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- OFFICE OPERATIONS
Mail and Records Handbook

FOREWORD

This handbook is designed to provide procedural guidelines
on the records management functions in the Bureau with the
exceptions - of Correspondence, Filing Systems, and Records
Disposition which are given attention in other parts of

the manual and/or handbooks. This supplement to basic
manual material in 15 BIAM 2 and 3 provides general back-
ground information on Records Management and more detailed
guidelines on Mail Management, Telecommunication Management,
Microfilming, Vital Records, and Availability of Official
Records to the public., It is designed for use by operating
personnel and more specifically to assist the technician
working in Records Management. '

Guidelines and instructions related to the Bureau's paper-
work management functions are being published in 0 BIAM,
15 BIAM, 33 BIAM, and 35 BIAM. In addition to this hand-
book, 15 BIAM includes instructions on correspondence
already published in the "Bureau of Indian Affairs
Correspondence Handbook.'" 15 BIAM will also include hand-
books for technicians and clerical personnel on Files
Management and Records Disposition.
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CHAPTER 1 - RECORDS MANAGEMENT - GENERAL

1.1 Purpose and Objectives. The Bureau's overall records
or "paperwork  management program is designed to provide
for efficient, economic, and effective controls over the
creation, distribution, organization, maintenance, use,
and disposition of all of its records. The objectives of
the records management program in the Bureau are:

A. Improve the quality of letters and memoranda so
as to facilitate operations through clearer expressions of
information and instructiens, '

B. Reduce costs by simplifying preparation and han-
dling of correspondence, particularly when it is of a
repetitive nature. '

C. Eliminate unnecessary paperwork.

D. Assure the permanent or extended retention of
records having long-range legal, historical, administra-
tive, and other values. :

E. Reduce the volume of records by disposition of
those of temporary value.

F. Improve the usefulness of the records retained.
G. Minimize the cost of records maintenance.

H. Protect records from loss, alienation, defacing
or alteration, or from disposition without appropriate
authority. : _

1.2 Authority. The Federal Records Act of 1950 requires
the head of cach Federal Agency to establish and maintain
an active, continuing program for economical and efficient

records management within the agency. Program guidelines

are established in Federal Property Management Regulations

101-11.1, entitled Federal Records; General. Parts 430-436

of the Departmental Manual define the purpose, scope, and:

content of and the responsibilities for records management

in the Department of the Interior, and places the responsi-
bility for records management on the head of each Bureau .

or office. ' '

Release 15-16, 2/9/70
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1.3 Organization and Responsibilities. Responsibility for
development and coordination of the Bureau records manage-
ment program is assigned to the Central Office Management
Research Staff. In addition to developlng the program, the i

- Management Research Staff conducts continuing studies to -

maintain effective operations and adequate instructions,
maintains liaison with Bureau offices and other Federal

“agenicies to insure compliance with regulations, reviews, -

operations, and reports necessary for effective adminis-
tration. The responsibility shall include the following
records management program areas: ,

Correspondence (15 BIAM) -
Reports (33 -BIAM)

Forms (33 BIAM)

Directives (0 and 33 BIAM)
Mail (15 BIAM)

Files (15 BIAM)

Records Disposition (15 BIAM)
Microfilming (15 BIAM)

Records Availability (15 BIAM)
Vital Records (15 BIAM)
Paperwork Automation (35 BIAM)

A. Records and Communications Services will provide
administrative services for the Headquarters Office, Wash-
ington, D.C., on the following record functions: Mail, files,
records disposition, records availability, and vital records.

B. Each Area Director is responsible for development
and implementation of the records management program within
his area. Under normal circumstances, the responsibility
should be assigned to an Area Records Officer with functions
similar to those prescribed for the Central Office Management
Research Staff, above. Upon assignment, the name, unit,
location, and telephone number of the Area Records Officer
will be submitted in writing to the Central Office Manage-
ment Research-Staff. Changes will be reported promptly.

C. Superintendents and heads of operating offices are

responsible for the records management program on a local

level. This responsibility may be assigned to a local
Records Officer in larger agencies.

Release 15-16, 2[9/70
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CHAPTFR 2 - MAIL MANAGEMENT -

2.1 General. Mail Management by definition 1is the application of efficient
and economical management techniques to mall processing operations, including
recelving, sorting, opening, routing, distribution, delivery, control, pickup,
and dispatching of mail.

2.2 Guidelines. The following publications provida additional guidance on
mail management and should be availablae to each mailroom of the BRureau.

. A. Mail Management guidelines for the Federal Govermment including the
mall management function, program requirements, and program implementarzion are
estahlished in Federal Property Management Regulations 101-11.304.

B. Departmental Mail Management standards are set forth in 433 DM | and 2. -

C. Chapter 3 of the BTA Correspondence Handbook includes Bureau instructions
partaining to the selection of euvelopes and mailing labels and addressing
mail.

D. U.S. Postal Service (U.S.P.S.) regulations are contained in
the "Domestic Mail Manual”™ along with revisions which should he availahle
for use in all mailrooms. Nther publications, "Nirectory of Post Nffices”
and “"Tatermational Mail”™ (Publication 42) and revisions may also he
needed. Coples of these publications can be purchased from the Covernment
Printing Office as follows:

All coples needed by offices under the jurisdiction of an Area should be obtained
through the Area's Property and Supply 0Office. Copies required bv offices

under the Central Office should he obtalned through Property and Supply in the
Washington Nffice. 1

E. For ZIP code requirements, each mailroom should maiatain the latest
copy of the "National ZIP Code Nirectory.” Copies of this rdlractory can he
purchased from the Government Printiang Nffice through the appropriate Prooerty
and Supply 0ffice (see. D ahove).

2.3 Mail Management Objectives. Mail Management 1is designed to improve and
expedite operations by the development of efficient and rapid mail handling and
routing procedures,. The mail handling staff in each ofFice has the following
ocbjectives:

A. Deliver all mail promptly to those responsihle for action.

B. Tnstitute only minimum and necesgary controls to insure or facilitate
action within reasonable time limlts, or to prove receipt to meet legal or
regulatory requiremetuts. -

Supplement 2. Re]egse 21, 7-8~80
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C. DNispatch all outgoing mail quickly, accurately, and according to
regulations.

2.4 Mail Management Standards. Standards for effective mail management within
the Bureau shall include:

A. Establishment of central mail receiving and dispatching points, whenever

appropriate, to ILnsure econcomical processing.

B. Development and maintenance of current vouting guides to insure prompt
and accurate delivery.

C. Development and maintenance of time schedules for mail pickup and
delivery to Insure efficlent messenger service.

D. Development of work measurement data to establish performance standards
when volume of mai{l and number of mail personnel are sufficiently large to
warrant the cost of such development. (A nminimum of three {(3) persons in a
mailroom, each doing similar repetitive work on a full-time hasis would probabhly
be necessary to justify local development of performance standards.)

2.5 Postal Regulations. Transmission of official mail through postal channels
s governed by regulations of the U.S.P.S. contained in the "Domestic Mail
Manual.” Postal regulations are implamented for Bureau use as follows:

A. 0Official Mail. Letters, hooks, reports, maps and drawings, or other
material relating exclusively to the husiness of the Government are termed
official mail and may be transmitted at Government expense through facilitties
provided by the U.S.P.S. Any unofficial matter made a part of or enclosed with
official matter removes the entire communication from the category of oEficial
mail.

B. Types of Mail Service. The following types of mail service are
available for official I1.S. Government mail, .

(1) Airmail.

t

NDescription: Fastest service for international mail weighing 10
ounces or less. - '

Applicatton: Do not use airmail service on domestic mail.

- BIAM REISSUE
Supplement 2, Release 21, 7-8-80 - - FEBRUARY 1984 -
_—
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(2) Express Mail.

(a) Domestic.

Nescription: Guaranteed next-day delivery service to over
400 cities nationwide. Programed or regular service availahle. Danending on
volume, could be less expensive than first-class mail.

Application: Check advantages of using this service with
your local post office when speed of delivery is eritical.

{b) International.

Description: Provides faster but more expensive service than

airmail to Australia, Belgium, France, Hong Kong, Japan, Vetherlandg and Mmitced
Kingdom., '

Application: Check with your loecal post offtce when speed of
delivery tn these countries is critiecal.

(3) First-Class Mail.

NDeseription: Fastest service {next tn express mail) for domestie
mail. Receives same service as airmail. “ore than M nercent of first-class
domestic mail is delivered within 2 days.

Application: Use for handwritten and typewrittan correspondence
and other material requiring sneedy delivery. NNOTE: The Postal Service will
treat as first-class mall all pleces weighing 13 ounces or less unless they are
endorsed to a lower class.

(4) Priority Mail (heavy pieces).

Nescription: Fastest available mail service for first-class mail

weighing over 13 ounces and other classes over 9 ounces and not more than 70
“pounds.

Applicationgﬁﬂse only when speed of delivery is critical. NOT
Pleces over l3-ounces will bhe treated as third- or fourth-class mail by the
Postal Service unless they are endorsed as prinrity mail.

BIAM REISSUE
Supplement ., wl:ase 21, 7-8-80 . _ FEBRU!31'1984
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(5) Third-Class Mail.

(a) Bulk Rate.

Description: Requires Postal Service permit and special
premail sorting and preparation by ZIP codes. Rates are applied to mailings of
identical pieces of printed matter and merchandise sent to different addresses
in quancities of not less than 50 pounds or 200 pieces. Savings exceed 50
percent of first-class postage on pleces weighing 1 cunce or less.

Application: Tlse instead of first class for qualifying mail
when speedy delivery is not essential.

Each plece must weigh under 16 ounces and must be identical In size, weight,
and numher of encleosuras. The prianted textual matter need not be identical.
Consult your local post office on hulk—-rate mailing permits.

(b) Single—~Piece Rate.

Nescription: Low-cost sarvice for single pieces of printed
matter and merchandise weighing over ! ounce and less than 16 ounces.

Application: se Instead of first class for qualifying mail
when speedy delivery is not essential.

(6) Fourth-Class Mail (parcel post).

Description: Lowest cost service for printed matter and merchandise
weighing between 16 ounces and 70 pounds. (Postage savings are as mich as 7N
percent over priority mail.) A4n even lower special fourth-class rate is
avatlable for books weighing up to 70 pounds (no mimimum limitation). OQualifving:
books must contain at least 24 pages, at least 22 of which must be printed and
congist wholly of reading matter or hibliography or consist of reading matter
with only incidental blank spaces for notation. The Postal Sarvice indicates
that 95 percent of parcel post items sent from the Washington, ND.C., parcel
post facility should be delivered within the 48 contiguous States within 2 to 7
days, depending on distance.

Application: Ise for qualifying mail when speedy delivecry is not
essential, _

T R,

(7) Registered Mail.

Description: Security service. Movement 13 contrellad theouchout
the postal system. Delivery can be restricted to the addressee. Far an
additional fee, a return receipt (proof of delivery) can be obtaited from tha
addressee. Postal indemnity is limited to 3100 for official fovarament mail.

-
-

Supplement 2, Release 21, 7-8-80 y _ . B1AM REISSUE
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Application: Use only when required by law for material that
requires extensive security and protection or to transmit SECRET defense-
classified material. Obtain return recelpts only when proof of receipt by
addressee is essential for the records of the sending agency.

(8) Certified Mail.

Descrintion: Proof of delivery service. Availahle only for first-
class and priority mail. The carrier ohtains the addressee's signature, which
is kept for 2 years by the delivering post office. A return receipt can also be
obtained for an additional fee. Certified mail does not offer extra security
or payment for loss. Certified mail costs substantially less than registered
mail. Restricted delivery may be obtained for an additional fee.

- Application: Use only when proof of delivery is essential and the
material has no monetary value. Use for CONFINENTIAL defense-classified material.

(9) Special Delivery.

Nescription: Recelves preferantial handling to the extent possible
in dispatch and transportation and ensures delivery hy addressee’'s post office .
on day of receipt.

Application: Use only when specifically required by law or when
prompt delivary by receiving post office is essential.

(10) Insured Mail.

) Description: Insurance 1s available for third- and fourth-class
and priority mail for protection agalnst loss or damage up to 5200. Restricted
delivery and raturn veceipts are available for an additional fee.

Application: llse only when the replacement cost of the item
justifies the expense of insurance. Normally, Federal .agencies should not
insure third- and fourth-class mail. -

{(11) Restricted Déiivery.

beééff%tion: Provides means to restrict delivery to addressee or T
to an agent of the addressee who has heen specifically authorized in writing by
the addressee to receive restricted delivery mail.

Application: Use only when it 1is desired to 1imit delivery to
addressee or agent.

| . ‘BIAM REISSUE
Supplement 2, Release 27, 7-8-80 ' E;lﬂﬂﬁﬁ&'lgai
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(12) Special Handling.

Description: Provides preferential handling in dispatch and
transportation hetween post offices. Does not provide special delivery.

Application: Use for third~ and fourth-class mail when it is
necessary to give such material preferential handling. Tt 1s less expensive to
send a third- or fourth-class parcel hy special handling than to send the same
parcel by first-class or priority mail.

(13) Return Receipt.

Description: Provides racelpt for delivery signed by the addressee
or agent. Availabhle for mail that is sent €OD, {s insured for more than $15,
or is registered or certified. -

Application: Use only when it is desired to know to whom or when
delivery was made or when a signed receipt 1s needed.

(14) Military Official Mail. Military Nfficial Mail (MOM) service is

available for all official Covernment mail addressed to an overseas Military
Post 0Office (AP0 or FPO). MOM receives airlift from the point of exit from the
Mmited States to overseas APO's or FPO's at approximately one—half the cost of
airmail. Mail sent via MOM is generally transported by land from the mailing

; point to the post of exit. Because of the savings fnvolved, vou should use

’ this service whenever possihle. All parcels sent via MOM should be marked with
large letters "MOM” to the upper right of the address in the area hetween the
address and the indicium. Envelopes need not he marked.

(15) Intra—-agency Mail Service. Mail addressed to persons within an
agency who occupy the same or an adjacent building is delivered by the agency's
messengers. Under special conditions, the messengers may deliver mail to -
addressees in other agencles within the same city or area. If addftional
Information is required, attach a routing slip. If a cover is desirable, use a
chain envelope such as Standard Form 65-A, -B, or —-C, U.S. Govermment Magsanger
Envelope. A sealed envelope 13 seldom used for within—agéney mail sent by
messenger. | -

(16) Mail Service Between Agencies.

(a) In Eany cities an interagency messenger service provides fast
pickup and delivery hetween Federal agencies within that city. Tn Washington,
ND.C., this service is called the U.S. Mail and Messenger Service. Postal
Service Form 0M 2 lists the Washington, D.C., agencles receiving the service
and a "Stop” number for each delivery point. Stop numbers are also listed in
the Interior DNepartment Taelephone Nirectory. Material should normally be sent

BIAM RErssyp

Supplement 2, Release 21, 7-8-80 . g FE?RUAR!’:Qa;
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in one of the three sizes of the IJ.S. Government Messenger Envelope. Folded
material may be sent via interagency messenger service in a plain envelope or
in a postage— and fees-paid anvelope on which the indicium 1s lined out.

(b) DNon't use the U.S. Mail and Messenger Service for:

(1) Security classified mail.

. {(2) Mail to an addressee not included in the W.S. Mail and
Messenger Service.

(3) Unofficial mail.

(17) Diplomatic Pouch. Agencies can arrange with the State Department
for diplomatic pouch service if it is needed. In general, this service i3 used
for official mail to an agency's representatives under the jurisdiction of

diplomatic or consular posts abroad. All such mail is dispatched through the
Departmant of State.

C. Nonmailable Matter. The Nomestic Mail Manual, Part 124, lists specific
items and types of matter which for various reasons are not accepted for

transmission by mail. WNonmailable matter described in detail in the Domestic
Mail Manual include such things as:

Harmful matters

Intoxicating liquor

Nbscene and indecent matter

Lotterles, false representations, lihelous matter
and solicitations in the guise of bills, or
statements of account

Nisloyalty and threats to the President

Copyright violations

Certain foreign communications

Some matter is mallable under special rules and include such things as:
Perishable matter
Plant quarantines
Concealahle firearms
Switchblade knives

BLAM REISSUE
_ , FEBRUARY 1984
Supplement 2, Release 21, 7-8-80 ' S
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Mail matter may not he mailed in any form if done so in violation of postal
regulations for such reasons as failure to pay postage, improper size or weight,
improper permits, improper addresses, etc.

Postal restrictions should he known and observed in each office. When mailers
are in doubt as to whether any matter is properly mailahble, they should ask the
postmaster. Receipt of nommailable matter by a Bureau office should he reported
irmediately to local postal officials.

Do Size Limitations on Mail. New minimun size regulations for all mail
became effective July 15, 1979. In addition, a surcharge was imposed for
certain nonstandard size mail.

