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Unirted States Department of the Interior

BUREAU OF INDIAN AFFAIRS

Washimgran, DL 21240

g wCPLD B MA\’ G 3 lggﬁ .
Mamorandunm . uj’i
To: All Central Office Directors ﬁbgﬁ
All Area Directors t
; __Director, Office of Indian Education Programs
i - ACTING
From: Director, Office of Management and Administr on

Subject: BIA Records Schadule

Attached for your use and local reproducticn are twe discs
; containing the BIA Records Schedula. This schaedule supersadas
| anything else currently being vused in the Bureauy and iz the only

achedule approved for use by the National Archives and Records
Administration. '

To ensure that the schedule goes where it is needed, you are
: authorized by this memorandum tc reproduce tha cchaedules locally
i (i.e., make copies of the diecs) with this caveat: UNDER NO
CIRCUMSTANCEE ARE THE DISCS OR THE PRINTED COQPIES WHICH CAN BE
MADE FROM THEM TO BE ALTERED. This caveat is from the National
Archives. Any changes to thiz must follew a prescribed pracedure
working through the Bure=au's Records Managecment Officers.

I This schedule is the result of many long hours of work by Buraau
! Records Offjicers and we want to thank Mike Nez, Fred Doka, Jack

Allisen, Carel Smalley, Susan Willett, and Paulette Toddy for
their outstanding work.

; Reproduction of the Records schedula, which i= more than 250 pages
i in length, by this manner ensures proper distribution at every

level and drastically cuts printing and mailing comts for all of
us.

‘ .
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National Archives and -
Records Administration 7/
Washington, DC 20408 AL

GENERAL RECORDS SCHEDULES TRANSMITTAL
NO. 3 : - - February 22, 1991

e —

TO: Heads of Federal Agencies — e

1. Purpose. This transmittal conveys changes to-the Generalr
Records Schedules. '

2. Background. Thé General Records Schedules (GRS) provide
mandatory disposition instructions for records common to several
Federal agencies. A complete set of the schedules was issued in
1988. The pages provided with this transmittal contain addi-
tions, revisions, and corrections to several schedules and to the
Subject Index. oo

3. Explanation of changes,

a. General Records Schedule 1. Item 30a was modified to
correct an editorial error, and a new item 36 has been added- to
cover employee drug testing records. :

b. General Records Schedule 3. The cross-reference in the

_aisposition imstructions for items 5a and Sb(2) (b) was corrected .
to read " (see item 3 of this schedule) 17 i sk ol o Tt e

C. General Records Schedule 9. A new item 5 was added to
cover records relating to official passports.

d. General Records Schedule 12. The disposition for item
3b was corrected to read "Destroy when 2 years old."

e. General Records Schedule 18. Item 22 was modified to
specify that it applies to case files created under Office of
Personnel Management regulations only. A reference in the
introduction was updated.

f. General Records Schedule 21. TItem 13 was changed to
read "Duplicate prints and pre-print elements in excess of those
elements required for preservation by 36 CFR 1228.184."

g. General Records Schedule 22. Item 1 was changed to
exclude significant investigative case files and the introduction
was modified to reflect the change to item 1.

h. Subject Index. The index was modified to correct an
editorial error and add the new items.




1.

/ o -
February 22, 1991 \{// ' GRS Transmittal No. 3

{/..
!
4. Availability. Additional copies of this change are
available from the Records Administration Information Center
(NIn), Washington, DC 20408." Phone: . 202-501-6025 or FIS 241-
6025.
5. Instructions.. B R
Remove ' ' ) and insert : ¢
pages corresponding
' new pages 1
a. 15 and 19 of GRS 1 i5, 19, of GRS 1
: ' and 21 :
b. 3 and 5 of GRS 3 3 and 5 of GRS 3
C. 3 of GRS 9 3 of GRS 9
a. 1 .of GRS 12 1 | of GRS 12
e. 7 of GRS 18 7 of GRS 18
£.001 . of GRS 21 1 of GRS 21
A, e v ofYGRS 22 T S DA - of. GRS.22: .
h. 5-21 of Subject Index 5-21 . of Subject Index

DON W. WILSON
Archivist of the United States

Attachments



National Archives and _
Records Administration
‘Washington, DC 20408

GENERAL RECORDS SCHEDULES TRANSMITTAL _
NO. 1 -~ N  August 10, 1988°
USRS SR e e e ]

TO: Heads of Federal Agencies

1.  Purpose. This transmittal announces a revision of the
General Records Schedules (GRS).

2. Background.

a. Over the past 2 years, the National Archives and Records
Administration has been reviewing and modifying the General
Records Schedules. Many of the changes were-made in response to
agency suggestions. 8Several of the most significant changes or
additions have been announced through NARA bulletins (see
paragraph 6). Though many items remain unchanged from the
previous edition, sufficient changes were made to require that
the entire set of schedules be reissued.

