RepOTt....ieiveeccescanassressss [ 1107-06

Time ;hd Attendance Reports----.iu...}.;..........;........ S 704-01

Timekeeper/Union/CFC Address ADP Filee-:esrcrecsrseaioreees 905-08

Time Sheets, Work Relief....... b reracerrsearr e aar e n by 1305-02
Title Files — Deeds, Land....v.cvvisavronsssasosnsocvsonans 1105-06
-Top Secret Document Accounting and Control Files... .cusaosss 306-07
ToWn LOL USE PEITATS . o eeneressenssesasstseessasanaisssns 1105-18
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e
Training : )
Individual Employee Files......iiinevsneenerunas vess 406~01
Program Administrative Files.....oveevevscarcaas sees 40606
Report Card Files, EMplovee...vivcivsiosrsnsrnansnsns 406-02
Report Files.,,...vuvseuegecorronoasarsasasnsosnannsse 406-03
Tribal Assistance (Technical) PrOJect Files....evvn. 1308-02
Transaction :
Aborted Land.....vvciesrecianesssssorsnnasannssannns 1105-04
History ADP File....ievisoranacsoreernssiossanrsanaes 904-03
Land. . e ererrenneranaenaans G eteetecscicsiaasanaenn 1105-03
Monthly Journal....eeeeveeeeassaenessossassessen P 703-09
PUrchasSe, .. iivi et tanroararnaannsnssssarasannnnass 801-02
Statement....cevenoeronnnsnes Prearanann crereanaresan 705-02
Transitory Flles. ... .ioiiiseriivesioeesesnsasanasssssssnnans 101-04
‘Transmittal
Audit RepOTES.sicieasesnnsansnnsanss bisec v sernaanes 1003-03
Letters of Transmittal......iivescvinsnasscosonsnsss 101-04
Transportation
~Passenger Records, Carrier .......ccicieenncannnansss 703-02
Passenger Records, Individual.........ovicvuveunenn ses - -703-01
Transportation Request Accountability Records...........c.s.. 308-02 T
Travel Files, Employee....veveeronesroanasssnsrsssnnssnsnsans 101-08 o
Treaty Files...... Prese et rarn et e semasenarranarans . 1306-01
Trial Balance FileS.....cevsssunsenrsansssnacnsassenans e 706-06 .
Trial Balance Files, Unappropriated Receipts.........vvu0uen 705-10 !
Tribal
701 PlanS...vauus s ssassmassarrareaeatarernanas caese 202-04
‘Agreements,.... et ieaeseserrasesresennurins heseraaae 1306-04
Audit Beport Files,....ivevreeeennecosossanansnsaroasse 1003-01
Budget and Allotments Flleg..,.....veeerevencensanans 130402
Census Polls, Card and Book,.....ooiveevivncnvss e 1306-06
-Charters, Constitutions and By-lLaw Files,........... 1306-02
CONEYACES . v vsvnevssaranrsssancvsannns eerrasanans veo  1306-05
Customs and History Files,......eecinererornonosasss 1306-11 :
. Fund Ledgers....... ererararrenaan cererreas cererenes 1306-09 i
Group Meeting FileS..eveeieneereassrosrsnasensnncnns -1306-10 ;
Law and Other Records....vvvvevernes cheaieae [ \ 1302-02 :
Meetings.....cveuus frrareriearevisestitaaas st ureanys 1306-12
Records, Special,.u.iieiiiiiiiniiiineenronnareansnns 1306-03 ;
Trust and Tribal Accounts General Ledger Flles, Control..... 705-01
Trust Withdrawal Program Files.....ean-ccesonssasnn ciasnssne 1101-02
Tuition Assistance
EMPLOYEE. « tevnrrarnaneaanat e sarareanane s e 406-04
Indian Tuition GrantsS...cesseesnsessrsasas resesesan . 1404-05
- Indian Tuition LOANS.rccetenoasonvsrcassrnrsons carens 140403 ~
Twenty-Day Case FileS....cevevansss st acesan e Persasena 1106~03
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U
Unappropriated Receipts Trial Balance Fileé ................. 705~10
Unavailable Receipts Files, Report of.cvsuneaaaninanas. 705-06
Unit Case Files, Range:«s:sasee: ceraaens tretrrereaerarrerense 1108-02
Unpublished Manuscript Files...vavievanranenne rearressarens 1401-02
Unsolicited Proposal FilesSeesseseasesnans betbsererserbsenaas 801-05
User Documentation Filescesssoessstsssssssnanrarsssrasvsanes 901-07
Utilities Evaluation Survey Files cceircerinnvinciescennnnes 309-01
UTtilities Reports ........................................... 309-05
Utility ADP Files, Plant Management.sssssreoaerroronssnnraas - 909-01
Utilization Record Files, ADP Machine....ceseeicienernannnen 901-09
v
Vacancy Announcement Files:eseserecrcrcarcrostoerooenanarans 402-08
Vacant Posgsition ADP Filesesevseessenansann reessea s Er s 906-0 -
Vendor Reference Materials FileS.eeesraercererontasassensans 307-02
Videotape FilesS...vvvernvenvsevennnonsomenssssens e iareean 304-04
Violations Files, Security....... rerecenenn Meerecaer ey 306-03
Visitor Control Files.,...veveeereoncnannnsosnensnnnsanscnss 306-11
Visitor PasSes ....cevees e eereeveeerrescanasraasanananaenan 306-12
Visits to Dispensaries, First Aid Rooms, and Health Units... 405-05
Voucher and Schedule of Payment FileS....ceveevnreccnnnnanns 703-10
Voucher FileS....uereerreensnrenensnsnssocsssnsasnsnasnnsnns 70601
W
Warrant Files, Appropriation ,........eececesesnsasasnsannns 705-03
Water Rights Legal Case Files, Irrigation and,,............. 1103-04
Welfare Case Flles. . .ivivieesnesenrasrosssrsarancassassnnnsas 1305-01
Welfare Reports :
PeriodiC, .viveereeeseararennrnsaranssons feesereneees 1305-04
Special....viiestesransssssrscsennarsrnnens [ 1305-03
Well, 0il Records ....... Cedrrenstessataaraannns v eeneeanan . 1105-15
White House Correspondence Files ....... s eseeane eieenvess 502-02
Whitten Amendment Review Papers ......... Crsanes Ceeseavansan 404-02
Wildlife Maps (All Others), and Range ,.......eevveevennsnns 1108-04
Wildlife Maps Files and Range..... eereaea feerante Ceeereeasres 1108-03
Work or Scratch Tape ADP Files.....vivvvneensvnnsssnscssnans 9502-04
Work Papers, Extension.......ciieeeivunensvenann Cerarereaas 1307-02
Work Relief Time SheetsS.....veeveesnsonsss Cereanerteaseanann 1305~-02
Work Requests for Building Maintenance ,.......covsorsennnns 307-15
X
Year-to-Date Pay History ADP File .....ccvvvevnonnecsannsnns " 905-01
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United States Department of the Interior