The new minimun size standards require that mail 1/4 inch or less ia thickness
he:

(1) at least 3 1/2 inches in height and at least 5 Laches long.

(2) rectangular in shape and;
(3) at least .007 inches thick.

All mail other than keys and identification devices ant neeting these standards
will be returned to the sender.

A surcharpe is imposed for filrst-class mail weizhing one ounce or less and
single piece rate third-class mail weighing two ounces or less which does nat
meet the new size standards.

Mail in these categories will be nonstandard if it exceeds 6 1/% inches in A
height aor 11 1/2 inches in length or 1/4 inch in thickness, or if its lenpth is
less than 1.3 times the heizht or more than 2.5 times the height.

2.6 nffictal Mailing Tndicia.

A. Policz.

(1) All official mail, except metered and stamped, shall hear the
eagle symbol and the legend "Postage and Fees Paid, 1].S. Nepartment of the
Interior” in the upper right corner. No other peostage is required. This legend
may not be handwritten or typewritten. Tt may bhe applied hy rubber stamn. It
must include the pertinent 1.5.P7.S. Revenue Plecee Yeight Processing Code, which
is "INT-414" for RIA. Y
POSTAGK AND FEES PAID :;Blhﬁﬂgmlsgﬁ
U. 8. DEPARTMENT OF THE INTERIOR

abhnz

Supplement 2, Release 21, 7-8-80
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(2) Official mail matter sent as "Postage and Fees Paid” must show in
the left corner of the address side, the name and address of the Department,
burean, or office; "0fficilal Business;” and "Penalty for Private lse, $300.™

UNITED STATES
DEPARTMENT OF THE INTERICOR
BUREAU OF INDIAN AFFAIRS
WASHINGTON, D. C. 20243

QFFICIAL BUSINESS
PENALTY FOR PRIVATE USE $300

A. WYhen to Use Nfficial Mailing Indicia. 0nNfflecial mailing indicia shall
be usad for all official mail except metered and stamped, senf through the
U.S.P.S. facilities. This includes special delivery, registared and certified
mall, parcel post, foreign mail, etec.

C. VWYhen Not to Use Official Mailing Indicia. Official mailing indicila or
government postage meter shall not he used under the following conditions:

(1) By employees for personal communication. (The submission of an
application for employment or an application in a conpetitive Clvil Service
exsnination 1s considered to be a personal matter when first suhmitted te an
agency; thereafter, it becomes official Covernment buginess. The anplicant
must, therafora, pay his own postage for the initial submission.)

Penalty. “"Whoever makes use of any officlal envelope or
endorsement authorized by law to avoid the payment of
postage or reglstry fee on his private letter, packet,
package, or other matter in the mail, shall be fined not
more than $300." (18 USC 1719) ' :

(2) For the transmission of of ficial communications between offices
served by bureau messengers. U.S. Covernment Messenger Fnvelopes (8F-65) should
be used. ‘

R Sl e

(3) For storage or lnside envelopes.

BIAM REISSUZ -
) FEBRUARY 1884 7
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D. Official Business Reply Mail. FEffective September 1, 1980, Federal
agencies will be required to obtain business reply permits if they wish to
distribute official envelopes, cards, cartons, or labels to persons or organizations
when an official response 1s desired. The printing of husiness reply envelopes
requires a special format. WNormally, commercial-size number 9 business reply
envelopes should be used to accommodate materials that are smaller than 8.5 by
11 inches. However, other sizes may he used for special purposes. Agenciles
should initiate action soon to obtain business reply envelopes promptly, in
order to have an adequate supply by September 1. For additional information,
see Postal Bulletin No. 21228, dated January 17, 1980.

(1) Purpose. This provides gnidance on design, control, and use of
envelopes for of ficial business reply mail. It implements applicable requirements
of Part 137 of the U.S. Postal Service Domestic Mail Manual.

(2} nNefinition. Official business reply mail counsists of mail pieces
returned to any official address in the Bureau, via the 1T.S. Postal Service, hy
mailers outside the Federal government, for which the return postage 1is paid
for by the Bureau. It includes any first class mall piece for which the Burean
furnished a return envelope to a specific respondent, or distributed cards or
envelopes for general use.

(3) Applicability. The decision to employ official business reply
mail rests with the program organization responsible for management of funds
to which return postage will be charged. The decision normally will be made on
the basis of whether payment cof respondent’'s postage in replying te that
organization will be justified to the extent that the program or effort is
improved or enhanced significantly, compared to what results may be Lif respondents
pald their own postage. The presence of the following criteria may indicate )
the use of husiness reply mall.

(a) There is no legal or statutory requirement to reply.

(b) Tt will improve the results of surveys, reviews, and polls
to the benefit of the Government. .
" (e) It will assist citizens in their voluntary application for
information or services, or will Imprqve the collection of essential information
voluntarily furnished the Government.

(4) aneloEes.

A

(a) Design. In addition to size standards, there are spacific
design standards Incorporating required information, which official business
reply envelopes must meet. See Tllustration l.

Supplement 2, Release 21, 7-8-80 . " BIAM REISSUE
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B In ‘—41
P— 1:4 Sl t 34 e}
FOR PERMIT i — ¥
aGE
HOLDER S USE . ____“_: . '::’E:!O:STA:‘,
T OFFICiAL BUSINESS LW MAILFD
PENALTY FOR PRIVATL 1N TUE
uSE $300 'L};fm'tn_st_nn.s_
. ]
BUSINESS REPLY MAIL ——
FMST CLASY PERMHT WO NODON ARTIOWR 1 5 A
POSTAGE Wit Bt PMI Re U S GUVERNGERT B5LEN - m
AT LEAST
l—7-—~U.S. Government Agency —
1 Attn: Finance Degpt. ——
Federal Building —
Anytown, USA 00000 —
1
b,

{not actual size)

Illustration 1

(h) rontrol. Tha mathod of charsing postage and the amount
charged is sisnificantly different for offlelal business reply mall as compared
with offiefal penalty mail. Rusiness teplv envelopes will ha controlled hy
usiag organizations, and will not be open-stock items as are official stationery
and nenaltv anvalopes.

(5) Permit. Use of official husiness reply mall requires a paid
sermit from the T.S9. Postal Sevvice, which Is obtained under the pronvisions nf
Part 137.273F, Nomestic Mail “Manual. The Burean may obtain a siagle pernit to
cover all 5ppc1rtra11v {dentifled fiald addresses to which official bhusinass
ceply mail will be deliverad. The Divisinn of Management Research and Rvaluation |
will evaluate program needs for Business Dealv mail and obhtain the Rureau's
peemit LF warcvanteds '

{A) Payment for Postage and Fees. Retnrned official husiness replé

.matl-ts chareed to the Bureau on A ntece-bv-pirce hasis, as opponsed to charzes

based on sampling for official outgolng penalty mail. Accounting for returned
mail nieces will be made at destination Post 7€fices hefore delivery. Actnal
payment will be facluded in the tatal postage rayment to the IL.S. Postal Service
in acenrdance =it croceduces szt forth in 31, ™ 2, :

, | ~  BIRM REISSUE
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(7) References. The following contain information bearing upon the

use of official business reply mail, and should be reviewed before initiation
of {ts usa.

(a) Part 137.25, 11.S. Postal Service Nomestic Mail Manual

(b) Chapter 1 of the Department's Correapondence and Mail
Randbook, (433 nM)

(c) 312 oM 2

(d) “Payment for Official Mail, Fiseal Year 19XX" issued annually
by the Finance Group, M.S5.P.S. Headquarters, Washington, ND.C. 20260,

2.7 Payment for Postal Services. Procedures for the payment of postage and
transmission of all official mail matter are fn accordance with an agreement
negotiated annually hetween the NDepartment of the Taterior and the {1.5.P.3. and
are applicabhle to all offices of the Bureau.

Bureau procedures are as follows based on current Nepactment of Intarfor
instructions:

A. Responsibility and Mathod of Estimating Postal Services Costs. Each
Bureau office (Central Office, Area Nffice, Agency, School, etec.) which Aispatches
mail shall be responsible for estimating postal costs based on a sampling
technique unless they use a postage metar. An actual count of mail nrocesserd
by each office shall be made during two weeks of each year. The sampling
periods are selected by the [J.5.P.S. each vear on a random hasis. MR&F will
notify all offices when sampling is to be done and what forms are to be used.

B. Items Tncluded in Estimate. FRstimates of Postal Sarvice costs shall
include all official matter entared in the aited Statss Postal 3ervice, such as
ordinary first-class mail, special delivery, registered mail, Foraign mail,
parcel post, periodicals, postage-due items, proof of mailings, reply cards or
envelopes, return receipts, etc.

C. Reporting. Agencies, offices, schools, etc., are required te suhmit
their completed reports to their area level for consnlidation immediately
following each sampling period. Consolidated Araa raports and reports from anv
other reporting. offices shall be promptly submitted to the Central nffice,
‘Division of Management Research and Evaluatfon. Based on reports raceivad,
Management Ressarch and Rvalwation will pcepare the annual consolidated report
to the 1.S.P.S.

BIAM REISSUE
FEBRUARY 1984
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D. Payment. Rates of postage and fees for use in estimating yearly postal
charges are prescribed in Subchapter 130 of the Domestic Mail Manual. Quarterly
hillings by the U.S.P.S. are hased on one~quarter of the Bureau's Ffiscal year
estimate and submitted to the Bureau on Standard Form 1080.

Bureau offices desiring to review the postal payment procedures more thoroughly
may wish to refer to the Department Manual, Part 312.2.

F. Postage Meter Requirements. Some offices in the Bureau now use postage
meters. These offices ara exempt from the sampling requirements ahove, but
mist meet other requirements. In "Payment for 0fficial Mail - Fiscal Vear -
1980," the T.S5.P.S. lists the following requirements:

(1) The using agency will be required to rent their own meters.

(2) - The using agency will maintain a daily record of meter register
readings, PS Form 3602-A.

(3) The using agency will report monthly or quarterly the ascending
and descending meter register readings.

(4) The using agency will adhere to all regulations relating to
commerclial meter licenses such as preparation, place of deposit and dating.

F. Reporting Postage Meter Usage. In order to comply with R(3) above,
each office using a postage meter shall report its final ascending and descending
meter reglster readings for each quarter to MR&E 1lmmediately €following the
close of the quarter. MR&E will consolidate these figures and report them to
the U.S.P.S.

2.8 Suggested Mailing Practices.

A, Selaction of Envelopes and Mailing Labels. Before correspondence is
sent to an addressee, an envelope or mailing label must he prepared. The only
exception is internal mail that will be dalivered by an agency messenger or
consolidated in the mailroom for forwarding to agency field offices. This mail -
does not need to be enveloped. If such mail contains sufficient address
information after the "To:™ caption, it can he sent without further addressing.

The types of envelopes and labels that may be used are described in the Bureau
Correspondence Handbook, 15 RIAM, Supplement 1, Part T, Chapter 3. You may
requisition envelopes that are listed in the Stores Stock Catalog issued by the
Federal Supply Service, Ceneral Services Administration. Fnvelopes are also:-
available under Federal Supply Schedula Coirtra:: (see FSC Class 7530: Envelopes,
Printed and Plain). , ’

_ , BIAM REISSUE
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B. Addressing for Automation. Mailing envelopes and labels will be -

addressed according to guidance from the 11.S. Postal Servicae.

Tllustration 27

provides current IJ.5.P.S. guidance to ensure that automated devices in post
offices will be able to handle them expeditiously.

6 ACCOUNT NUMBERS.
DATES, ATTENTION
LINES Ete.

Enter these on any line of the
_ address block above the sec-
* ond line fram the bottom.

5 STREETADDRESS OR
BOX NUMBER

These shouid be placed on the
the line immediately above the
city, state, and ZIP Code.
When indicating a box num-
ber at a particular station, the
box number should precede

_ the station name.

! Correct spelling of street

 names is essential since some

: machines match the names in
the address to those like.it on
the machine's memory.

1 BASIC FORMAT

The address area should be in
block form with all of the lines
having a unifarm left margin.
It shouid be at teast 1 inch
from the left edge of the enve-
lope and at least 5/8 inch up
from the bottom of the enve-
lope. No print should appear
to the right or below it.

GENERAL XYZ CORP

ATTN MRC P JONES /[
1000 MAIN ST ROOM 4325

DETROIT Mi 48217

4. WINDOW ENVELOPES

Inserts and envelopes must be
matched so that the address
will show through the window
no matter how much the insert
slides around in the envelope.
There should be at least1/4
inch between the address and
the left, right, and bottom
edges of the window whatever
the position of the insert.

Supplement 2, Release 21, 7-8-80

2. UNIT NUMBER

Mail addressed to occupants
of multiunit buildings should
include the number of the
apartment, room, suite, or
other unit. The unit number
should appear immediately
after the street address on the
same ling—never above,
below or in front of the street
address.

3 CiTY STATE ANDZIP
CopeE

. These should appear in that

sequence on the bottom line
of the address-block. This is
where automatic sorting
equipment is instructed to
look for this information.

Mail presorted by ZIP Codes '
bypasses many processing ;
steps in the post office and

can get to its destination
quicker.

Illustration 2 .
- BIAM REISSUE
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C. Preparation of Mail. Tha Fnllowing guidelines should he ohserved in
preparing mail to expedite handling by the U.S.P.S.

(1) Lattar-size envelopes should not exceed 1/4 inch in thickness.
This means about four sheets of bond paper or elght tlssue weight sheets, or
2quivalent comhinazions. “Won-"achinahle” should he written above the address
an anv letter—size envelope that is thlcker than 1/4 inch after it has heen
stiuffed and ssaled.

{2) All envelopes should he pressed flar hefore sealing to remove as
rmich ailr as possible. Fach mail niece should he sealed securely. Howaver, in
the case of ragistered mail, 11.S.P.S. ragulations forbld the placing of paper
strips, cellophane tape, or wax or paper seals over the [ntarsecrion of tha
fFlans on the anvelope or package whers the special postmark Llmprassions will be
mada.

(3) Nffictal matter in the form of letter mail, or other natter ,
classified as first-class when mailed by the pnblic, is ziven the same nreferential
traiatient accorded First-class mafl and should be sacked separataly from mail
that 1s not ziven preferential treatment.

(4) Printed and other official marter under the classification of

(5) Th4e indication of type of service desicred, when other than regular
mail, mar he made on the envalope, card, packages, ate., hy rubbar stamning,
hand printing, typewriter, or by nvarprinting when the volume nf a particular
service warrants.

{A) To the extant practicahle, daily matlings to rhe same addragsaa
should he consnlidared. :

f7) ¥Mail sacks fnr fquantity mallings and labels for identifying the
eontents aay he obtained from tha local npnst offices.

{3) Ouanctty mailings should he tied with all addraesses facing the
sAane wav to facilitate cancellatinn and Aistribution hv the 11,8.2,5, Mail.
Addressad to the same clty or Stats should be tied together, , o

(9) Commnterized gvstems should ha programmed, wshen nossible, so that
addrassed are nroduced in ZIP Code sequence. The matl shonld then be Eiad in
huadles hy 212 foda. T
BIAM REISSUE
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N, Use of Past Nffice Stop Svstenm (Washington Nfice). The Post NFfice
stop system is designed to expedite the delivery of Gongrassional mail and of
mail to other Covernment agenctes in the Washington, N.0., area. Stop mail Is
kept separate from other outgolng mail in our mailroom and at the Post Nfica.
Several processing steps are eliminated within the Past NFfica resultinz in
more rapid delivery. This service is confined ton Government agenclies and
Congress. ‘o deliveries or collactions are made at private residences or
commerclal establishments.

inder the stop system, Government agencies or bureaus and hoth houses of Coangress
have heen assigned stop numbers which identify them. The Ruresau's stop numher

is 264. The stop numbers which have been assigned to Government agencias and
bureaus appear Ln the hack of the Nepartment of Tnterior Talaphone Niractury.

F. Use of Zone Improvement Program (ZIP) Code Nesignations. ZIP Code Is
a flve-digit national coding plan which identifles each nostal deliverv untt
and links that.unit with a major post nffice through which mail is routad far
delivery. The First digit identifies one of 10 large geoaraphical areas of the
Nation. The first three digits identify a major city or major distribhution
point {sectional center). The Five Algits togethar identify an fndividual nost
office, an area within a city, or a seecific delivery unit.

(1)} The ZIP Code shall he used on envelopes (except when the stop
system is used)}, stationery and publications or whenaver an of Flce address is
shown. Tt shall he fneluded In the address portion of all autsoning lektaers as .
well as on the envelopes (except on envelopes sent under the stap svstaem). The
72IP Code shall appear on the last line of both the address of destinat{on and
return address following the city and State. Yot lass than two nar more than
81X spaces should be laft hatwaen the 'ast laktar of the Starae and the Firgt
digit of the code.