b. The GRS now cover only disposable records. Supplementary
information on scheduling records not covered by the GRS is found
in several NARA publications. Comprehensive guidance is provided
in the Disposition of Federal Records handbook, available from
the Federal Supply Service (stock number 7610-01-055-8704).
Specific guidance on scheduling nontextual records will be pro-
vided in three NARA instructional guides, "Managing Cartographic
and Architectural Records," "Managing Audiovisual Records," and
"Managing Electronic Records." An additional instructional
guide, "Managing the Records of Temporary Commissions,".is also
being developed. These four publications will be issued in the
near future and their availability will be anncunced in a NARA-
bulletin.

3. Explanation of changes.

a. Records previously scheduled as "permanent," "submit an
SF 115," and "“submit an SF 258," have been deleted. Such records
must be scheduled individually by agencies that create or acquire
them. Potentially permanent records must be appraised by NARA.
Their inclusion in the GRS proved to be misleading in some
instances, as some agencies assumed that all items scheduled as
"submit an SF 115" or "submit an SF 258" would automatically be
permanent. Inclusion of permanent and potentially permanent
items also led some agenciés to believe that the GRS could be
used to cover unigue program records.

(1) The 19 items previously scheduled as permanent will
have to be rescheduled by submission of an SF 115, unless NARA
has already approved their disposition on an SF 1l5. :

16 BIAM RELEASE 1
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August 10, 19838 ' GRS TRANSMITTAL 1 -

{a) In most cases the records should be proposed
for permanent retention, but NARA appraisal may find a few of
them disposable. For example, news releases at all levels of an
organization may not be permanent,

{b) In other cases, the GRS provided quidelines
rather than definitive descriptions of permanent series. For -
example, the GRS scheduled a representative sample of globes, .
terrain models, and raised relief maps as well as agency '
histories and selected background materials-as - permanent. -Agency
history files are particularxly important for documepting _an
agency's activities. It is very important for' NARA to have a
complete description of the files in an agency's historian's
cffice in order to conduct an appraisal of all mateflals created
or collected by that office.

(2) The deletion of the items for which the disposition
was "submit an SF 115" or "submit an SF 258" will impose no
additional workload on agencies, as they had to be scheduled
separately under the superseded GRS.

(3) One disposable item, Telephone Summaries (previously
GR3 12, item 4), was deleted because it did not adeguately cover
the records created under current procedures. NARA is working
with the General Services Administration (GSA) and the General
Accounting Office (GAQ) to develop a disposition standard for
current records. Pending resolution of this matter, agencies
that want to dispose vf these records should submit an SF 115 to
NARA and request GAO concurrence.

{4) GRS 22, Design and Construction Drawings and Related
Recoras, has been deleted and its disposal authorities have been
added to GRS 17 {(previously Cartographic, Remote Sensing Imagery,
and Related Records), now titled Cartographic, Aerlal Photo-
graphic, Architectural, and Engineering Records,.

{(5) Most of the items that were deleted covered
nontextual records; i.e., audiovisual records, cartographic and
architectural records, and electronic records. The instructional
guides mentioned in subparagraph 2b will include criteria for
identifying potentially permanent records.

(6) GRS 19, Research and Development Records, has been
rescinded, as announced in NARA Bulletin 88-~2. Most items in GRS
19 were scheduled "submit an SF 115." 1In addition, the generic
descriptions of research records were difficult to properly apply
because they did not clearly match the actual arrangement and
content of most research and development records.

(7) GRS 24, Records of Temporary Commissions,
Committees, and Boards, has been deleted. GRS 24 covered the
records of temporary commissions and the like, not internal

16 BIAM RELEASE 1 2
JUL 12 1989



August 10, 1988 - . - GRS TRANSMITTAL 1

agency committees. Almost all items were scheduled "submit an SF
258." GRS 24 provided no unique disposal authority.and will be
replaced with an 1nstruct10nal gu1de, as mentioned in
subparagraph 2b. :

b. Disposal authorities for electronic records are provided
in GRS 20, Electronic Records (previously titled Machine-Readable
Records), and GRS 23, Records Commeon to Most Offices Within
Agencies. GRS 20 covers common types of disposable records
created in central computer processing operatiens. GRS 23
authorities have been extended to cover many necords created
through office automation applicatitns. ; .

c. Many other new items have been added to the GRS,.
including the Employee Medical Folder, records created in
reviewing records for declassification under mandatory review
procedures, administrative claims and walivers of claims files,
performance records for SES employees, microform inspection logs
and reports, records documenting information resources management
triennial reviews and information collection budgets, files on
certain types of notices printed in the Federal Register, and
records relating to membership in the National Defense Resexrve
systemn.

d. Because of the deletion of so many items and some of the
complete schedules, the GRS have been renumbered. A conversion
chart listing each o0ld and new item is appended to the GRS to
facilitate its use.