OFFICE OF THE SECRETARY
WASHINGTON, D.C. 20240

15 BIAM Supp. 3 Release 3

JUN 16 133

Memorandum
To: Holders of 15 BIAM Supplement 3
From: Assistant Secretfary - Indian Affairs (Operations)

Subject: Manual Changes to 15 BIAM Supp. 3 to Reflect Lifting of
General Services Administration Freeze on Certain BIA Records

Effective immediately, this release 1ifts the General Services
Administration (GSA) freéze on the following series of Bureau of Indian

Affairs records:

102-014A2 307-09 404-01 705-06 ~1107~16 1402-12
102-0181 307-~10 502-01 706-09 1109-03 1405-01
102-01B2 307-12A 600-01 1003-04 1201-02 1405-03
201-02A 307-12E 600-03 1103-01 1201-04 1405-04
201-03 307-13 702-03 1103-08 1201-12 1406-01
202-01A 308-04 702-04B1 1103-12 1203-01 1406~03
202-02 308-07 702-04B2 1105-04 1301-01 GRS 3-3
202-04 309~01 702-07 1105-06 1301-09

202-05 309-04 703-03 1105~13B 1367-05

202-06A 309-05 703-04 1105-15 1402-03

203-07 30906 703-16 110703 1402-08

307-04 401-01 703-19%

Disposition on accessions retired under the above authorities can now be
carried out where appropriate. :

All other series originally frozen by GSA on (September 27, 1977) will
remain frozen until further notice. In addition, the GSA freeze is now
imposed, effective immediately, on the following series:

1105-08b
1107-21d
1201-06a "~
1201-11
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Filing Instructioms: d

(a) Remove superseded material:
None

,
(b) Insert new material transmitted:
None

(¢) Pen—-and=-ink changes: .,
Remove Lhe asterisks following the Disposition Codes listed above in
15 BIAM, Supplement 3, Appendix 2. (dated 2/11/77)
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