» :

(2) Applications, questionnaires, and other forms which contala spacas
for inserring addcesses shall also contain the wnrds "ZfP cone” and snace for
the insertion of the "ZIP CODE" number following the "City and Stata,”

(3) ZIP Coded mailing lists will he added ro ar correctaed without
charge hy the post office. The 1lists should he siubmitted ta the loeal postaastaer
on printed or typed cards.

{3) City ZIP Code‘directaries ara Ffurnished Frae. Thay nav he nhtaiaad
from the postmasters of the multi-coded cittes. :

Supplement 2, Release 21, 7-8-80 ) ) . S:‘ILM REISSUD
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{5) Publication 65, National ZIP Code Nicactorv, replaces the State
ZIP? Code Mrectory., This publication contains a ZIP Code for each mailing
address within the Nation. Arranged alphabetically hy State, Lt provides a
listing of all post offlces, stations, and branches, with the appropriate five-
digit ZIP Code for each delivery area. This publication will he updated annually
as needed to iaclude up-to-date street listings and ZIP Code changes. The
UsSePuSe will not furaish conies for free distribution to the agencies, As new
editions of the directory are announced, the Department's Printing Section will
contact the bureaus and offices for their requirements, as nprescrihed in 314
M 9,

Fo. Use of Self-Mailer. A "self-mafler” is a matil plece that has no outar
cover, wrapping, or anvelope for the matarial heing mailed. A self-mailer can
_be a folded or unfolded post card, a single sheet, or a numker of sheets. ™he
use 2fF a self-mailer is parmissihle under the followlnz conditions:

(1) The pieces should be folded Flat,~ including those nade up in
state bumiles. IFf practleal, pleces should be Folded ta letter size to aid
disteibntion by postal employees. TIndividnal pieces must he fastaned on the
longest open edge. Tt s nrafaerred that thev he Fastened on all three anen
2dges. A gurmed fastener is preferable hut staples mav he nsed if they lie
conpletely flat and do not seick up te catch. The edges need nnt ha Fastaned
when 4 number of pleces, all having the same post office {n the addresses, are
2laced in a Hundle.

(2) Pieces that cannot he folded to letter size without damage, such

15 mlei-page bookleks and magaziaes, need not be sealed on more than one adge
{the "spine” or binding edge.)

(3) When double reply carls are used, the cards should he Fastened
with at least one gumed “astener or flat staple as descrihed ahove. Tha replv
portinn when detached must also conform with the requirements for letter-size
mail.

(4) Self-mailers that are not presorted, faced, and tied in bimdles
by ZIP Code must meet- all raquirements for envelopes or single cards, ineluding
slze, weight, shape, constcuction, addressing, color, and complete sealing.

(5) Self-mailars ant meetingz envelope or single card requirements may
he nailed as third~class mail preferably, or as first-class mail {F necessary
for mora rapid handling. Thev must he presortad, Faced, and tied hv ZIP Mnda.
(5) A clear rectangular space, not less than 2 ¥4 hy 4 inaches,-should
he provided on the self-mailer Fur ceturn adidress, penaltv or nostase indicia,
name and address of addressee, postal endorsanments, and nther pertineat marter.

-
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G» New Types of Yailing Pieces. When an office nlans to nreparse large’
quantities of mailing pieces which are not of standard Form or design, a sample
should be submitted to the T.S.P.S., Washington, D.0. 20260,

2.9 Mail Management Evaluation Criteria. Inefficient mail operations may bhe
indicated by the followlng danger signals: (1) When the elapsed time exceeds
four working hours between receipt of a letter in the maillroom and its delivery
to the action wmit, and (2) when more than 15% of incoming mail 1s controlled
hy the use of a mail control form.

BIAM REISSUE
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joint action points delivery i

3. Set reply time . 9. Develop routi_ng 15, Record only signifi~ 21. REStrict copy
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* REPORT NO. 15-1

P QUANTITIES REFLECTED IN ONE WEEK'S CODUNT OF MAILINGS
OFFICE FOR WEEK OF
A. REGULAR MAILINGS
Type and Size - : Service Unit Rate Quantity
ENVELOPES, =te.:
SMALL - uUp t0 5 3/4"" X 11 ' ....v..arsevurenes First-class $ .08 —_—
Airmail i1
LARGE - up to 11*’'x13** & weighing 5 oZ. or less First Class .24
. Alrmail : .40
. 0DD-SIZE - Over 11'*x 13*'or weighing over 5 oz. Firat-Class .65
Alrmail 1.20
PACKAGES: Packages will be given parcel post service unless endorsed *'Priority Mail/*®
" SMALL - 14 1bs. or less (Recommended maximum Fourth-clasa** 1.60 [ —
size 11°*x 9** x.10**) Priority 4,00 S
MEDIUM - Over 14 lbs. but not over 27 lbs. Pourth clasa** 3.00
{Recommended maximum size 11'°'x 9**x:230"*) Prioriiy ) 12.00
LARGE - Over 27 lbs. but not over 40 lbs. Fourth-clasg** 4.25 -
(Over size 11°*x 8** x 20*") Prieority 18.50
EXTRA LARGE - Yp to 100'" length & girih * Pourth-class*e 8. 50

B.

C.

-3
-

A

—quarter, month, etec............. Leseateraare b BN e b Be s e aras e

over 40 Lbs.

but not over 70 lbs. Priority 31.00

* Second, Third and Fourth-class Offices .
*+ Regigtered mail must be sent Airmail, First-class or Priority

SPECTAL, SERVICES

Matter Receipted on Delivery Unit Cost
gegistered mail (Limit $100 POD Indemnlty)........ciucvivrecnnenans 1. 20 —_—
Certified mail....c.vvvavennnans ............ﬂ......L............;.; . 30
Restricted delivery. ... vissonssensosasbsonistsrsssasrsassscanans .50
Roturn receiptB. . ittt iiis e trat it acrtarsrarnans .15
Tnzured mail (Limit $200 POD Indemnit¥)....vevevcceccenacneaaassass .40 —_—
Other Services ’
Special delivery........ i bteseurrraeactes At nets s racan e an .76
Foreign (double rate of 2A or International Rates) ceen —————
POSEEEE QUBs . evsnsanssssnsransasinttostnssscnasssstensessrsosmenns .15
Form 3547 (Change Of AJATESS8)e..vecasserssssnnssassnanassososnrnraas .10

Retdrn mail,

L e T .15

Incoming reply envelopes furnished to obtain official information:

Total Cost

SMALL - UD t0 5 3/4°7X 11 1/2°" tuvuvsncnnaconarancntvrsnnrecasnanne .08 —_—
LARGE = UD to 11" X 13%% s ncesenracnosrneansranrosansnssnannaasonsns ;24
Total Cosat-
- .

BXCEPTIONS TO PRECEDING UNIT RATQ;
PIECE THIRD-CLASS RATES: (Must be endorsed Third-class)

SMALL size - less than 5 8/4°'% 11 L/2%% .. euineiiirrarnavronesenas .08

LARGE size - over 5 3/4**x 11 1/2*'

Weighing 7 0Z. Or le88S... .0 ceereanctcsansrvsnccnsisncsnasnnas .20 -

Weighing In excess of 7 0Zeeciurvaacrroannristsresransenasareenns .48

‘'POST _CARD RATES

Must be thickness .007°° Lo 0095’ and not less than 3**% & 1/4'"

und not more than 4 1/4°'Y 8*°

regular mail............... e .08
Abrmail....ooiniiiininns Cesenas .09
POTALS: s e v v tesicsintearasmsaanacsanansasnnsnnn esesarareseesnan

CUPPLEMENTAL QUANTITIES OF MAILINGS (Not included above}-

ne time voluminous or mass mailings., Please ildentify as once a year

Supp. 2 Releas:

TOTALSe s+ s eomnstrrnosarronsetoansssusasasrsnssnncsstsantrtnanss

20 R/19/72
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BIA MANUAL SUPPLEMENT 15 BIAM. 3.1

OFFICE OPERATIONS
Mail and Records Handbook

CHAPTER 3 - TELECOMMUNICATION MANAGEMENT

3.1 Guidelines

A. Chapter 4 of the BIA Correspondence Handbook
includes Bureau instructions pertaining to the following:

Telegraphic Style
Bureau Telecommunications

1. Types of Telegraphic Messages
2. Precedence

3. Typing of Message

4, Copies

5.

6.

~ B. Part 101-35 of Federal Property Management Regu-
lations prescribes policies and methods governing the util-
jzation by executive agencies of telecommunications within
the United States. :

3.2 Use of Telephones. in Bureau Offices

A. General. The use of telephones in Bureau offices
will accomplish prompt and efficient handling of Government
business and will contribute toward a savings in paperwork
and costs. For these reasons, the use of telephones in
transacting Government business is encouraged.

B. Limitations

1. Use of Recording Machines. No officer or
employee of the Bureau shall use machines .for recording
telephone conversations, except in those instances where
machines are a regular part of the operating equipment for
power dispatching and similar purposes. Each such excep-
tion shall be subject to advance Secretarial approval.
Where approved, the recording equipment shall be operated
so as to give adequate notice to the parties to the call
and shall be used only for the purposes outlined in the

. statement-of justification. Secretarial approval shall be

secured through the submission of a statement describing
the nature of the equipment to be used, provisions for
warning devices, the types of calls for which it will be.
used, and the justification for recording to the Central
Qffice, Attention, Management Research Staff.

Release 15-13 ]1/14/69
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OFFICE OPERATIONS
Mail and Records Handbook

_ 2. Stenographic Monitoring of Telephone Calls.
Except as provided herein, no officer or employee of the
Bureau shall authorize or permit the practice of monitoring
telephone conversations with persons within or outside the
Bureau. During the course of a telephone conversation, a
third party may be permitted to come on the line after
adequate notice to the other party has been given to take
notes on this portion of the conversation. This practice

.-shall be strictly limited to cases of real need. The mon-

itoring shall be terminated with notice to the other party
as soon as this portion of the telephone call is completed.

*

3. Unauthorized Use of Bureau Telephone Facilities.

The use of official telephones for personal calls is pro-

hibited except in cases of emergency where public communica-

tion facilities are unavailable or where use of such facil-
ities is impractical. It is the responsibility of the heads
of offices to establish criteria which will result in com-
pliance with this policy. When unofficial calls of an
emergency nature are permitted, and these involve long dis-
tance (toll or message units) charges to the Government,
such amounts must be recovered from the individual making
or receiving the call.

Release 15-13 11/14/69
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4. MICROGRAPHICS -

4,1 Micrographics. Authorities and standards for micrographlics are covered

in the Federal Property Management Regulations Subpart 101-11.5 and in
437 DM 1.

4.2 Acquisttions.

-

A. No microfilming equipment may be purchased where the cost is in excess
of $50,000 without prior approval from the Central Office. This limitatfon
applies regardless of the source from which microfilming equipment 1s obtained.

B. Acquisitidn of services outside the Bureau invelving an annual cost in
excess of §10,000 will be subject to approval from the Central 0Nffice.

C. No microfilm project which contemplates the destruction of the original
records may be undertaken until authority for the destruction of the records
has first been obtained from the National Archives and Records Service, through

the Central Office, in accordance with FPMR 101-11.406-2. The Standard Form 115 -

shall provide for the disposition of the original records and microforms. The
SF-115 shall include the  following certification: "This certifies that the

records described on this form will be microfilmed in accordance with the
standards set forth in 41 CFR 101-11.506." '

D. Procurement of Computer Output Microfilm is subject to the provisions
of 41 CFR 101-32 which covers automatic data processing equipment.

4.3 Approval of Microphotographic Projects.

A. The Division of Management Research and Evaluation will be responsible
for obtaining Departmental approval for new or extensions of existing microgra-
phics applications involving equipment costs in excess of $50,000 and/or acqui-
sition of services involving an annual cost in excess of $10,000. MR&E shall
forward such applications and the proposed equipment and/or service requisitions
to the Office of Information Resources Management (Attention: Paperwork Manage-
ment) for review and approval or. other recommendation.

B. Each proposed microfilm project submitted to the Central 0ffice Ffor
approval shall indicate:

(1) A_comparison of the current system versus the proposed system
to determine the need for the doruments or information and the use which they
are put. : o

BIAM REISSUE
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MAIL AND RECORDS HANDBQOK
Micrographics

(2) Alternative considerations to micrographics including:

(a) Revising records control schedules to provide for the
disposition of paper records by disposal by transfer of inactive paper records
to the Federal records centers, or by offer of permanently valuable paper
records to the National Archives and Records Service; and

(b) Improving current retrieval and distribution procedures
using paper records.

(3) Consideration of all feasible alternative methods of creating the
microform records, such as:

(a) Purchase, lease, or lease-purchase of equipment;

(b) Sharing micrographic equipment alreh&y in BIA;

(c) Using the micrographic facility of another agency;

(d) Contracting with NARS for reimbursable micrographic services;
(e) ,Coﬁtracting with a commercial servic;s firm;

(£) Other alternatives identified in the cost analysis.

(4) An analysis of the workload and staffing requirements to ensure
gufficient trained personnel to operate and maintain the micrographic system.

(5) An examination of the information needs of the user when determining
reduction ratio, £format, quality control procedures, viewing equipment and
user training. :
. 1 R
- (6) A review of equipment to ensure compatability within the Bureau
and those used to transmit information to other agencies and the public.

(7) A determination of the availability and cost of specialized space
requirements, {.e., temperature, humidity control, or plumbing.

. (8) A cost/benefit analysis in accordance with 0ffice of Management
and Budget (OMB) Circular A-76, if it meets the guidelines described therein.

Locél administrative review, evalﬁation, and clearancerprocedures should be
documented based on these guidelines and followed for projects which do not
require Central 07%fice approval.

‘ BIXAM RBISSUB
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Each microfilm proposal should be consilered both im relation to purposes for -

which the process may be. used effectively and to the limitations inherent in
the process. _ e

4.4 Micrographic Terms. Some of the more commonly used micrographic terms are:

A, Aperturs Card: A file or punched tabulating card with a rectangular
cut-out specifically designed for mounting a film image.

B. Computer Output Microfilm (COM): Microfilm containing data produced
by a recorder from computer generated signals.

C. Flat-Bed (Planetary) Camera: A microfilm camera mounted over a flat
table-type photographic area. The document is placed on the flat surface, the
picture is taken, and the document is removed by hand. The document remains
stationary on the table during the entire photographic process.

D. Microcard: A patented microform, generally a standard size library .
catalog card, having on it only a catalog entry in more or less the usual form
but also, in greatly reduced microprint, the text of the hook or other item
described in the entry.

E. Microcopy: A photographic reproduction of a document or a document
series so reduced in size that magnification 1s required for legibility.
Generally, an authorized microcopy may be substituted legally for an original
(paper) document that has been destroyed after microfilming. (See 4.2C).

.F. Microfilm:

(1Y Raw (unexposed and unprocessed) film with characteristics that
make it suitable for use in micrographics;

(2) The process of recording microimages on film; and

(3) A fine-grain, high-resolution photographic £1lm containing an
image greatly reduced in size from the original.,

G. Hicrofiche. A-microproduction of multiple images on a sheet or cut
film rather than roll film. Includes necessary indexing or cataloging informa-
tion. . .

PRy -,

A. Microfilming: Producing miniature photographic film 1mageq of records.

I. Microform£ Any form of micrographics containing microimages.

BIAM REISSUE
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J. Micrographics: The sclence and technology of document and information
.microfilming and assoclated microform systems. '

K. Micrographic System: A configuration of equipment and procedures for
the production, reproduction, maintenance, storage, retrieval, display, or use
of microforms. A micrographic system may involve one or more, but not necessarily
all, of the functions listad.

L. Microimage: A unit of information, such as a page of text or a drawing,
that has been made too small to be read without magnification.

M. Microprint: A paper print made from a microminiature image of the
same size-as the negative. A method of combining microfilming with conventional
printing to produce one hundred pages of text on each side of a 6 by 9 inch C -
sheet of paper. '

N. Microreproduction: A copy tco small to be read without the aid of
"magnification. Also, the process of reproducing such a copy.

0. Reader: A device for projecting an enlarged readable microimage.

P. Reader-Printer: A machine which combines a reader with a device for
making readable paper coples of the microimage.

Q. Reduction Ratio: Difference in size between a document and its
microfilm image. It is expressad as the linear dimension of the original
document in proportion to the linear dimension of the document as it appears in
the image.,

R. Rotary Camera: A camera used in microfilming, so named because of the
rotating drum over which papers are fed to be photographed. It differs from
the flat-bed camera in that the paper is in motion during the entire time it Iis
being photographed. As the paper passes a slot, the film is moved at ths same -
relative rate of speed. Full illumination is provided only during the time the
paper is passing the slot or drum aperture. No shutter is used with the lens,
and exposure is determined usually by light intensity.