4, Availability. NARA has contacted agency records management
officers to determine the number of copies needed by each agency
and will provide those separately. If additional copies {paper
or electronic) are required in the future, please contact the
Records Administration Information Center (NIA), Washington, DC
20408. Phone: 202-724-1471.

5. Instructions. Discard all previous issues of the GRS and
replace them with this new edition. :

6. OGRS transmittal series. NARA has established the GRS
transmittal series to announce all changes to the GRS. The
transmittals will be seqguentially numbered to facilitate updating
the GRS and to make it easier to determine if all changes have
been received. Each transmittal should be filed in the front of
the looseleaf GRS after the instructions contained in the
transmittal have been followed (e.g., the attached GRS pages have
been interfiled or pen-and-ink changes have been annotated on the
appropriate pages of the GRS). NARA will list the GRS
transmittals issued to date in the first NARA Bulletin of each
fiscal year,.

16 BIAM RELEASE 1 3



August 10, 1988~ - ¢ GRS TRANSMITTAL 1

7. Cancellation. FPMR Bulletin B-124 with Supplements 1l-4, and
NARA Builetins 87-6, 88-2, and B8-3 are canceled.

oW

8. - Additional Information. Agencies needing additional
information should contact the Records Appraisal and Disposition
pivision (NIR), Washington, DC 20408. Phone: 202-724-1457.

) <
DON W. WILSON ' ' , o o
Archivist of the United States SR

Attachment

16 BIAM RELEASE 1
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General Records Schedules
June 1983

INTRODUCTION TO THE GENERAL RECORDS SCHEDULES

General Records Schedules (GRS) are issued by the Archivist of the United States
to provide disposition authorization for records common to several or all
agencles of the Federal Government. They include records relating to civilian
personnel, fiscal accounting, procurement, communications, printing, and other
common functions: and certain nontextual records. These records comprise an '
estimated one-third of the total volume of records created by Federal agencies,

The GRS does not cover all records of an agency. It must be Bupplemented by.

.schedules for unique program records. Agencies should exercise particular care

in applying the GRS to subject or correspondence files that may include a mix of
adminigtrative and program records.. Usually, administrative subject files have
short retention periods, less than three years. Program subject files may be
needed by the agency for ten years or more, and may have archival value as well,
Agencies should maintain administrative records separately from progrem records.
If administrative records are mixed with program records and cannct be economi-
cally segregated, the entire file should be kept for the period of time approved
for the program records. Similarly, if documents covered by these schedules are
part of a subject or case file which documents activities different from those
covered by the schedules, they should be treated in the same manner as the files
of which they are a part.

GRS items cover record copies. In some instances, more than one copy of a
docunent or file would be considered a record, if different offices use it to
perform different functions. When it is difficult to decide whether files are
record or nonrecord materials, the records officer should treat them as records.
Records officers may consult with the Naticnal Archives and Records Administra-
tion {NIR) to determine the record or nonrecord status of a particular file.

In 1978, use of the GRS was made legally mandatory. The disposition authoriza-
tions must be used by a Federal agency to the greatest extent possible. Because
these schedules are designed to cover records common to several agencies, the
records descriptions are general. Agency records officers may use the schedules
either as an appendix to an agency printed schedule or tailored to the agency's
own particular needs and incorporated into agency schedules.

The disposition instructions in the GRS are to be implemented without further
approval from NARA, with the exception that most records created before January
1, 1921, must First be offered to NARA for sppraisal., If NARA rejects the
records, they may be destroyed immediately. GRS 3, 11, 16, and 21 have other
delimiting dates. Agencies that convert temporary records covered by the GRS to -
microform should apply the GRS disposition standards to the microform copies, and
destroy the paper copies after verification of the film, unless legal considera-
tions require longer retention of the paper (36 CFR 1230.10(b)}.  No further
authorization from NARA is required to implement these provisions. If an agency
wishes to apply & different retention period for any series of records included
in the GRS, the records officer must submit an SF 115 providing justification for
the deviation.

The GRS includes two indexes, an alphabetical Subject Index and an index of
commonly used Standard and Optional Forms., The forms index includes only the
forms most frequently used by the various government agencies.

16 BIAM RELEASE 1
JuL 121989 1



General Records Schedules
June 1988

As provided in GRS 20, Electronic Records, and GRS 23, Records Common to Most
Offices Within Agencies, the disposal instructions for most records in the
remaining schedules are applicable to both hard copy and electronic versions of
the records described. GRS 20 specifies certain exceptions to this authorlty.
In those cases, the electronic version of the file must be scheduled on an SF -
115,

The previous edition of the GRS included items designated as "permanent," and
others for which the disposition instruction was "Submit an SF 115" or "Submit -
an SF 258." These items have been deleted. GRS authorlzatlons flow_provide only
disposal authority for temporary records, and agencies will now have to include
all other records on SF 115s. Many of the items in previous schedules 17, Carto-
graphic, Remote Sensing Imagery, and Related Records, 21, Audiovisual Records,
and 22, Design and Construction Drawings and Related Records, have been deleted.
GRS 17 and 22 are now combined as GRS 17, Cartographic, Aerial Photographic,
Architectural, and Engineering Records. NARA is preparing a series of pamphlets
that will provide guzdance on scheduling nontextual records that are not covered
by the GRS.

GRS 24, Temporary Commissions, Committees, and Boards Records, has been deleted
and will be replaced by a NARA handbook on the maintenance and disposition of
such records. GRS 19, Research and Development Records, has been deleted because
it did not accurately reflect current recordkeeping practices in most agencies.
Because of these changes, a conversion table has been appended to this edition.
For more information on scheduling unique program records, including potentially
permanent records, see the Disposition of Federal Records Handbook, available
through the Federal Supply Service (stock number 7610-01-055-8704).

Questions of applicability of any GRS item to agency records or differences of
interpretation between the records officer and other agency personnel that cannot
be reconciled within the agency may be referred to the Director, Records
Appraisal and Disposition Division, NARA, from offices in the Washington, DC
area, or the Director of the nearest Federal Records Center (FRC) from offices
outside the Washington area.

Some records series covered by the GRS are eligible for retirement to an FRC.
Records should be retired from agency space to an FRC only if transfer costs do
not excead the expense of retaining them in agency space. Records sent to FRCs
should have a remaining retention of at least cne year. If. special circum-
stances, such as lack of filing equipment or space, make it imperative that
records be retired, exceptions can be made to this policy. These decisions are
made on an individuasl basis by the appropriate FRC Director. Procedures for
transfer of records to FRCs are found in NARA regulations {36 CFR 1228.152).

The GRS are issued in a looseleaf format for ease of updating. They will no
longer be distributed under cover of NARA bulletins. NARA has established a
special General Records Schedule transmittal format for disseminating these
schedules and subsequent additions and changes. The transmittal documents will
be sequentially numbered. In addition, the first NARA bulletin of each fiscal
year will list the current GRS transmittals in effect.

16 BIAM RELEASE 1
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IN REPLY REFER TO: JUL 1 2 ]989
16 BIAM Release 1
Memorandum
To: Holders of 16 BIAM

From: Assistant Secretary - Indian Affairs
‘Subject: Records ard Files Disposition Handbook

ThlsreleaseestabllshesdlapterlﬁoftheBIAM Records and Files
Disposition Handbock. The filing system and disposition schedules
contained within the Handbook are applicable to all offices/locations of
the Bureau of Indian Affairs. All records which were active or generated
on or after January 1, 1989, shall be converted to the filing system -
contained herein. Records whlc:h ended prior to this date shall be

disposed of according to the following requirements:
From 1977 to 1988 15 BIAM Supplement 3

1976 and Prior 43 IaM

The Hardbook should be carefully read as several changes in the system
-~ have occurred and many other items clarified. With regard to some of our

financial and disbursement related records, the Central Office has been
identified as the official record holder; as such, this frees the areas
and agencies from having to hold certain records for extended periods of
time. Ancther change, whidllsmarﬂatorymamreauW1deba51s, is the
designation of surname copies.as bemg yellow in color. Also provided,
for your convenience, are two conversion tables (located in Apperdixes E
and F) which identify the record mmbers under the 15 BIAM Supplement 3

system with the corresponding record nutber for the new system.

Corversion of all active records shall be completed by - JAN |2 1990

. vwhich is six months from this date of approval. Shipment of older records
qualifying for transfer to a Federal Records Center or the National
Archives shall be accomplished by October 1, 1990. All line officers will
be held accountable for compliance with these timeframes.

(e et -

Acting Deputy to theAssistant Secretary - Indian Affairs
(Operations)




16 BI2M Release 1

Filing Instructions:

(a) Superseded material to be
maintained for reference purposes:
15 BIAM Supplement 3, all releases

(b) Insert new material transmitted: Total 376 Sheets
16 BIAM Release 1, Dated

Transmittal Memorandum { 1 sheet )
Table of Contents ( 2 sheets)
Chapters 1-12 and Introduction ( 27 sheets) .
llustrations 1-9 ( 19 sheets)
Apperdixes A-1 (327 sheets)
(¢) Pen—and-ink changes:

None.
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INTROBUCTTON

INDIAN RECCRDS —— PRESERVING A RTCH HERITAGE

Historical documents such as Indian treaties and original reservation
boundaries are the basis for many present-day court settlements. These U.S.
Goverrment documents may be worth millions of dollars to the Indian people and
their preservation contirues to play a major role in the cubtcomes of Indian
claims. Since these records directly affect the lives of Indian pecple, the
importance of a good records disposition program cannot be overemphasized.