4.5 Basic Uses of_Hic:og;éphics:

A. - To save labor and time in performing repetitive operations. -

One of the beneficial uses of micrographics is to save labor and time in
performing repetitive operations. Performing. repetitive tasks by means of
microphotography may also effect a monetary savirgs over other methods. The
use of micrographics may save time and expense in the following respects:
expedite the work flow; reduce handling; reduce requirements for supplies,

. ] . .
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equipment, and space:; shorten searching time; aliminate standby time; or.reduce
malling and transportation costs. The type of savings anticipated should be
identified in project justifications or evaluations. They should also be in-
cluded in cost reduction and management improvement programs.

B. To insure the safety of essential records.

Records which have been determined to be essential may be microfilmed as
insurance against loss. The paper records then may be retained at the point of
origin and the microfilm/microfiche storad at an-alternate site. The process is
particularly beneflecial when storage space is critical at the alternate storage

location, since microfilming may reduce the bulk of a given quantity of records
by as much as 98 percent.

C. To duplicate-records in microfilm or paper print form.

When more than one copy of a document is required for research or processing,

it may be advantageous to use microfilm. The advantages of using microfilm to
duplicate records are the speed with which they may be copied, the comparatively
low cost of the film, and the compactness of the microfilm file. Generally,
all microfilming results in the duplication of paper records in film or repro—
duced paper form. This use of micrefilm, however, is distinguished from space
and equipment savings projects by the fact that. no destruction of the paper.
records 13 contemplated at the time the records are photagraphed.

D. To séve spacé and equipment in storing records.

Microfilm may be a desirable method to reduce space of equipment requirements,
either when the paper copy is to be destroyed after microfilming or when the
paper copy will be retained at another site. The desirability of microfilming
to save the cost of space and filing equipment must be judged on the basis of
savings in space and equipwment costs after the coats of microfilming has been
deducted. Prompt disposal of valueless records and prompt retirement of other
records in camﬁliance with disposition standards contained in regulations
governing the disposition of records are the two major means for reducing
recordkeeping costs. These means must be explored fully bdefore mxcrofilming
is undertaken to save space or equipment.

E. To preserve de:eriorating records.

‘When records of permanent value are found to be deterioriating or becoming
brittle because of poor quality paper stock or fading, microfilming may prove

to _be one of the most economical methods of preserving the information contained
in the records. Permanent records which ara becoming badly mutilated through
constant use may also be preserved on microfilm.

BIXM REISSUE
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4.6 Limitations.

A. Roll Microfilm, Soma significant limitations are:

(1) Cost of preparing records for filming including removal of disposable
material. . .

(2) Cost of filming as compared to storage of records at the Federal
_Records Center. :

(3) Inconvenience of comparison of images on the same film and of raferences
to retakes spliced into the beginning of a reel.

Comparing documents on a microfilm reader can become a difficult and time
consuming operation. The reason for this difficulty is that the image of oune
document disappears from view when the -film i3 moved forward or backward to the
photographic image of another document. Unless the searcher's memory is
exceptionally good, a notation of the data appearing on the first record will
have to be made before winding the film to the second document. This is less
convenient than having the paper records side by side. .

(4) Necessiry to overcome photographic difficulties caused by the physical
characteristics of the records, .

Wide variations in physical characteristics, particularly in colors of paper
and anount of contrast between the legend and the paper coclor, make the produc-—
tion of good quality microfilm difficult. A good film image normally can he
produced when the amount of exposure is adjusted accurately for each document.
However, when large numbers of documents must be filmed each day the precise

ad justment of exposure for each-document must be smoothed and flattened and

the filing sequence of documents must be maintained. In view of the many
difficulties normally encountered, the microfilming of a typical file is far
from an automatic process of feeding papers through a high-speed camera.
Experience has shown that trained personnel and technically competent supervisars
are required to produce quality microfilm.

(5) 1Inability to conveniently interfile material after filming if the film
is kept in rg}lsf

Y -

Once a file has been microfilmed, it is very difficult and costly to add, in

its normal sequence, material subsaquently received. If a chronological
‘correspondence file is to be microfilmed, for example, the files must he cut

off on a predetermined date and the microfilm should not include material
received subsequent to that date. This creates difficulties with replies
received after the cutoff date of the basic commumication. The usual salution
to this problem is to postpone microfilming until the files are closed complete~
ly. An alternate method of solving this problem is to microfilm-additional

| | . BIAM REISSUE
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papers on a supplemental reel and to cross-index tg the original files. This
system, however, necessitates reference to two or more film reels whenr informa=-
tion from the file is required.

(6) Diffifculties of utilizing microfilm records for reference.

The time required to find a record on rolls of film may be longer than would be
required 1f the records were available in a paper file. The basic reason for
this is that once the file drawer of paper records is opened, the search is
quickly localized by easily recognized file guides and no more time is required
to reach to the rear than to the front of the drawer. On a microfilm reel
containing the equivalent of almost a drawer of records, the time required to
hand wind the film to the 75th foot will be three times as long as for a record
at the start of the reel. Conversely, however, much travel time from the
working area to the files area can be saved by having on microfilm reels the
equivalent of many file cabinets in close proximity to the searcher.

(7) Necessity of using experienced operators who may not be readily
available where records are located.

B. Computer Output Microfilm (COM).

(1) COM is suitable to many special applications when:

(a) Data volumes are too large for conventional paper printout,
microfilming of the paper printout or on—line computer systems; and

{(b) The data base seldom requires updating more than once a
day. Generally data {s updated and distributed on a daily, weekly or monthly
" basis, although quarterly and annual issuances may be converted to CUH advan-
:ageously.

(2) o0ffices may consider installing a CoM system if problems exist

such as:
(a) Inadequate access to the data by users or potential users;

(b) A lack of file integrity and file security;

(c) Slow production or delays in distributing the informatfon:
._(53 ﬁse problems caused By hizh volunes;

(e) TLack of space;

(£) Slow retrieval; and

"(g) The cost of the present system. BIAM REISSUE
S : FEBRUARY 1984
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(3) COM can solve these prohlems:by:

(a) Improving access through multiple reference copies distributed
to various users; )

(b) Providing file integrity and a by-product security or vital
record copy of the original microfilm until it is superseded;

- (¢). Permitting faster production, reproduction, and distribution
to reduce turnaround time from input to output;

(d) Creating smaller volumes of records to improve office appear—
ance, reduce file or storage space and facilitate handling; and

(e) Permitting the ‘use of better indexing techniques to improve
retrieval and response time.

(4) Cost Advantages. Cost savings of a COM system versus other systems
are usually the result of the use of less costly handling techniques and materials,
faster production and reproduction, lower distribution costs, and 1mprnved response
or retrieval times. .

Updatable computer microfiche may offer additional savings in controlling and
managing correspondence and achieving better file integrity and security.

4.7 Standards and Procedures. For satisfactory results, microfilming operations
require equipment, film, and processing designed for the purpose. The following
standards govern the microfilming of permanent records:

A. The Integrity of the paper records will be preserved on the microfilm
(Integrity refers to the principle that official records of an Agency are kept
in their entirety without mutilation, altaration, or unauthorized destruction
of portions of them). The microcopies will be so arranged, identified, and !
indexed so that an individual document or component of a records series can be
located with reasonable facility, and will contain all significant record detail
needed for probable future refererce.

B. The film stock used in making microphotographic copies should comply
with Federal Standard No. 125 and the latest Federal Specification on microfilm.
Federal StandardiZation Documents are maintained by Property and Supply offices -
at Area Office locations. Microfilm should be ordered through current Federal
Supply Schedule Contracts. ©GSA Federal Supply Schedule Contracts which offer
the sale of microfilm to the Government ‘meet the required Federal Specifications
and Standards.

. (1) Safety film is any photographic film that meets the requirements
of the American Standard Specification PH1.25-1976 or its latest revision..
This means that it is difficult to ignite, is slow-burning, and is low in
nitrate-nitrogen content. Safaty film base is chemically very stable and, if
properly stored, is believed to last as long as the best rag paperss
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(2) Permanent record film is any photographic f{lm that meets the
requirements of the American National Standards Inscitute PH1.25-1976 or its
latest revision. .Only safety film can qualify as‘a permanent-record film.

(3) Storage Facilities - The selection of type of storage vault, safe, -
cabinet, or area must be based on the value of the film records and their
intended storage life. In general, separate metal cans for individual rolls
are recommended. These should be stored in metal cabinets which have adjustable
shelves or drawers and -louvers or openings in the walls to allow free circula=-
tion of conditioned air through the cabinet.

(4) Although the same storage principles apply to commercial (reason~
able performance) and to archival records, much greater care must be taken to
obtain maximum protection for archival records; makeshift or temporary arrange—
ments should not be considered.

C. The National Archives and Records Service (NARS) advises that files
with less than a 152 "reference ratio” are considered relatively inactive and
are not candidates for microfilming. This reference ratio means that less
than 15 of 100 documents would be referred to in the file over a one month
pericd of time. Better filing practices, shorter retention periods, and faster
transfer to a Federal Records Center usually resolves file and space problems.

4.8 Microfilming Service on a Reimbursable Basis. The General Services
Administration provides a microfilm service which includes preparing, indexing,
and filming records; inspecting films; and labeling containers. Bureau offices
are encouraged to avail themselves of this service and those desiring to do so
should contact the appropriate GSA Regilonal Office. Preliminary discussions

with GSA personnel for the purpose of obtaining advice, cost estimates, and

other pertinent information can be carried out before the proposal is submitted
to the Central Office for approval, if required. Additional service ts availahle
from the Data/Graphics Division of Federal Prison Industries, Inc.,of the
Department of Justice.

5.9 Legai Status of Microfilmed Records.

A. GCeneral. Properly authenticated microfilm records are generally
admissible as evidence in court actions when good reason is established for
their substitution of the original records. The General Accounting Office,
however, requires the official record document for audit purposes unless specific
clearances are obtained from GAO through the Cantral Dffice for use of microfilm
copleg. -+ - = . .

When a record has been migrofilmed and the original has heen destroyed, that
fact constitutes a sufficient reason for the inability to produce the original
paper record. If a record has been microfilmed during its passage through an
office, the microfilm becomes the current official record of the transaction.
Since no paper record has been destroyed, the admissibility of reproductions

o : .-~ BIAM REISSUE
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from microfilm of this type will be determined by tHe court on the basis of
"best evidence.” All reproductions from microfilm must, however, be authenti-
cated to the satisfaction of the trial court.

B. Records Destroyed Under Statutes. The disposal of records of the
United States Government {s governed by Federal statutes. Substantially, these
statutes provide that duly authenticated microfilm reproductions will be treated
as the original paper records for the purpose of their admissibility in evidence.
The act of 7 July 1943 (57 Stat. 380, as amended; 44 U.S.C 366<376, 378-380) and
Title 28, United States Code, section 1732, concern the disposition of records
and admisgibility of microfilmed records. Although some State courts may refuse
to recognize the provisions of the Federal statutes, they may admit such
reproductions after 1t has been established properly that the microfilming of
the original records and their subsequent destruction was made pursuant to the
above mentioned statutes.

Ce Mcrofilm Not Covered by Statutes. When the microfilming was performed
to avoid the creation of a. paper record, or a duplicate thereof, it may be
necessary to submit a reproduction from microfilm as the only available evidence.
If it is necessary to explain the failure to produce the paper records, the fact
that microfilming was approved by higher authority under a control procedure is
sufficient evidence that microfilming was a routine procedure of the office.

D. Precautions. Much litigation, time, and legal costs will be saved if,
at the time of microfilming, records are maintained which will:

(1) Establish the existence, at one time, of the paper record and its
competency as evidence! :

(2) Show that the reason for its destruction, or nomproduction in court
ts free from suspicion of fraud; and

(3) Establish the accuracy of the micropﬁotography technique.

4.10 Evaluation of Micrographics Systems.

The Division of Management Research and Evaluation will evaluate each -
micrographics system every two years after installation of the system. The -
evaluation will be conducted by the Branch of Paperwork Management and will
consist of:

A. A physical inspection and review of the system installed;

BIAM REISSUE .
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- B. A review of the cost comparison analysis submitted originally to
ascertain continued use of the equipment and cost benefits.

C. beveloping or updating an inventory which shall include:
(1) Type of equipment; |
(2) Name of manufacturer;
(3) Model and serial number;
(4) Date of acquisition; |
(3) Location; and

(6) Purchase or rental status.
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CHAPTER 5 - VITAL RECORDS

5.1 Authority. The program for the protection of vital
records during a national emergency (wartime disasters)
grew out of a concern that the Government be able te con-

" tinue its functions in the event of a civil defense emer-

gency, notably an attack upon the United States. Toward
this end, Executive Order 10346 made each agency responsible
for continuing to carry out its essential functions during
an emergency.

5.2 Objectives. The Vital Records Program is concerned
with the protection of the following types of vital records
from destruction during a national emergency. -

" A. Records vital to éarrying on the essential func-
tions of government for the duration of an emergency. The
following are examples of these emergency operating records:

1. Civil Defense Emergency Operations Plan.

2. Telephone directories to provide lists of
Bureau personnel.

3. Employee rosters by organization and title.

4. Operating agreements with other organizations.

5. Fire defense plans.

6. Any other emergency operating records so desig-
nated by the Commissioner for the Bureau or by the Area
Directors for the Aresas.

B. Records essential to the presefvation of the legal
rights of individual citizens. The following are examples
of these rights and interests records:

. 1., Land records, such as tract books, allotment

_ records, deeds, GLO plats, probate records, right-of-way

drawings, trust patents, fee patents, reservation maps, and
status maps. :

2. Fiscal records such as payroll records, S§-2806,
Individual Retirement Records, Individual Indian Money
Accounts Ledgers, and annuity rolls.

Release 15-13 11/14/69
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3. Personnel records such as 0fficial Personnel
Files and training records.

5.3 Responsibility. The heads of field establishments
are responsible for the development and operation of the
Vital Records Program. 16 BIAM requires all Areas to draw
up Civil Defense Emergency Operations Plans and to keep
them current.

5.4 Program Aids. The overall program for protection of
vital Government records in case of an emergency is set
forth in the GSA Records Management Handbook "Federal
Vital Records Program' (FPMR 101-11). Designed to assist
Federal records officers, coordinators, and others con-
cerned with emergency preparedness, the handbook suggests
some of the factors and methods that should be considered
in developing and operating vital records protection pro-
grams. The handbook has been furnished to Areas for their
use and for distribution to their field offices. Program
procedures on vital records are outlined in FPMR 101-11.7.

Other instructions on the Vital Records Program are issued
in Chapter 12 of the Department of Interior Emergency
Operations Handbook (Supplement to the.Departmental Manual,
900 DM) and the National Plan for Emergency Preparedness,
published by the Office of Emergency Planning.

5.5 Selection of Vital Records. Certain criteria should
be applied when selecting vital records for a given instal-
lation or location.

A. The record must fall within one or both of the

two categories of vital records given in paragraphs 5.2A
and 5.2B above.

B. When duplicates of the vital records are already
stored elsewhere, local protection is probably not essential.
Other Bureau installations and local courthouses are two
possible sources of these vital records. :

C. When information which the Tecord contains cannot
be found in other documentary sources in so complete and

" so usable a form, it may be desirable to protect it.

Release_1543 1T /14 /69
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5.6 Methods of Protection. Vital records can be protected
by a variety of methods. Selection of the method to be used
should include consideration of such factors as the time
expected to be available for retrieval in the event of an

“emergency, evaluation of needs for absolute protection as

compared to substantial protection, costs involved (and
funds available), probability of local emergency, etc. In
rare cases, more than one method may be needed for the same

-record.

A. Reliance on existing duplicates at other locations.

B. Creation of copies for storage at other locations.
Copies can be produced by photocopying, microfilming, or
making paper duplicates.

C. GEvacuation of official files to relatively safe
locations. This method should be used when the records are
rarely referred to or when they have served their immediate
purpose and will not be needed for a predictable or rela-
tively long period of time.

D. Optimum protection of vital records involves stor-
age underground in thinly populated areas for protection
from wartime attack. Records which are deemed to require
such protection may be stored in the GSA Depository '
described below, in commercial underground vaults, or at
Bureau facilities having appropriate space.

Protection of records from local natural disasters such as
fires or floods may be accomplished more economically by
use of fireproof cabinets or vaults; separate buildings,
particularly when located at higher elevations; etc.

These methods may also be adequate for wartime protection
at isolated Bureau installations., They should be explored
fully before additional costs are incurred for underground
facilities and may be desirable for temporary storage until
permanent locations are found. :

5.7 Storage at General Services Administration Depository.
For the benefit of Federal agencies, the General Services

 Administration maintains an underground depository with

adequate facilities for the protection of emergency pre-
paredness records. Located in the central part of the

Release 15-13 11/14/69
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United States, the Depository is operated as amr annex of
the Federal Records Center in Region 6 at Kansas City, -
Missouri. It is accessible to rail, motor, and air trans-

portation. Controlled temperature and humidity provide a

proper environment for safeguarding paper, film, and mdg- S
netic tape records. The fire controls system includes

automatic sprinklers.