The Bureau of Indian Affairs is the original source of most Indian records and
is required, by law, to preserve those documents which are determined to have
historical value. Many records from the War Department, which once directed
Indian Affairs, are presently stored in the National Archives (Washington, DC)
under temperature- and humidity-controlled conditions. Of the many goverrment
" files in the Archives’ custody, the most sought after and active records
continue to be those relating to Indians. The National Archives’ motto, "The
Past is Prologue," is nowhere more applicable than to the original Americans.




CHAPTER 1 — GENFRAL POLICIES AND OBJECTIVES
A. SCODE.

1. The disposition schedules contained in this Handbook affect records
that are in use, created, cutoff, or closed on or after January 1,
1989. Files in a record series which were cutoff prior to this date
but are part of and complete an active file which was in use as of
January 1, 1989, shall also be disposed according to this Handbook.

2. Records which were ready for disposition prior to January 1, 1989, the -
material of which does not complete an active file, shall use the
schedules contained in the 15 BIAM Supplement 3 for disposition
quidance.

3. Disposition of files which were cutoff prior to 1978 shall be in
accordance with the guidelines contained in the 43 IAM.

4. Specific instructions for the disposition of old records may be
obtained by contacting the Bureau’s Records Management Officer.

B. OBJECTIVES.

1. The cbjectives of the records disposition progxah are to:
a. Preserve records of continuing value.

b. Destroy records of temporary value as soon as t‘neir have served the
purpose for which they were created.

c¢. Improve the use of filing equipment by removing noncurrent material
from file cabinets.

2. The Records and Files Disposition Handbook establishes a system for the
effective organization, maintenance, and disposal of Bureau of Indian
Affairs’ (BIA) records. It provides Bureau personnel with guldel:l_nes
and instructions necessary to implement the standards contained in the
Records Disposal Act of 1943 and the Federal Records Act of 1950.

3. The system established in this Handbook is designed for ease in proper
maintenance of files, timely removal of inactive records, and concise
instructions for record disposal. This system mtegrates the closely-
related functions of files maintenance and records disposition by
providing procedures for the management of records from their creation
through their ultimate destruction. .

4. The major cbijectives of this Handbock are to insure that records of
contimuing value are preserved and that records which have no current
value are properly disposed of or retired to the Federal Record Center
(FRC)+ 'The-specific goals of the Handbook are to:
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a. Assure uniformity and simplicity in maintaining records;

b. Provide adequate controls over the creation of file materials and
- prevent the accumilation of unnecessary files;

c. Facilitate the filing, classification and retrieval of records;

d. Assure the preservation of those records having sufficient
continuing value.

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

C. POLICY. The policy of the Bureau of Indian Affairs ig to provide for
efficient, economical, and effective controls over creation, organization,
maintenance, use and disposition of all Bureau records.

D. RESPONSIBITJITIES.

1. The Bureau’s Office of Administration has the major responsibility for
directing and coordinating the Bureau records program with the Depart-
ment of the Interior, National Archives and Records Administration
(NARA), General Accounting Office (GAU) and other agencies as

necessary.

2. Each office is responsible for insuring compliance with the provisions
of the records disposition schedules and ascertaining that all records
of the organization are covered by appropriate disposal instructions.
Each office will review its files at least annually to determine
whether the applicable schedules are adequate and being followed.
Recommendations to add, delete, or change records disposition schedules
will ke made when reviews dlsclose

a. Records series not covered by the schedules;

b. Ttems that should be deleted from the schedules because the records
involved are no longer being created or maintained.

c. Retention periods which need to be changed. Changes should be
recommended only when the need is clearly indicated and justified.

3. Proposed records disposition schedule revisions are initiated by the

individual responsible for the records series. Assistance may be
requested from the local Records Management Officer.