The Depository is designed primarily to accommodate rights

- and interests records, second copies of emergency operating

records, and other records vital to Federal Government

operation., However, agencies may exercise an option in

deciding whether this Depository is a suitable site for

housing copies of emergency operating records needed at

relocation sites, Bureau officials who wish to transfer -
records to the Depository should obtain detailed informa-

tion concerning availability and conditions of use of the

Depository from:

Office of Federal Records Center
National Archives and Records Service
General Services Administration
Washington, D. C. 20408

or

Regional Director, Region 6

National Archives and Records Service
General Services Administration

1500 East Bannister Road

Kansas City, Missouri 64131

Bureau offices may contact the Kansas City office directly
for preliminary or exploratory discussions. However, final
agreements for use of the Depository and discussions with
the Washington Office of NARS must be specifically approved
by the Central Office.

5.8 Vital Records Protection Status Reporting. The Central
Office is required by the Department to submit annual status
reports on the vital records program as of June 30. The
Teport covers both emergency operating records (GSA form
2034) and rights and interests records (GSA form 2035).

(See Illustrations 1 and 2 at the end of chapter). -
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Area Offices will prepare a single consolidated report for
their jurisdiction listing locations and other pertinent
information called for on each report form (GSA forms 2034
and 2035). The completed report for each Area will cover
the period July 1 to June 30 and must reach the Central
Office by June 30. Each report supersedes previous reports.
Applicable guidelines to reporting are included in the GSA
Handbook "Federal Vital Records Program" (FPMR 101-11).
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GENERAL SERVICES ADMINISTRATION -
HATIONAL ARCHIVES AND RECORDS SERVICE

VITAL RECORDS PROTECTION STATUS REPORT
(PART | - EMERGENCY OPERATING RECORDS)

1. PROGRAM STATUS AS OF (Month, day, year)

Please submit this report in duplicate to th
incorporate subordinate unit program reports before being submitted t

INSTRUCTIONS

o address shown below. This teport shall be prepared for bureau lovel or above and shall
o GSA. Use plain bond paper to complete eny report items.

e
TO:

L.

-

-

Z. DEPARTMENT OR AGENCY

3, HBUREAU OR SERVICE

4, REPORT COVERS
D" TOTAL ORGANIZATION

Db. OTHER (Specify) -

5. ADDRESS OF REFORTING OFFI1CE [Number, street, city, State and codel)

6. OVER-ALL PROGRAM STATUS
CHECK ONE
CBRJECTIVES CCMPLETE | INCOMPLETE
1) {2}
2. PLANS FOR PRESERVING EMERGENCY OPERATING RECORDS
b. EMERGENCY ORGAN!ZATIONAL AND MANNING RECCRDS (READINESS) PRELOCATED
. EMERGENCY SUBSTANTIVE AND PROCEDURAL RECORDS {OPERATING) PRELOCATED
d. RECORDS NOT PRELOCATED MARKED FOR EMERGENCY MOVEMENT
0. ECUIFMENT NEEDED FOR USE OF PRELOCATED RECORDS PROVIDED
7. STATUS OF RECORDS OF MAJORCOMPLETE No.  [INCOMPLETE NO. g  pERCENT OF OVER-ALL PROGRAM COM- PERCENT
PARTICIPATING UNITS PLETED AND MAINTAINED CURRENT

9. MAJOR LOCATION(S} OF PROTECTED RECORDS {YES OR NO)

UNITS OF SPACE IN. OR ACCESSIBLE RECORDS RECORDS

OR1GIN ADDRESSES PROTECTED T0, EMERGENCY SN USABLE COMPLETE

) OPERATING FACILITY FORM

10. FROGRAM REVIEWED

[Ja. asmuaey

D b. SEMIANNUALLY

Dc. OTHER {Specify}

11, GIVE REASONES) FOR UNCOMFLETED PROGRAM ACTIONS FOR EACH ITEM
{HCOMPLETE UNDER ITEMS § AND 2
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T2, LIST DEFINITIVE CORRECTIVE ACTIONS TO 8E TAKEN THIG F1SCAL
YEAR AND INTERIM STOP-GAP MEASURES FGR EACH ITEM INCOMPLEYE
UNDER ITEMS & AMD 8.

SIRAY

1

REPORTS CONTROL SYMBOL GS5-38

FORM
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Mail and Records Handbook

Illustration 1

13, - - DESCRIPTION OF RECORDS AT LOCATION(S)

LIST OF RECORDS BY GENERAL HEADINGS OR GROUPINGS

d.

RECORD ING MEDIUM (Paper,
microfilm, punch-cards, ete.)
5.,

14, REPORTED BY (Officicl rasponsible far Vital Records Prgram)
SIGNATURE NAME AND TITLE {Please print)

ORGANIZATIGNAL UNIT

TELEPHONE NO. {Or code} AND E£XT.

GSA D¢ 83.1301S8
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Illustration 2

15 BIAM 5

GENERAL SERYICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE

VITAL RECORDS PROTECTION STATUS REPORT
(PART il - RIGHTS AND INTERESTS RECORDS)

¥, PROGRAM STATUS AS OF (Month, day, year)

INSTRUCTIONS

Please submit this report in duplicate to the address shown below., This report is ta be filled-out for the same reporting element for
which GSA Form 2034, dealing with emecgency cperating records, was complated.

-
T0:

L

-

_i

2, DEPARTMENT OR AGENCY

3. BUYREAU OR SERVICE

4. REFORT COVERS
D a, TOTAL ORGANIZAT}ON Dh. OTHER {Specify}

5. ADDRESS OF REPORTING OFF ICE {Number, sireet, city, Stale and code]

6. OVER-ALL PROGRAM STATUS
CHECK ONE
0BJECTIVES COMPLETE INCOMPLETE
(1) [(2)
a. PLANS FOR PRESERVING RIGHTS AMD INTERESTS RECORDS
b, APPROPRIATE RIGHTS AND INTERESTS RECORDS OF DEPARTMENT OR AGENCY EZMPLOYEES PRESERVED
c, APPROPRIATE RIGHTS AND INTERESTS RECORDS OF PUBLIC (CITIZENRY) PRESERVED
d. APPROPRIATE RIGHTS AND INTERESTS RECORDS OF DEPARTMENT OR AGENCY PRESERVED
7. STATUS OF RECORDS OF MAJOR|-MPLETE No- INCOMPLETE 80+ }o  LoocEnT OF OVER-ALL PROGRAM COM. || -Hocht
PARTICIPATING UNITS PLETED AND MAINTAIMED CURRENT
9, MAJOR LOCATION(S) OF RECORDS DEPQSITORIES {YES OR NOQJ
F SPACE RECORDS
gg:;g ADDRESSES PROTECTED COMPLETE

10. PROGRAM REVIEWED

s sy [b. semiannvarey [TJe. oen (Specify)

11, GIVE REASONIS) FOR UNCOMPLETED PROGRAM ACTIONS FOR EACH 1TEM
INCOMPLETE UNDER ITEMS 6 AND 3,

Release 15-13 11/14/69

12,

LYST DEFINITIVE CORRECTIVE ACTIONS
UNBER ITEMS 6 AND 8.

TO BE TAKEM THIS FISCAL
YEAR AND INTERIM STOP-GAP MEASURES FOR EACH [TEM INCOMPLETE

REPORTS CONTROL SYMBOL GS-37

GSA sbn 382035

S



Mail and Records Handbook Illustration 2

13, - DESCRIPTION OF RECORDS AT LOCATION(S}
LIST OF RECORDS BY GENERAL HEADINGS OR GROUPINGS AR I (fonst )
a, b.
i
14, REPQRTED BY {Official respnn:lba‘e for Vital Records Progrom) -
SIGNATURE . NAME AND T1TLE [Please print; .

CRGANIZATIONAL UNIT TEL EFHONE NO. {Ur code/ aNg ExT.

Release 15-1317/14/69
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CHAPTER 6 - AVAILABILITY OF OFFICIAL RECORDS

6.1 Purpose. This section contains requirements and pro-
TPOSE P

cedures rning the disclosure, examination, copylng

and certification of Bureau records, and testimony of

GC]
c
=
\"J

) cmp_lcyaes .

The 1967 revision of the Public Information Section of the
Administrative Procedure Act (5 USC 552} is popularly known
as thes "Freedom cof Informaticn Act' and provides, generally,
for making Government information available to members of
the public, unless the information comes within certain
exempt categories set forth in the Act. Copies of the
Attorney Geneval's Memorandum on the Public Information
Section of the Administrative Procedure Act have been fur-
niished to each Area for distribution. If the booklet is
not ‘on hand, copies should be ordered direct from the
Superintendent of Documents, U. S. Government Printing
Office, Washington, D. C. 20402. .

The Bureau's policy rogardlng the availability of records
to the public is based on the ﬂcpa“tment‘, regulations
which are contained in Part 2, Title 43 of the Code of

Federal Regulaticns and inciuded a2t the end of this section.
" Other pertinent references affecting disclosure of Bureau

record information are found in Title 20 of the CFR and 70nm

of Title 23, U. S. Code..

6.2 Responsibilities

A. The official in charge of each BIA Jurlsdlctlon
is custodian of all its official records. He is respon-
sible for preserving their integrity and for granting '
approval of requests from the public to view or obtain
copies of official records. The vesponsibility for han-
dling routine information requests, however, may be
assigned to the local Records Officer or to the designated
officer or employee con51dered most knowledgeable with
Bureau records. :

B. Employees directly responsible for files and other
records shall not disclose the coantent of such records
except to those identified Interior Department officials
and employees who have proper and direct concern with the
subject matter. All other requests for access to or copies
of records shall be referred to the official in charge, sr
his designee, for d661510d. _

Relcus. 15-16, 2/9/70
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6.3 Clearance of Requests. To facilitate the handling of
requests for records at sureau of Indian Affairs offices,
form 5-1501 shall be used (See Illustration 1 at end of
chapter), The form shall be prepared in duplicate, the
original retained for review purpcses, and the duplicate
copy sent to Property and Supply at the Area office level
for use in connection with preparation of the annual User
Charges Report under Bureau of the Budget Circular A-25.
Bureau offices having custody of {iles shall maintain a
supply of the forms for use whenever records are requested
by the public, including Indian people or their representa-
tives. The form may be reproduced locally. Letter requests

from the public shall be honored if sufficient information
is included.

Upon receipt of a completed request form or acceptable let-
ter, the designated file custodian for the office shall
proceed to honor the request. It is pointed out that
designated Bureau employees shall do the researching of
files and records, not members of the public.

;Requests received from the public for information described
~ below shall be referred to the Director of Operating

Services at the Central Office or the officer in charge at
.the field level for approval.

A. EBxtensive Searches or Reviews. Requests from the
public, Tribal Claims Attorneys, etc., to inspect any large
volume of BIA records in Bureau custody may involve inade-
quate identification, "fishing expeditions,'" or unusual
costs which should be considered by the officer in charge.

B. Records Not Clearly Identified. Difficulties in
this area may arise because burden of identification of
the record is upon the requestor. The following is quoted
from page 24 of the June 1967 Attorney General's Memorandum

" of the Public Information Section of the Administrative

Procedure Act under '"meaning of the Term 'Identifiable'":

"A member of the public who requests-a record
must provide a reasonably specific description

of the particular record sought. As the Senate
report states, the 'records must be identifiable
by the person requesting them, i.e., a reason-
able description enabling the Government employee.
toa locate the requested records. This require-
ment of identification is not to be used as a-
method of withholding records.’

Release 15-16, 2/9/70
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"The requirement is thus not intended to impose
upon agencies an obligation to undertake to
identify for someone who requests records the
particular materials he wants where a reason-
able description is not afforded. The burden
of identification is with the member of the
public who requests a record, and it seems
clear that Congress did not intend to authorize
'fishing expeditions.' Agencies should keep -
in mind, however, 'that the standards of iden-
tification applicable to the discovery of
records in court proceedings' are ‘'appropriate
guidelines,' and that their superior knowledge
. of the contents of their files should be used
to further the philosophy of the act by facil-
" itating rather than hindering, the handling of
requests for records.” ' '

The above paragraphs discuss the requirement that requestors
must identify the particular records sought; however, it
must also be realized that what constitutes a "reasonable
specific description" of a record has not been truly defined
to date and will have to be clarified on a case-by-case
basis over a period of time. Accordingly, Bureau officials

should use their best judgement under the provisions of the

Act whenever a general type of request for record informa-
tion is received. If a requestor is turned down because he
is unable to identify the record or records desired and is
not satisfied, he may appeal the action to the Office of
the Solicitor for review. If still not satisfied, he may
have the action reviewed in a Federal District Court

(under 5 USC 552(a)(3)), in which case the burden will be
"upon the agency to sustain its action."

C. Large Quantities of Copies. Although payment
provisions may be agreed upon, larger orders for copies
may have to be scheduled so as to not interfere with
normal daily work priorities.

D. Records Not Under tﬁe Physical Control of. the.
Bureau. This includes requests from the public, Tribal

- CTlaims Attorneys, etc., to inspect any Bureau records
stored in Federal Records Centers.

Release 15-13 11/ 14/69
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6.4 Restrictions and/or Exceptions on Disclosure

A. Compulsory Process. If the official responsible
for their custody believes that records sought by compul-
sory process (court subpoena) should not be produced, he
shall immediately report the matter to the Commissioner,
through channels, for inspection by the Office of the
Secretary (See 43 CFR 2.5).

B. Testimony. Regulations under 43 CFR 2.6 govern
testimony o ederal employees in judicial or administra-
tive proceedings where matters relating to the business

of the Government or the content of official records are
concerned. Under these. regulations, employees may not
testify in such proceedings without having obtained written
permission in advance. Authority to grant such permission
has been delegated to Area Directors by 10 BIAM 3. This
authority does not include authority to produce records in
court when sought under compulsory process if the respon-
sible official has reason or basis to withhold them (see
(A) above).

C. Public Information Law 90-23, Subsection (e).
A Trequest to inspect or copy a record shall not be denied
unless it is determined (1) that the records fall within
one or more of the specific nine exemptions in the Public
Information Act and (2) either that the disclosure is
prohibited by statute or Executive Order or that sound
grounds exist which require the invocation of the exemp-
tion. The nine exemptions included in the Public Informa-
tion Act (See 43 CFR 2.2) are quoted below with parenthe-
tical comment for general guidance. The parenthetical
comments must not be interpreted rigidly, rather each
request must be treated on its own merip.

1. Specifically required by Executive Order or
to be kept secret in the interest of Naticnal Defense or
Foreign Policy. (Since the Bureau mission does not
normally. touch on these matters, it is not likely that
many of our records would fall within this category. The
authority to originally classify or declassify defense

- ‘information or material under E. 0. 10501, as amended, can

be exercised only by the Secretary of the Interior. -
Department instructions on this subject may be found in
442 DM 1).

Release 15-13 711/14/69
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2. Related solely to the internal personnel rules
and practices of an agency. (Regulations have been promul-
gated by the Civil Service Commission by the publication of
FPM Supplement 990-1, Book III, Part 294, dated August 30,
1968. This supplement was sent to all personnel offices in
the field).

‘ 3. Specifically exempted from disclosure by .
statute. (Some of these exemptions are identified and
discussed later in this chapter).

4. Trade secrets and commercial or financial
information obtained from a person and privileged or con-
fidential. (Individual Indian Money records, appraisal
reports, industrial development reports on business firms,

and similar other Bureau records may be in this category).

5. Interagency or intra-agency memorandums oY
letters which would not be available by law to a private
party in litigation with the agency. (This exemption
applies to Bureau correspondence only where its disclosure
would be prejudicial to future action, through obstructing
free and full communication within the Bureau or through
premature publicity. Correspondence signed by the ‘
Commissioner of a policy setting nature will probably mnot
be exempt. This exemption appears to be the least clear-
cut of the exemptions, and its application will in some
cases require fine distinctions. '

6. Personnel and medical files and similar files,
the disclosure of which would constitute a clearly unwar-
ranted invasion of personal privacy. (Individual social
service and employment assistance case files in the Bureau
may be in this category. It also relates to exemption (2)
above). - : '

7. Investigatory files compiled for law enforce-
ment purposes except to the extent available by law to a

party- other than an agency.

8. Contained in or related to examinations,

- operating or condition reports prepared by, on behalf of,

or for the use of an agency responsible for the regulation
or supervision of financial institutions; or

'Release 15-13 11/14/69
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9, Geological or geophysical information and
data, including maps, concerning wells.