1-2
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CHAPTER 2 — DEVEIOPTNG A FILIE SYSTEM

A. CATECORIES OF BASIC FIIES. The basic files that are addressed in this
harxibook are:

1. GENERAL AIMINISTRATIVE FIIES. These are temporary records that are
common to all offices and have only a short~term value. Many of these files
are kept as a corvenience to perscrnel. Because they are kept for only a short
time, some have no special filing arrangement. The retention of these files is
not required by law or regulation and should, therefore, be destroyed when they
are superseded, expired, or no longer needed for reference. The specific
instructions for maintenance of these files is identified in Appendix I. For
purposes of this section, some examples of temporary materials are:

a. Printed or processed materials such as pamphlets, newsletters,
catalogs, and circulars.

b. Papers which do not have any doamentaxy or evidential value after
- their contents are incorporated into cother documents. These papers include
drafts, shorthand notes, worksheets, eto.

c. Copies of documents received from other offices and are maintained
for informational and/or reference purposes (i.e., utility copies of personnel
papers, copies of payroll detail printouts, etc.)

d. Temporary correspondence materials:

(1) Consist of correspondence pertalmrx; to program subjects for
which ancther office is directly responsible. Copies of memoranda relative to
finance, personnel, facilities and other administrative functions are exanples
of temporary correspondence. Files of this nature are common to most offices

and are kept for "housekeeping" purposes.

(2) Consist of correspondence copies, they are nonrecord
(temporary) files and should be kept to a minimum since their ir retention is not
requlredbylaw. 'Iherecordcopyofthecorraspondencelsﬂlesunmanecopy
(vellow in color) and is maintained by the originating office.

(3) Temporary correspondence materials of this nature fall under
the definition of a "General Administrative File" and will be filed under the
file name of Temporary Correspondence arnd the file mmber of __ 104-T0.

2. CASE FILES.

a. Case files contain material relating to a specific event, person,
organization or.location. A case file documents a series of transactions from
beginning to end and may cover more than one subject about the case or
project. Files are often cut off when final action on a project occurs.
Examples of cutoff points for these files are:
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(1) Termination or completion of a project.
(2) Final payment or other transacticn.

- (3) Expiration of an event.

(4) Separation of personnel.

b. Case files doaument the actions, responsibilities, and functions of
an office. These offices are the holders of the Bureau’s official records.

c. Correspordence relating to a case file shall be maintained in the
case file folder. '

(1) This correspondence will document the primary functions and
responsibilities of an office. The yellow tissue copy indicates the official
file or record copy of cutgoing correspondence. For purposes of clarification,
a general rule is that the office which originates correspondence retains the
record copy. _

(2) These files document the evolution of major policies and
procedures and are frequently designated for permanent retention when created
for the signature of the Assistant Secretary, a Deputy to the Assistant
Secretary or Director.

B. FILING SUPPI.TES.

Standard equipment and supplies provide for interchangeability of filing
cabinets, simplified stock replenishment and uniform appearance of files.
Standard equipment also accomodates the types of documents that are most :
comnonly used in govermment offices and is, therefore, recommended for use in
all offices. All filing supplies can be ordered from the GSA Customer Supply
Center. :

1. Folders. Square-cut (full cut tabs) folders are recommended for all
files. This not only promotes uniformity but also facilitates ease of records
transfers. The following file folders are recommended:

C2=-2
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For Reqular Files:

Reinforced Tab File Folders NSN 7530-00-663-0031 (Ietter sized)

(Scored for 3/4" expansion)

‘ For Bulky Files:
Fastener File Folders

NSN 7530-00-200-4308 (Legal sized)

NSN 7530-00-634-1785 (letter sized)

(Cloth gussets for 1" expan—
sion with 9 1/2" fastener on right) -

For Files with Several Parts: (File folders are placed within the

wallets).

Expanding Filing Wallets
(3 1/2" Expansions)

2. Color Coding Files.

NSN 7530-00~285-2917 (Letter sized)
NSN 7530-00-285-2916 (lLegal sized)

a. The colors identified will be used for designating the following
copies of correspondence. Use of these colors is mandatory.

Yellow - Record copy

Green — Reading/chron copy

Blue —-— Hold copy

b. When developing labels for your files (particularly case files),
the following color scheme is recommended for use as follows:

NSN 7530-00-577-4376

NSﬁ 7530-00-577-4368
NSN 7530-00-577~4370
NSN 7530—-00-577-4369
NSN 7530-00-577-4372
NSN 7530-00-577-4371
NSN 7530-00-577-4375

NSN 7530-00-577-4374

16 BIAM RELEASE 1

¥hite - Used to dencte all materials which
have a retention period of less than 1 vear
or an unspecified amount of time.

Blue - Materials with a retention pericd of -
1 year from cutoff.

Orange - Materials with a retention period
of 2 years from cutoff.

Green - Materials with a retention period of
3 years from cutoff.

Yellow — Materials with a retention pericd
of 4 years from cutoff.

Red ~ Materials with a retention period of
5 years from cutoff.

Silver - Materials with a retention period
of more than 5 years.

Gold - Materials included in the GAO Freeze
for which disposition is not authorized.
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3. Guide Cards. If the files collection is large, guide cards reduce the
area of search and serve as an aid in locating information. A guide card may
be placed in front of each record series. 2As a general rule, there could be
four to six guide cards in each drawer or one gquide card for every ten
folders. (Letter-size, NSN 7530-00-988-6516; legal-size, NSN 7530-00-988-6521)

4, Chargeouts. When records are removed from the file and forwarded to an
individual or office, a record of the loan may be made. Use of the file
chargeout record, Optional Form 23 (NSN 7540-00-823-8130; See Illustration 2),
will eliminate much wasted effort in searchirg for documents. When it is
filled out, the chargeout record should be put in place of the loaned material.

C. EREQORDS BY FUNCTICH.

For parposes of this handbook, the Bureau of Indian Affairs’ programs have been
divided into five major program areas. These areas include Executive
Management, Operations, Tribal Services, Trust, and Education. Appendix H
lists these five major program areas and a breakdown of the specialty

- programs/offices within each of the functional areas. A mumber has been
assigned to each of the major program areas and a number within that overall
number has been assigned to the specialty areas. These program numbers will be
used to identify the file mmbers for the case files, and will be used to
camplete the file mmbers for all General Administrative Files. If your
program office is not represented in the listing, use the designation given for
the major program area in which your specific office should be included.

D. DISPOSTTION SCHEDULES.

1. Disposition schedules are instructions on what materials are to be
included within a record, how the material is to be filed, when the file is to
be ended (cut off), how long the file must be maintained once it has ended and
before anything further can be done with it (called the retention period),
whether the record is of a temporary or permanent nature, whether the material
mist be transferred to a Federal Records Center or destroyed on-site, and
whether the material is subject to the Privacy Act and/or the GAO freeze.
Appendix I gives such instructions (Disposition Schedules) for all records.

2. Records broken down by the program areas in the Disposition Schedules

(also called "schedules" in this Chapter, see Apperdix I) will constitute "case
files" and will generally consist of a six digit file number:
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Exanple: 4401-F3

" a. The first two mmbers identify the specialty program area where the
descrlptlon of the record is found. For the exarrple given, the 44 identifies
that this record’s description will be found in the Forestry program area since
the mumber assigned to Forestry is 4400,

b. The next two digits, 01, identifies that this is the first record
(#1) described in that program area. The second record (#2) described in the
Forestry area would then be 4402, the fourth record (#4) would be 4404, the
tenth record (#10) would be 4410, the twentieth record (#20) would be 4420,
etc.

c. The letter "P" or "T" identifies the records as either Permanent or
Temporary, respectively. The record used in the example is a Permanent record.

d. - The number immediately following the T or P will identify the
retention period for the record (how long you must hold on to the record, after
it has ended, before anything further can be done with it). The retention
periods will be identified by mumbers from 0-10. Files which are to be
maintained for a period of less than one year or for an unspecified amcunt of
time are identified by the mmber zero (0). The example file mmber shows the
file must be maintained in the office for a period of three years after cutoff
before disposition to the FRC. The instructions for the record will identify
whether you .have the authority to destroy the record on-site after the :
retention period or whether the record must be transferred to a Federal Records
Center. .

2. Records which are affected by the GRAO Freeze will have the letter "F¢
added to the end of the file rmber.

3. When usa_ng the color coded file labels, the retention period for each
file identified in the Disposition Schedule will correspond with the color of
label to be used (see above section). NOTE: An exception for all file labels
is made for records listed in the Dispos:t.tmn Instructions as "freeze records,"
these labels will all be "gold" in color rather than the color related to the
retention period. The specific file number for these records have also had the
letter "F" added to further designate these records as being under the freeze.
A complete listing of all freeze records is given in Chapter 10.

4. Some record descriptions and corresponding file mumbers have been
divided into parts (designated by an a, b, ¢, or d) when the type of record
irvolved has portions which have differing values or different offices
responsible for that portion of the record. Each file mumber with parts is to
be treated as a separate file mmber.

1
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E. DEVEIDPING A FITE SYSTFM.

1. Contact your local Records Management Officer to determine if a Files
Maintenance and Disposition Plan (Files Plan) has previously been developed for
the office. If so, obtain a copy and review the plan t:o see if the flles
listed are still relevant to the files on hand.

2. Order a supply of file folders, white and colored labels (if desired),
and expanding filing wallets (optlonal) if filing supplles are needed

3. If a Files Plan has previocusly been developed and is st111 relevant
review the files on hand to see if they are in the order listed in the Files
Plan, rearrarge as needed, and camplete a new Files Plan in accordance with the
instructions in Chapter 4.