D. Documents re Injury or Death of Employees. Title
20 CFR provides that all records, medical, and other reports,
statements of witnesses, and other papers relating to the
disability or death of a civil employee of the United States
or other person entitled to compensation benefits under the

~United States Employees' Compensation Act are official
" records of the Bureau of Employees' Compensation. No offi-

cial or employee of BIA shall disclose information from or
pertaining to such records to any persomn, except upon the
written approval of the Bureau of Employees' Compensation.

E. Records Relating to Matters in Pending Litigation.
Whenever a request is recelved by a Bureau office other

.than the O0ffice of the Solicitor, under the Public Informa-

tion Act (Public Law 90-23) for a record which relates to

a matter pending in civil litigation, the request should be
referred to the Office of the Solicitor serving the Bureau
office which received the request. A matter should be con-

- sidered as pending in litigation between the time an action

is filed in court and the time a final decision is handed
down.

The Office of the Solicitor receiving the request shall
contact the attorney in the Department of Justice handling
the litigation for his view as to whether a copy of the
record sought should be made available or withheld. The
Office of the Solicitor will then either furnish the party
a copy of the record requested or advise the party of the
teason for refusing to comply with the request.

F. Tribal Records Stored or Housed by the Bureau.
Occasionally, Tribal records may be noused by the Bureau
for convenience and safekeeping. Legal ownership remains
with the Tribe. It must be remembered that such records
are not Bureau records. Statutes that govern the release
of information from Government agency records are not
applicable to Tribal records. Therefore, requests to the
Bureau for information concerning Tribal records should be
referred directly to the Tribe. Some form of written agree-
ment between the Bureau and the Tribe is suggested to cover
convenience and safekeeping storage arrangements.

Release 15-13 11/14/69
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6.5 Records Sought by Indian Claims Attorneys. Indian

Claims Attorneys may request information under 25 USC 70m.
Although this, authority is broader, some general identifi-
cation of the record to be reviewed is still required and
searches of Bureau files are to be made by Bureau employees.

6.6 Copies of Official Documents. Official record docu-
ments in Bureau files must not be surrendered to members
of the public by employees.

A. Copies Admissible as Evidence. Properly authen-
ticated copies of any document, paper, or record are

.admissible in court cases equally with the originals

(62 Stat. 946, 28 USC 1733).

B. Authority. Regulations to govern furnishing copiles
of official records of the bureaus and offices of the
Department were approved by the Secretary of the Interior
and published in 43 CFR, Subtitle A, Part 2, pursuant to
the acts cited herein. This manual section and its sub-
divisions supplement those regulations for BIA application.

C. Charges. The official in charge or designated
employee of the office furnishing copies determines the
charge, if any, to be made for copies, within the provi-
sions of the regulations cited and this manual section.
Charges may be waived by the officer in charge of the
installation or the Director of Operating Services if he
determines that it is in the best interest of the Bureau
to do so, or if furnishing the service without charge is
in accordance with specified cases (43 CFR 2.3(d)-(g) and
(1)(1)-(6) and as listed below.

Reproductiohs of BIA records which are kept in stock to
meet recurring orders for them (photographs, for example)
are included in this provision; but not documents or

-publieations that are already reproduced in quantity for

BIA use with extra copies available for distribution to
others.

1. Schedule of Charges. Charges made for record
copying and record searches are established at a rate that

recovers the full cost of rendering the service in accordance

with the policy of the Bureau of the Budget Circular A-25,
"er Charges.'" The Bureau schedule of charges appears -on

 Release 15-16, 2/9/70
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form 5-1501, "Request to Inspect or Obtain Copies of
0fficial Records' (Illustration 1 of this chapter). The.
schedule is explained below. The schedule is based on
average cost figures and is applicable Bureau-wide. Funds
should be collected by an authorized collection cfficer
and disposed of in accordance with current instructions on
deposit and collectiomn.

a. Machine Copying. 25 cents per page up to
3 pages and 10 cents per page thereafter. A Xerox copy
costs between seven and eight cents to make, including
paper, the usage cost of the machine, and overhead. A
charge of 25 cents per page, up to 3 pages, and 10 cents
per page thereafter would be adequate to cover the cost of
the copy and a share of the salary (usually grade GS-3 to
GS-5) of the person doing the copying. :

b. Typed Copy. $2.50 per page if typewritten
copies of Bureau records are requested (includes proof-
reading). Machine copying is the more practical method to
follow and is recommended over typing whenever possible.

¢. Photograph Copy. Actual cost of processing
commercially, since Bureau photographic copying facilities
are limited. . _

d.  Record Searching. Whenever record search-
ing is requested and undertaken, it is the obligation of
the Bureau to provide an honest, efficient search, keeping
charges to a minimum.

(1) $2.00 per half hour or major fraction
thereof involving employees up to and including Grade GS-11.

(2) $2.50 per half hour or major fraction
thereof involving searches requiring the services of
employees-Grade GS-12 and above. -

(3) If search requires less than 15
minutes, there will be no charge.

e. There will be a charge of 25 cents for
authentication as provided in 43 CFR 2.3(c).

f£. When records of which copies are to be
furnished must be obtained from other BIA offices, the

. amount to be collected, if any, shall include the costs of

all offices.

Release 15- 16, 2/9/70
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i AN Exceptions.' Furnishing copies without charge
in specified Cases, such as the following, may be authorized:

a. Furnishing unauthenticated copies of any
opinions, regulations, or instructions reproduced for
gratuitous distribution. '

b. Copies of records which are required for
official use by the offices of any branch of the Government.

¢c. One copy of a personal document (e.g., a
birth certificate) to a person who has been required to
furnish it for retention by the Bureau or Department.

d. A copy'of the transcript of a hearing
before a hearing board in an adverse action or grievance
proceedings to the employee for whom the hearing was held.

e. To press, radio, television, and newsreel
representatives for dissemination to the general public.

f. To donors with respect to the original of
their gift, individuals or associations having an official
voluntary or cooperative relationship to an agency in
rendering assistance toward its work, or national govern:
ments and international agencies when furnishing the serv-
ice without charge is an appropriate courtesy.

g. To agencies of State and local governments
which are carrying on a function related to that of the
Bureau, when furnishing the service will help to accomplish
an objective of the Bureau. ,

h. When furnishing the ‘service free saves
costs or yields income equal to the direct costs of the
agency providing the service. This category includes cases
where the fee for the service would be included in a billing
against-the Government (for example, in cost-type contracts
or in the case of private physicians who are treating
government beneficiaries at government exXpense).

i. When furnishing the service free is in.
conformance with generally established business custom,
such as furnishing personal reference data to prospective
employers of former government employees.

Release 15-16, 2/9/70
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j. To the extent of one copy to those who
require copies of records or information from the records
in order to obtain financial benefits to which they may be
entitled (e.g., veterans or their dependents, employees
with workmen's compensation claims, or persons insured by
the Government).

' 6.7 Certifications. Authority to authenticate (certify)

documents is implicit in the authority te furnish authen-
ticated copies (Solicitor's Opinion M- 36060 60 I.D. 448
(1950)). A

A. Certifying Officers. Although not legally
requiréd, 1t 1s desirable that, as a matter of official
record, a certifying officer and alternate be designated
in writing by a memorandum such as the following, and a
copy of the memorandum be placed in the 0fficial Personnel
Folder of each employee so designated:

"In your official capacity as (Job or Organiza-

tional Title) , you are designated as custodian
of Bureau records in this office, and are hereby
authorized to sign, as Certifying Officer, certi-
fications of copies of any official bocks, records,
papers, and documents within vour custody. The
exercise of this authority is subject to the pro-
visions of 43 CFR 2 and the act of August 3, 1950,
64 Stat. 402. :

'"  (Name and Title) , is hereby authorized to
act as certifying officer as described above
during your absence."

L]

Certifying officers and alternates are designated by the
Director of Operating Services for the Central Office,

and by Area Directors for offices under their jurisdic-
tions. —More -than one certifying officer and alter-

nate may be designated for an office when this will facil-
itate the work. 1In such cases, designations may specify
the records or segments thereof that each designee or
alternate is authorized to certify. -

Release 15-16, 2/9/70
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B. Records as Evidence in Federal Courts. Copies of
BIA records that are to be presented as evidence in Federal
courts usually require authentication by means of the
official BIA seal, under provisions of 43 U.S.C. 1462. The
Central Office and each Area Office has an official seal to
be used for this purpose. The estimated cost for replace-
ment seals is $35.00 to $40.00., They may be obtained by
purchase order from the Lamb Seal and Stencil Co., Inc.,
8§24 13th Street, N.W., Washington, D. C. 20005. The firm
furnished the original order for the Bureau seals and
retained a copy of the drawing to facilitate handling any
future orders for the seal by Bureau offices.

Illustration 2 of this chapter shows a sample of an authen-
tication prepared in the Central Office. The covering
certification form for Area Offices should be reproduced
by each on its letterhead. In these offices the seal 1is .
assigned to the Area Director, who may designate a certi-
fying officer as custodian of it with respomsibility for
insuring its use only on official matters.

C. Other Records. Copies of records furnished for
purposes other than presentation as evidence in Federal
courts ordinarily do not require authentication by means
of the Bureau seal and covering certification form. Such
copies may be authenticated by a signed notation on each
page as follows:

CERTIFIED TRUE COPY

(Signature)
(Name, typed)
Certifying Officer

D. Limitations. Documents which may be submitted for
certification include only those in the official custody of

‘the Bureau and its records that have been transferred to

the General Services Administration for storage in a Federal
Records Center or for permanent deposit in the National
Archives. Certifications for documents which are in the
legal custody of other agencies must be obtained from the
holding agencies.

Release 15-13 11/14/69
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Form 5-1501 ILLUSTRATION 1

March 1969 . S. DEPARTMENT OF THE INTERIOR 15 BIAM 6
Bureau of Indian Affairs oo

REQUEST TO INSPECT OR OBTAIN COPIES OF OFFICIAL RECORDS -

{This section is to be completed by requestor)

Description of RECOI‘dS: {i!!se raverse side LIf needed)
(Check One)

YT

G Record Review only

3 Record Copy
) No, of co_pies —_—
[ Certified Record Copy -
Specify when needed: - A _No. of certified copies =
I an [} an official representative of Tribe.
"[3 an attorney of record for Tribe. -
D gther’ ' '

Information is requested under: {7} Public Information Act (5 U.S.C. 5'5__;2) .

[ 25 u.s.c. 70m (Indian Claims Commission).

Signed Date

BUREAU OF INDIAN AFFAIRS SCHEDULE OF FEES
1. GCOPYING :
@. Machine copying - 25 cents per page up to 3 pages and [0 cents per page thereafter,
b. Typed copy — $2.50 per page (includes proofreading).
¢. Photographic prints - Acteal cost of processing.

© " SEARCHING

i 2. 32,00 per half hour or major fruction thereof inwelving employees up to and including Grade GS-11.
b, 32,50 per half hour or major fraction thereof involving searches requiring the services of
_employees Grade 12 and above.

c. IfAsearch requ'i"ré's— less than 15 minutes there will be no charge.
‘d. There will he a charge of 95 cents for authentication as provided in 43 CFR 2.3(¢),

-

Charges may be waived for good cause by the officer in charge of the installetion or the Director

of Operating Services. At the discretion of the officer in charge or his dest
official records described in 43 CFR 2.3(1)(1}-{6) may be providfd free. cetgnes, copies of

(Thisa sectlion to be completed by Ageney)

Approved Date Comments

Time required {searchy________ Hours Minutes :

Charges collected %
Charges waived hy: Date Reason for waiver -
Title

A!’IE.'\"CY'INSTHUCT!”NS FOR USE (OF FORM: [(See 15 BIAY on Avaiﬁlfabilitx“?f Official RE_qords.)_.

I. -The top seciion of this form is to be completed by requestor before copy seruvice and/or search revisus
are initieted by agency. _ -

Scme informuation may not he immediately available to the public upon request or may require clearances.

Check current requirements for thoase instances requiring: (1) Secretarial clearance, -(2) Regional
Solicitor slearance, (3) Departnent Solicitor clearance, (4) Lacal edainistrative cleerance.

# i Funds should he collectod by an authorized collection officer and disposed of in accordance with
L«-&j Sohsnrrrent itnstructeens on o deposit oand collection, : ’

\_ )

"Release 15-16, 2/9/70
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UNITED STATES
DEPARTMENT OF THE INTERIOR

BUREAU OF INDIAN AFFAIRS
WASHINGTON, D. C.

November 1k, 1969

Pursuant to Title 28, section 1733, United States Code,
I hereby certify that each annexed paper is a true copy of a docu-
ment comprising part of the official records of the Bureau of Indian

Affairs, Department of the Interior, in my custody:

1., APPROVAL OF HEIRSHIP In the case of George Flying Eagle,
deceassd Arapaho allottes No. 2842, dated Nov. 9, 1924,
2. Latter from Superintendent John . Carson dated Nev. 25,
1914, regarding settlement of this estate.

IN TESTIMONY WHEREOF, I have hereunte subscribed my name,
and caused the seal of the Bureau of Indian Affairas to be
affixad bn the day and ysar first above written,

6@%

{Signature)

Certifying Officer -
{Title)
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TITLE 43--CODE OF FEDERAL REGULATIONS
Subtitle A
Part 2--Records and Testimony
AVAILABILITY OF OFFICIAL RECORDS

Sec

2.1 Inspection.

2.2 Determinations as to availability of records.

2.3 Charges. '

2.4 Opinions in adjudication of cases; administrative
manuals,

2.5 . Compulsory process.

2.6 Testimony of employees.

2.7 Definition.

Appendix.

AUTHORITY: The provisions of this Part 2 issued
under 64 Stat. 402, 65 Stat. 290, 80 Stat. 383; 43 U.S.C.
1460, 31 U.S.C. 483a, 5 U.5.C. 552.

SOURCE: The provisions of this Part 2 appear in 32
F.R. 9974, July 7, 1967, unless otherwise noted.

AVAILABILITY OF OFFICIAL RECORDS

2.1 Inspection. Records of the Department of the
Interior which are available to the public may be inspected
or copied by any person during the normal business hours
at the office in which the records are located. Requests
to inspect or to obtain copies of records shall be handled
as promptly as possible with due regard for the dispatch
of other public business. While there 1s no general
requirement that requests to inspect must be in writing,
applicants may be required to file written requests in
instances in which such action will assist in the search

-for the records sought or in the orderly filling of such

requests. A request to imspect or to obtain copies of a
record must contain a reasonably specific description of
the records sought. -

2.2 Determinations as to availability of records.

(a) Section 522 of Title 5, U.S. Code, as
amended by Public Law 90-23 (the act. codifying the
"Public Information Act") requires that identifiable

~ Release 15-13, 11/14/69 | - U piAm REISSUE
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agency records be made available for inspection. Subsection

(b) of section 552 exempts several categories of records

from the general requirement but does not require the with- =
holding from inspection of all records which may fall with- i
in the categories exempted. Accordingly, no request made -
of a field office to inspect a record shall be denied

unless the head of the office or such higher field authority

as-.-the head of the bureau may designate shall determine

(1) that the record falls within one or more of the cate-

gories exempted and (2) either that disclosure is prohibited

by statute or Executive order or that sound grounds exist

which require the invocation of the exemption. A request

to inspect a record located in the headquarters office of a -
bureau shall not be denied except on the basis of a similar
determination made by the head of the bureau or his desig-
nee, and a request made to inspect a record located in a
major organizational unit of the Office of the Secretary
shall not be denied except on the basis of a similar deter-
mination by the head of that unit. Officers and employees
of the Department shall be guided by the "Attorney General's
Memorandum on the Public Information Section of the Admin- :
istrative Procedure Act” of June 1967. /'

Subsection (b) of section 552 prov1des that:

(b) This section does not apply to matters that are:

(1) Specifically required by Executive order to be
kept secret in the interest of the national defense or
foreign policy;

(2) Related solely to the internal personnel rules
and practices of an agency

(3) Specifically exempted from disclosure by statute;

{4) Trade secrets and commercial financial informa-
tion obtained from a person and privileged or confidential;

(5) Interagency or intra-agency memorandums or letters
which would not be available by law to a party other than an
agency in litigation with the agency; :

(6) Personnel and medical files and similar files the
disclosure of which would constitute a clearly unwarranted

_invasion of personal privacy;

(7) Investigatory files compiled for law enforcement
purposes except to the extent available by law to a party
other than an agency;

(8) Contained in or related to examination, operating,
or condition reports prepared by, on behalf of, or for the
use of an agency responsible for the regulaticn or super-
vision of financial institutions; or

(9) Geological -and geophysical 1nformat10n and data,

1nc1ud1ng maps, concerning wells. | _ S B:BI&Bﬂﬁgug
Release 15-13, 11/14/69 . o FEBRUARY 1984
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(b} An applicant may appeal from a determination
that a record is not available for inspection to the . Soli-
citor of the Department of the Interior, who may exercise
all of the authority of the Secretary of the Interior in
this regard. The Deputy Solicitor may decide such appeals
and may exercise all of the authority of the Secretary in
this regard.

2.3 Charges.

(a) No charge shall be made for the .inspection
of any record available pursuant to the provisions of
section 2.4. No charge shall be made in connection with
requests to inspect identifiable records in those instances
involving no search or only a nominal search for the records.
In those instances in which a request to inspect a record
requires more than a nominal search, a charge shall be made
(in accordance with the policy of Bureau of the Budget
Circular A-25, "User Charges") which covers the cost of the
service.

(b) Except as otherwise provided in this sectiom,
a charge shall be made for a copy of a record. Such charge
shall be at a rate that recovers the full cost of rendering
the service in accordance with the policy of Bureau of the
Budget Circular A-25, "User Charges."

(c) A charge of 25 cents may be made for each
certificate or verification attached to authenticated copies
of records furnished to the public.

(d) No charge shall be made: for furnishing

~ unauthenticated copies of any opinions, regulations, or

instructions reproduced for gratuitous distribution.

(e) No charge shall be made for the making or

“verifying "of copies of records which are required for

official use by the officers of any branch of the Government.

(f) No charge shall be made for furnishing one
copy of a personal document (e.g., a birth certificate) to
a person who has been required to furnish it for retention
by the Department. '

(g) A copy of the transcript of a hearing before
a hearing board in an adverse action or grievance proceeding
shall be furnished without charge to the employee for whom
the hearing was held. ' : S ' :

Release 15-13, 11/14/69 _ . BIAM REISSUE
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(h) Money received from the collection of
charges fixed under this section shall be deposited in the
Treasury to the credit of the appropriation current and. -
chargeable for the cost of furnishing the copies.

(i) Copies of records may be provided free:

(1) To press, radio, television, and news-
reel representatives for dissemination to the general
public.

(2) To donors with respect to the original
of their gift, individuals or associations having an official
voluntary or cooperative relationship to an agency in ren-
dering assistance toward its work, or national governments
and international agencies when furnishing the service
without charge is an appropriate courtesy.

(3) To agencies of State and local govern-
ments which are carrying on a function related to that of
the Federal agency involved, when furnishing the service
will help to accomplish an objective of the Federal agency.

(4) When furnishing the service free saves
costs or yields income equal to the direct costs of the
agency providing the service. This category includes cases
where the fee for the service would be included in a billing
against the Government (for example, in cost-type contracts,
or in the case of private physicians who are treating
Government beneficiaries at Government expense).

(5) When furnishing the service free is in
conformance with generally established business custom,
such as furnishing personal reference data to prospective
employers of former Government employees.

: - .~ (6) To the extent of one copy, to those
who tequire copies of records or information from the
records in order to obtain financial benefits to which they
may be entitled (e.g., veterans or their dependents,
employees with workmen's compensation claims, or persomns -
insured by the Government). : :

o REISSUL _ E -
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2.4 Opinions in adjudication of cases; admlnlstratlve
manuals.

{a) (1) Copies of final opinions and orders
issued in the following categories of cases are available
for inspection and copying in the Docket and Records Sec-
tion, Office of the Solicitor, Interior Building, Washing-
ton, D.C.

(1) Appeals from decisions of officers of the
Bureau of Land Management and of the Geological Survey in
proceedings relating to lands or interests in land;

(1i) Contract appeals;
(iii} Tort claims decided in the headquarters

office of the 0ffice of the Solicitor, and appeals from
decisions of Regional Solicitors or Field Solicitors on

"tort claims;

(iv) Irrigation claims under Public Works
Appropriation Acts (e.g., 79 Stat. 1103) or 25 U.S5.C. sec-
tion 388 decided in the headquarters office of the Office
of the Solicitor, and appeals from decisions of Regional
Solicitors on irrigation claims;

{(v) Appeals in Indian probate proceedings; and
{vi) Indian enrollment appeals.

{(2) An Index-Digest is issued by the
0ffice of the Solicitor. All opinions ‘in the categories
of cases described in subdivisions (i) and (ii)} of subpara-
graph (1) of this paragraph (that is, land appeals and
contract appeals), are covered in the Index-Digest; in

. addition,_.the Index-Digest covers the more important opin-

ions in the remaining categories of cases described in
subparagraph (1) of this paragraph and the more important
opinions of law issued by the Office of the Solicitor. The
Index-Digest is available for use by the public in the
Docket and Records Section mentioned in subparagraph (1) of
this paragraph and in_the offices of the Reglonal Solicitors
and Field Solicitors.2 Selected opinions are’/published in

2 See Appendix for 1ist of field offices.

Release 15~13, 11/1L/69 FEBT{UI&BY 1084



W
.

Illustration 3
Page 6

BIA MANUAL SUPPLEMENT 15 BIAM 6
QFFICE OPERATIONS
Mail and Records Handbook

a series entitled '"Decisions of the United States Department
of the Interior" (cited at I.D.) and copies may be obtdined
by subscription from the Superintendent of Documents, U.S.
Government Printing Office, Washington, D.C. 20402.

(3) Copies of final opinions and orders

- issued by Regional Solicitors on tort claims, irrigation

claims, and appeals in Indian probate proceedings are avail-
able for inspection and copying in their respective offices,
Copies of final opinions and orders issued by Field Solici-
tors on tort claims and by hearing examiners in Indian pro-
bate proceedings are available for inspection and copying
in their respective offices.

(b) (1) Copies of final opinions and orders,
issued on appeals to the Director, Bureau cf Land Management,
in proceedings relating to lands and interests in land are
available for inspection and copying in the Office of
Appeals and Hearings, Bureau of Land Management, Robin
Building, Silver Spring, Md., and in the offices of hearing
examiners referred to in subparagraph (2} of this paragraph.

(2) Copies of final opinions and orders
issued by hearing examiners of the Bureau of Land Manage-
ment in proceedings relating to lands and interests in land
are available for inspection at their offices imn the
Interior Building, 2929 Fulton Avenue, San Francisco, Calif.,
and in the Federal Building, Salt Lake City, Utah, and at
the Robin Building, Silver Spring, Md.

{(¢) Copies of final opinions and orders issued
in cases pertaining to applications for subsidies for the
construction of fishing vessels are available for inspection
and copying in the Branch of Grants and Loans, Bureau of
Commercial Fisheries, Washington, D.C.
7 (d)” Copies of final opinions and orders issued
by the 0il Import Appeals Board are available for inspection
and copying in the Office of the Chairman, Interior Building,
Washington, D.C. ' i

(e} The Departmental Manual is available for
inspection in the Departmental Library, Interior Building,
Washington, D.C., and at each of the regional offices of
bureaus of the Department. The administrative manuals of
those bureaus which have issued such documents are avail-
able for inspection at. the headquarters offices and at the
regional offices of the bureaus. S  Brg
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2.5 Compulsory process.

(a) If the production of any record of the
Department is sought by compulsory process and if it is
determined, in accordance with the provisions of Section
2.2, that the record should not be disclosed, the person
making such determination shall immediately report the
matter to the Solicitor. The person to whom the compulsory
process is directed shall appear in answer to the process
and respectfully decline to produce the record on the
ground that the disclosure, pending the receipt of instruc-
tions from the Secretary of the Interior, is prohibited by
the regulations in this part, '

(b) The Solicitor of the Department of the
Interior and the Deputy Solicitor may exercise all of the
authority of the Secretary of the Interior under this
section. :

2.6 Testimony of employees.

(a) An officer or employee of the Department
shall not testify in any judicial or administrative pro-
ceeding concerning matters related to the business of the
Government without the permission of the head of the
bureau, or his designee, or. of the Secretary of the
Interior, or his designee. If the head of a bureau, or
his designee, concludes that permission should be withheld,
he shall report the matter immediately to the Solicitor for
a determination, and the officer or employee shall appear
in answer to process and respectfully decline to testify,
pending the receipt of instructions from the Secretary, on
the ground that testimony is prohibited by the regulations
in this part. Pending instructions from the Secretary, or
his designee, an officer or employee in the Office of the
Secretary -shall follow the same procedure.

(b) Any person (including a public agency)
wishing an officer or employee of the Department to testify
in a judicial or administrative proceeding concerning a
matter related to the business of the Government may be
required to submit a statement setting forth the interest
of the litigant and the information with respect to which
the testimony of the officer or employee of the Department
is desired, before permission to testify will be granted
under this section.

Release 15-13, 11/14/69  BIAM BEISSUE
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(c) The Solicitor of the Department of the
Interior and the Deputy Solicitor may exercise all of the =
authority of the Secretary of the Interior under this
section.

2.7 Definition. As used in the regulations in this
part, the term "bureau" includes the other Departmental
offices.

APPENDIX
OFFICE OF THE SOLICITOR--FIELD OFFICES .-
Anchor?ge Region

Regional Solicitor; Anchorage, Alaska, Federal Building.
Field Solicitor; Juneau, Alaska, U.S. Post Office and
Courthouse.

Denver Region -

Regional Solicitor; Denver, Colorado, Denver Federal Center. -

Field Solicitor; Aberdeen, South Dakota, U.S. Post Office
and Courthouse.

Hearing Examiner; Aberdeen, South Dakota, U.S. Post Office
and Courthouse.

Field Solicitor; Albuquerque, New Mexico, Federal Building
and Courthouse.

Field Solicitor; Billings, Montana, Federal Building and
Courthouse.

Hearing Examiner; Billings, Montana, Federal Building and
Courthouse.

Field Solicitor; Cheyenne, Wyoming, U. S Post Office and
Courthouse.

Hearing Examiner; Gallup, New Mexico, V.E.M. Building.

Hearing Bxaminer and Field Solicitor; Minneapolis, Minmn.,

- -Buzza Building.

Field Solicitor; Santa Fe, New Mexico, U.S. Courthouse.

Los Angeles Region

Regional Solicitor; Los Angeles, California, 7759 Federal

Building. '
Field Solicitor; Phoenlx Arizona, Arizona Title Annex

Building.
Hearing Examiner; Phoenlx, Arizona, Arizona Title Annex

Building. o —r
Field Solicitor; Reno, Nevada, U.S. Courthouse. e

Release 15-13. 11/14/69 ' . FFBBTJKRY 1984



Illustration 3
- - Page 9
BIA MANUAL SUPPLEMENT ' 15 BIAM 6
OFFICE OPERATIONS
Mail and Records Handbook

Philadelphia Region
Regional Solicitor; Philadelphia, Pa., Second Bank Building.
Portland Region
Regional Solicitor; Portland, Oregon, Federal Building.
Hearing Examiner; Portland, Oregon, Federal Building.
Field Solicitor; Boise, Idaho, Fairgrounds, Reclamation
Building.
Field Solicitor; Ephrata, Washington, Reclamation Building.
Sacramento Region

Regional Solicitor; Sacramento, California, Interior
Building. '

Hearing Examiner; Sacramento, California, Interior Building.

Field Solicitor; San Francisco, California, 450 Golden Gate
Avenue.

Salt Lake City Region
Regional Solicitor; Salt Lake City, Utah, Federal Building.
Tulsa Region

Regional Solicitor; Tulsa, Oklahoma, U.S. Post Office and
Federal Office Building.

Hearing Examiner; Tulsa, Oklahoma, U.S. Post Office and
Federal Office Building.

Field Solicitor; Amarillo, Texas, Petroleum Building.

Field Solicitor; Anadarko, Oklahoma, 123 Northwest Second
Street.

Trial Attorney; Durant, Oklahoma, U.S. Post Office and
Courthouse,.

Field Solicitor; Muskogee, Oklahoma, Federal Building.

Field Solicitor; Pawhuska, Oklahoma, c¢/o Osage Indian

Agency. :
Field Solicitor; Elberton, Georgia, First National Bank
Building.

Release 15-13, 11/1k4/69
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TITLE 20--CODE OF FEDERAL REGULATIONS
Chapter 1 Bureau of Employees' Compensation
Subchapter B--United States Employees' Compensation Act
Part 1--Claims for _cmpensation and Administration Procedure

1.21 Confidential nature of records and papers
relating to injury or death of employees.

(a) All records, medical and other reports,
statements of witnesses, and other papers relating to the
disability or death of a civil employee of the United States
or other person entitled to compensation benefits from the
United States under said act and all amendments or exten-
sions thereof, are the official records of the Bureau and
are not records of the agency, establishment, or department
making or having the care or use of such records. Such
records and papers pertaining to any such injury or death
are confidential and no official or employee of a Government
establishment who has investigated or secured statements
from witnesses and others pertaining to a claim for com-
pensation, or any person having the care or use of such
reports, shall disclose information from or pertaining to
such records to any person, except upon the wrltten approval
of the Bureau.

(b} Any person having any such record shall
assume no control over same, nor shall such person be vested
with any discretion relative to the production of same in
court, as such discretion shall remain in the Bureau to
whose business such records appertain. Any such person is
prohibited from presenting such records or information in
court, whether in answer to a subpoena duces tecum or
otherw1se. When a. subpoena shall have been served upon
such person, he shall appear in court and respectfully
decline to present such records or to divulge the informa-
tion .called for, basing his refusal upon this regulation

and upon the fact that such person is not the custodian of
such records.

(c) Information with respect to an injury -or
death which may be necessary for the official purpose of
any department, agency, or other establishment of the
United States may be disclosed upon the responsibility of
the official supervisor to see that such information will
be used exclusively for such official purpose.

Release 15-13, 11/14/6 .
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1.22 Inspection of records of Bureau. An employee
or his beneficiary in case of death, or the agency of such
employee or beneficiary, may, at the discretion of the
Bureau, be permitted to examine the records of the case in
which he is an interested party. In any request .for such
permission, the Bureau shall be the judge of the reasonable-
ness thereof, and may, in its discretion permit inspection
of such record or part thereof which, in its opinion, will
not result in damage or harm to the beneficiary or to any
person, or which will not be inimical to the interests of
the Bureau or of the United States. :
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-United States Department of the Interior

BUREAU OF INDIAN AFFAIRS
WASHINGTON, D.C. 20245

¥ REPLY REFER TO! 15 BIAM Sypplement 2, 3ull. 3
JAN 1 7 1980

Memorandum
TO: Holdars of 13 BIAM Supplement 2
?ROM: Commissioner of Indlan Affairs

SUBJECT: Procedures for Renting or Purchasing Word Processing Zquipment

This bulletin prescribes procedurss for acquiring (reating or
purchasing) worl processing equipment within the Bureau.

A, RESPONSIBILITIES — CENTRAL OFFICE

1. Director, Office of Administration. The Diractor, Office
of Administracion, will:

(a) Be responsibile for providing Bursau direction cu
word processing equipment;

(b) Approve or disapprove requests for work procsssing
equipment for Central Office Programs;

(c¢) Assure that the Bureau maintains and utilizes the

latest technological word processing equipment necessary to perform
the Bureau's functions;

(d) Establish and issue procedures for evaluating the
productivity of word processing systems, and

{(e) Declars moratoriums.

1

2. Division of Management Research and Evaluation. The Chief, *
Division of MR&E will: .

{a)y Be responsible for the review and analysis of all word
processing requests for the Cantral Offica.

(b) Review each groposed installation at the Central Office
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0T TNDIAY AFTAIRS

Pl TELCEN -

CATITST TR Ty HT 1-\',..

P A TR ) _,. .
{0 ks

BULLETIN EXPIRES July 17, 1980

!
4

S

|
}

et e lv "

1
li

f
wtontl o

t

i

'

}
b

SULLETIN

S R AN U AL



R

;{m.‘
&

15 BIAM Supplement 2, Bull. 3 ' Page 2

- (1) Assures that an objective need for lncreasad
efficiency and effectiveness has been established.

P

(2) Be surae that all reasonable alternatives to the
use of word processing squipment are counsidered including training
to improve typiang skills, improving correspondence management
practices, work simplification, functional specizlization and usa
or improving the use of dictation equipment.

iy

(3) Determine the fesasibility of reassigning
underutilized word processing equipment within the Bureau after
completing each bi-ennual cost effactivensss analysis survey of
existing systams. Part 2 of the attached Illustration will provide
information for the raview. ~

(4) Assure that the comparative cost analysis of the
existing and proposed systams has been mada.

{5) Assess the potential for future expansion within -

the Bureau of Indian Affairs.

(6) Consider the feasibility of standardizing equipment
in applications involving shared workload. '

{(7) Certify that apprgpriate equipment is salectad
for each specific application and that the appropriate procuremant .
method is employed. i

(8) Evwaluate the productivity of each system
pariodically.

(9) Develop and maintain a complate invantory of
leased, rented and owned equipment dedlicated to or used primarily
for word processing applications within the Bureau. The invantory
will include the name of the manufacturar, model number, location,
purchase, rental cost, and data of acquisition, and average
utilization rate.

3. Program Offices. Each Program Director will be responsible
for: '

(a) Complying with the requirements of this bullatin;

. {(b) Exercising prudent managerial decisions when acquiring
or utllizing word processing systems; and

(s) Coordinating feasibility studies with MR&E.



W
S

15 BIAM Supplement 2, Bull. 3 . Page 3

4, Procursment, Office of Administration. The Procursment
offica shall: :

(a) Process requisitions for acquiring word processing
systems or equipment only upon approval of the Dirsctor, Office of
Administration; and

(b) Furnish a copy of the purchase order for any new or
additional word processing equipment to MREE.

3. RESPONSIBILITIES - AREA AND AGENCY OFFICES

Area and Agency O0ffices shall:

l. Establish wonitoring raquirements of WPE in line with this
bulletin within their jurisdictiom.

2. Develop and submit a copy of their WPE inventory to the
Division of MREE by March 1, 1980 and update the inventory avery
two years. In preparing the iaventory use criteria shown in
paragraph A.2.(b)(9) above.

3. Assure that clearance approval by the A&ea Director is
obtained before acquiring additional WPE.

4. Ensure that WPE is utilized effectively and economically
within their program.

C. REQUISITIONING OFFICE PROCEDURES

Qffices requesting word processing equipment will complete Part 1
of Illustration 1 and submit it to the Division of Management
Research and Evaluation (MR&E) for reviaw and analysis befors
formally submitting a requisition to the procurement cffice.

An avaluation will be made by the Division of MR&E. After considering
all the elements furnished by the raquesting office, the Chief,
Division of MR&E will recommend to the Director of Administration,
alther approval or disapproval of the request.

Offices will be notified by MR&E of the status of their request
within a reasonable time period after receipt of the requasrt.

D." COST ANALYSIS

The Bureau will distinguish between actual cost savings and
superficial benefits that may not resul: in actual cost savings
when evaluating raquests for word procassing equipment. Time saved
by converting to WPE will rasult in cost savings ocnly Lf persounel
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positions or overtime ars reduced, or if the time saved can be usad
to accomplish other assential work. Only actual cost savings will
be used when conducting a cost analysis.

ommissioner 2f Indian Affairs

Filing Refarance: 15 BIAM Supp. 2

',/

RN YL 1 SR

A

i

My

'l'\



o
3 e

15.BIAM Supplememt 2, Bull. 3 Illug;:ggtlion 1

WORD PROCESSING

ANALYSIS ELEMENTS

(Part L to be completed by Requesting Office)

PART 1

Determining Cost Effectiveness in Acquiring Word Processing Equipment (WPE)

- 4. -Identify Total Annual Costs

(1) Annual Personnel Costs. Compute the actual number of man~hours

required for typing during a normal or average two week period. Muleiply by

26. M/H x 26 =

(i1) Compute the total number of lines typed during that same period.
Multiply by 26. LT x 26 =

(iii) Determine the annual equipment costs by amortizing the original
cost of the electric typewriter(s) over a five year period.
EC divided by f£ive =

(iv) Add totals of (i) annual persoanel costs and (iii) anoual
equipment cost above to detarmine the total annual costs.
APC + AEC

B. Computa tha total annual costs required %o produce the same or similar
material om the WPE under consideration. Include actual lease or purchase

cost, maintenance cost, space alternations, carpeting, drapes, etc.
Annual cost

C. If the annual costs of WPE is greatar than that of typewriters, WPE
should not be used. '

PART 2

i

Determining Cost Effectiveness of WPE Currently in Use.

Cost effactiveness of WPE systems will be scheduled and conducted by MR&E
bi-ennually. - -

(1) The methodology prescribed in 1A will be used to compars the cost
of WPE with that of elesctric typewritsrs.

by
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15 BIAM Supplement 2, Bull. 3 Illustration 1
' : Page 2
- (11) If leased WPE 1is not used cost effectively, the leases should be
tarminated or allowed to expire., If owned WPZ is not usaed cost affectively,
the following remedial action shall be taken immediately:

(a) Efforts to Llncrease the use of the equipment will be made to
improve utilization of the equipment.,

(b) The WPE shall be vreassigned elsawhere to increase the utilizétion
of the equipment.

(c) A moratorium on WPE acquisition may be declared if curreatly owned
equipment Is not cost effactively used.

.

i
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United States Department of the Interior

OFFICE OF THE SECRETARY
WASHINGTON, D.C. 20240

MR&E 15 BIAM Supp.2, Bulletin No. 2
_ 25 1378

Memorandum’ APR &5

Ta: Holders of 15 BIAM Supplement 2

From: Assistant Secretary — Indian Affairs

Subject: Mail Sampling

The purpose of this bulletin iz to provide guidelines and instructions
for the mail sampling program which the Bureau has reinstated. We have
returned te our own mail sampling in an effort to implement mail manage-
nent improvements for better accountability and control of our mail costs.

It is important that the mail sampling be assigned to personnel know-
ledgeable in mall sampling practices. The sampling must be done at
every mall station for each field and central office within the Bureau
(exclude mail processed by postage meter equipment).

The U.S. Postal Service (USPS) wiil perform some field aundits or monitor-
ing during the sample week.

Responsibility and Method of Estimating Postal Service Costs

Each Bureau office (Central Office, Area Office, Agency, School, ete.)
which dispatches mail shall be rasponsible for estimating postal costs
based on a sampling technique. An actual count of mail processed by
each office shall be made during the week of May 1 through 5, 1978.

Estimates of Postal Service costs shall ineclude all official matter
entered in the U.S. Postal Service, such as ordinary first-class mail,
speclal delivery, registered mail, foreign mail, parcel post, periodi-~
cals, postage—due items, proof of mailings, reply cards.or envelopes,
return receipts. etc. The above iz only a partial listing of the types
of mail services which must be counted, "Attachment A" provides complete
details on all categories of mail.

Attachment A has been developed by the USPS for use in preparing the
mail sampling report. Agenciles, offices, schools, etec., ara required
to submit their completed reports to thelr Area level for consolidation.
Consclidated Area reports and reports from any other reporting offices

Bulletin Expires October 31, 1978

+
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15 BIAM Supplement 2, Bulletin No. 2 Page 2

“shall be promptly submitted to the Central Office Division of Management
Research and Evaluation on or before May 19, 1978, The Division of MREE
will prepares the comsclidated report for submission te the USPS,.

If you have any questions, please call Warren Kelrsted on 343-4145,

V4
/’_./

7
I .
/
w o Z
Depufy Ass st/ant acretary - Indlan Affairs

Filing Reference: 15 BIAM Supplement 2, sectiomn 2.7

Buletin Expires October 31, 1978
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Torm 5-1505

(Rev. Aug. 1977}

PACKAGES:
SMALL - 14 lbs or Fourth-clase 1.83
less (Recommended © Priority 1.01
maximum size 11" x :
o- N —cq-v
MEDIUM -~ Oﬁwn 14 IFourth-class 3.72
Ihs but not over 27 Priority 9.19
Ihs (Recommended
maximum size 11" x
Q- x Ncl-v
LARGE - Over 27 Fourth-~clags 5.34
1bs but not over Priority - 13.63
40 lbs (Over 11" x
@.. N Nccnv
EXTRA LARGE Fourth-class 8.31
Up to 100" length Priority 21.77

& girth over 40
Ibs but not over
70 Ibs

Registered mail must be sent Flrst-clags or Priority

aas Merged with First Class effective October 11, 1975,

AL

Attachment A

A .

2 of ﬂ pages
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Form 5-1505
f~-~v. Aug. 1977)

page 4.

Matter Receipted on Dellvery Unit Cost

Certified Malk. . .oiruinraesineioisncscsanansnons
Resiricted dellvery. ... ovivvitiansiociarssnsanss
Return recelpla. . seisiieenusnerasnasasassnrssnsnn
Insured mall (Limit $207 Postal Indemnity)........:.

Other Services

FForelgn (Sce Attachment 1 for International Rates)
ACTOraMIMES .. st ateearsssassscssncsasasnassvans
Speclal dellvery «cooiinivansiiirernrestaanenenas
lPostage due (Domestic -~ TForeign)......covveuvnans
Form 3547 (Change of Address)...c.ccuvevavineans
Returned mafl, €tC. i viernnorranasssanasrranian
Certificate of Maillng....c.coviviaaviannnanneneaas
Special Handling (3rd & 4thelass) .. .coovvinnens
Malling List Corrections .....ie.es.....Minimum
: o per ftem
I ncoming reply envelopes furnished to
obtaln official information: (If spectal
service desired ~ gervice must be
preprinted on envelope)
Small -upto 6.125" x 11.5". ,.cavavencinerens
Large ~upto 11" x 13", .. ieieiciadinnconnnsa
Business Reply - above rates plus per plece
charge of 3,5¢ ’
Total Cost _

*Registered mail (limit $100 Fostal Indemnlty).......$ 2.10

.00
.60
<25
.80

.13
.35

>ﬂwan:so=n A

I T

*ligher indemmnity 18 available if full registry fee s pald at time of mailing.

4 of 6 pages

Quantity

G. Special Sexvices: Each service must be shown In the “quantity” column even If on the same plece of mall
or otherwise listed. Speclal service rates are In addition to the regular postage rates shown above and on

Amount

i

T

-

-



' Form 5-1505

(R A 1977) Attachment A _ S of & pages
ev. Aug. :

If the following types of mail are forwarded to another post ¢ ice they are subject to
additional postage, to be computed the same as if the piece w:-re originally mailed at
the office from which it is forwarded except second-class masi which is chargeable at

the transient second class rate. Registered, certified, insur:=d, and special handling

mail is forwarded without the payment of additional fees, but :he ordinary forwarding
postage charges must be paid. (See Section 158.3, Postal Serrice Manual), Report
appropriate type and size in accordance with formats on pages 4 and 3.

Class of
Type and Size ' Service Unit Rate Quargiity Amount

Second-class

Third-class

Fourth-class

Priority

Total Cost

Mail Messenger Sexvice (Stop-Run)

" Size 10 envelopes 2§ .13
Size 65-107 envelopes 35
Size 65-207 envelope 1.01
Pouches - 3.72
Qutsides (boxes, etc.) 3.72

Total Cost

"4

BT | || it



"Form 5=-1305

(Rev. Aug 1977) Attachment A 6 of 6 pages

Supplemental Mailings

All mailings by the Government Princing Office and all major :~ailings by contractors
that do not relate to Toutine general administrative type mail -ill be reported secarately
in this section. This type of mail must be facrually documer: :d. Large irregular
mailings of this type would distort the sampling results if inci.ded; in addition when
acrual mail volume data exists it should be urilized (See Fart 133).

/7 Mailed by Governiment Printing Office |
D Mailed by commercial mailers (contractors)
Type and Size Class of Service Unit Cost Quantity Amount
!:7 R —
/7
/7

Postage will be paid by each agency for all matter mailed by GPO for an agency under
the indicia of the requisitioning agency. If matter is mailed by GPO under their own
indicia, GPO will be responsible for paying the USPS and will in turn.add the postage
cost to the distribution bill to accomplish preper reimbursement from the requisition-
ing agency. (See GFO Circular Letter 117 12/17/74)

Cuantity Amount

D. Exceptions to precading unit rates:

{1) Post card rates: Should be thickness
.006 to .0095" and not less than 3" x
4 1/4" and not more than 4 1/4" x 6"

Regularmail soovuunionacsecnass seeeranans s .09

=

ol Mi I. 0

{

Mmaﬂ.ll't ..... ll.Il......'!l.I".l'!l.-. ***
Bt Merged with First-class effective Qerober 11, 1973

) ‘I‘hird-class— single piece rates:
(Must be endorsed Third-class)

Small size - less than 6.125" x 11.5"....... 5 .14 -
large size - over 6.125" x 11.5"
weighing 8 0Z. 0T 185Se.cuessnrranroses .39
weighing in excess of 8 0Z. ....creve-nnn .83

bur less than 16 oz.

- ) INT 478177



Lmted States Department of the Interior

BUREAU OF INDIAN AFFAIRS
WASHINGTON, D.C. 20242

IN REPLY REFER TO:

MR&E

15 BIAM Supp.2, Bulletin No. 1

AUG 5 977
Memorandum
’ '
Tos Holders of 15 BIAM Supplement 2
From; Acting Deputy Commissioner of Indian Affairs

Subject: Mail Sampling

The purpose of thig bulletin is to proyide guidelines and imstructions
for the mail sampling program which the Biareau is reinstating. We are
returning to our own mail sampling fn an effort to implement mail man-
agement improvements for Better accountability and control of our mail
costs,’ ‘

It is important that the mail sampling Be assigned to personnel know-
ledgeable in mail sampling practices, The sampling must be done at
every mail station for each ffeld office within the Bureau,

The U.S. Postal Service (USPS) will perform some field audits or monitor-
ing during the sample week,

Responsibpility and Method of Estimating Postal Service €osts

Each Bureau office (Central Office, Area Office, Agency, School, etc.)
which dispatches mail shall be responsible for estimating postal costs
based on a sampling technique, An actual count of mail processed by
each office shall be made during the week of August 21 through 27, 1377,

Estimates of Postal Service costs shall include all official matter
entered in the U.S. Postal Service, such as ordinary first-class mail,
special delivery, registered mail, foreign mail, parcel post, per10d1~
cals, postage-due items, proof of mailings, reply cards or eavelopes,
return receipts, etc. The above is only a partial listing of the types
of mail services which must be counted, Attachment A provides complate
detall on all categories of mail.

Attachment A has been developed by the USPS for use in preparing the
mail sampling report. Agencies, offices, schools, etc., are required

" to submit their completed reports to their Area level for consolidation.
Consolidated Area reports and reports from any other reporting offices

Bulletin Expires February 5, 1978

voam B Wi W P ISEDCSE W WS B ianeper s tuRRFRENARNS NN RN IS UNEANEYTRRRTRER D)
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15 BIAM Supplement 2, Bulletin No. 1 Page 2
shall be promptly submitted to the Central Office Division of Management

Research and Evaluation on or before September 15, 1977. The Division
of MR&E will prepare the comsolidated report for submission to the USPS.

/3%4./&/ Aulé

Acting Deputy Commissioner of
Indian Affairs

Filing Reference: 15 BIAM Supplement 2, secriom 2.7

Bulletin Expires February 35, 1978
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‘Form 5-1505 - ~ Attachment A 5 of 6 pages

(Rev. Aug. 1977)

If the following types of mail are forwarded to another post ciice they are subject to
additional postage, to be computed the same as if the piece wee originally mailed at
the office from which it is forwarded except second-class ma:! which is chargeahle at
the transient second class rate. Registered, certified, insur:4, and special handling
mail is forwarded without the payment of additional fees, but rhe ordinary forwarding
postage charges must be paid. (See Section 158.3, Postal Service Manual), Report
appropriate type and size in accordance with formats on pages 4 and S.

Class of
Type and Size Service Unit Rate Quarntity Amount
Second-class
Third-class
Fourth-class
Priority
Total Cost

Mail Messenger Service (Stop-Run)

Size 10 envelopes $ .13 - X
Size 65-107 envelopes .35 -
Size 65-207 envelopes 1.01 -
Pouches 3.72 .
Outsides (boxes, etc.) 3.72

Total Cost



‘Form 5-1505 . o
(Rev. Aug 1977) _ Attachment A 6 of 6 pages

Supplemental Mailings

All mailings by the Government Printing Office and all major :nailings by contractors
that do not relate to routine general administrative type mail «ill be reported separately
in this section. This type of mail must be factually documen::d. Large irregular
mailings of this type would distort the sampling results if inciided; in addition when
actual mail volume data exists it should be utilized (See Part 7:3).

Mailed by Goverament Printing Office

N

' /_/ Mailed by commercial mailers (contractors)

: Type and Size Class of Service Unit Cost Quantity Amount
i,
/_—/. -
/7

Postage will be paid by each agency for all matter mailed by GPO for an agency under

the indicia of the requisitioning agency. If matter is mailed by GPO under their own

indicia, GPO will be responsible for paying the USFPS and will in turn add the postage

%~ cost to the distribution bill to accomplish proper reimbursement from the requisition-
' ing agency. (See GPO Circular Letter 117; 12/17/74)

Quantity Amount

D. Exceptions to preceding unit rates:

g (1) Post card rates: Should be thickness
.006 to .0095" and not less than 3" x
4 1/4" and not more than 4 1/4" x 6"

Regular mail........ cereataracaaacans eee .09
Ajrmail ..... fereseraaarens crecassineranas Ex

*** Merged with First-class effective October 11, 1975

(2) :"I‘hird-glass* single piece rates:
(Must be endorsed Third-class)

Small size - less than 6.125" x 11.5"....... $ .14
large size - over 6.125" x 11.3" -
weighing 8 0z, orless,........ Ceaeraaas .39
] weighing inexcessof 80z, ....c.vuvnun.s .83
L Ty but less than 16 oz. ‘
SO .

INT: 478177
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