4. If a Files Plan has not been prepared or is no longer relevant to the
files on hand, review your files and begin to group the files according to the
basic categories of files (i.e., General Administrative Files and Case Files).
- This requires going through each record and determining the category which best
describes the records on hand. A staff member knowledgeable of the program’s
records should assist anyone unfamiliar with the records to insure that case
files and record correspondence are appropriately identified. Do not postpone
reviewing and grouping your files until ordered filing supplies have been
received. The grouping may take considerable time to complete if files are
volmn:i:rms; this task can be accomplished during the time you are waiting to
receive your supplies. If any older files were set up according to the filing
system in 15 BIAM Supplement-3, lock up the old file mmbers :mAppendleani
F, ardldmufymenewfllemmesarﬂmmﬂoers

5. Generally, two labels will be placed on each folder., The first label,
placed on the left of the felder, will be color keyed (if using color coded
labels) to the retention period of the file as described in Section B of this
chapter. Folders must be prepared to include, at a minimm, the file name;
disposition mmber; fiscal, calendar, or school year the file began: and
specific information included in the filing instructions, such as location,
name of individual, contract or grant mmber, case mmber, allotment mmber,
etc. The information listed on the folders will be the information used to
retrieve the folders, if needed, from the FRC’s or the Archives. Therefore, it
is important that all pertinent information used to identify a particular file
be included. The second label (white) will be placed on the right of the
folder ard will identify when the file was cutoff. Folders can be located
faster if the labels are in a straight row rather than zig-zagged across the
file drawer. The second label on the right is needed only when the record has
a retention period of cne year or more. It may not be necessary to make new
folders for your records. If the only information which needs to be included
on your current records is the new file mumber and name, then only that
information need be included on the existing file folders.
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6. You may want to type a supply of the cutoff labels as several will be
needed, they will all be white in color and read the same. At the top of the
label, type the words "Cutoff Date " if the Disposition Instructions in
the Schedule identify a retention period of a year or more. You may insert the
specific cutoff point for the record at hand if known, however, you generally
will not know the cutoff point until such time the record actually closes. The
cutoff period may be a fiscal (FY), calendar (CY) or school (8Y) year, a month,
or some other period of time; these timeframes are specified in the Disposition
Instructions. If the material is to be destroyed when superseded and does not
state a specific cutoff point, the second label on your folder is not needed.

7. On the second line of the cutoff label, type "FO " and identify
your specific office name or insert fram Appendix H the number assigned to your
program or major functional area. This information will be used to
specifically identify the Filing Office once the files are ready for
disposition.

8. Once the files have been categorized or grouped, review the Disposition
" Schedule for the General Administrative Files (Apperdix I) and match the
appropriate file names and narrative description with the files identified in
the general administrative file group. The files in this group have two blank
spaces before the file mmber. These files have been assigned consecutive
numbers from 101 to _ 118. In preparing folder labels for these materials,
each office will insert the first two digits of their respective program area
{see Appendix H) in the blank spaces before the schedule mumber given for the
specific file name. ' '

9. Place the material for each file mmber in a sgquare-cut folder. On a
white label, type the file mumber listed in the Disposition Schedule for the
file then the file name. Place the label on the left side of the folder.

Examples:
32101-T0 This would be the Files Maintenance and Disposition Plan
{__101-T0) for the Acknowledgment program (32).

23107-T1 This would be Time and Attendance Reports (__107-T1) for the
Contracts program (23). : :

55112-T0 ‘This would be Directives-Reference Copies (__112-T0) for
Supplemental Programs in Education (55).

10. Place the white cutoff label on the right of the folder if needed.
Contimue preparing folders and labels for each file identified in the General
Administrative File group until completed. Arrange the folders in secuential
order by file mmber as they appear in the Disposition Schedule; set this group
aside until all records have been appropriately placed in folders.
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11. Subjects for temporary correspondence materials have also been divided
according to the five major program areas and a Correspondence Listing :
developed (Appendix A) for each program to aid in consistent filing
arrangements. Under each major program area, the specialty areas are
identified with correspondence subjects listed in alphabetical order and
mmbered. Some recommended abbreviations are given for the program areas. The
numbered subjects identified for you in the listings will be uniform for the
Bureau. Additional subjects needed, which are not listed, will be added by you
to the listings for your offices (in sequential order) on an as needed basis.
The listings for these additional subjects, therefore, will vary from office to
office.

12. All temporary correspondence will be filed in alphabetical order by
subject. Review the materials to determine major subject content and determine
the programmatic area responsible for the subject. Within Appendix A, turn to
that program area and determine if the desired subject is listed.

a. If the subject is listed, identify on the label: the subject
- title, program area where the subject was found, the number of the subject
(optional), and the filing office by name or program number.

) b. If the subject is not listed, you will add the needed subject to
the listing shown for that program area.. On the label identify: the new
subject title, the progrem area where we have just added the new subject, the
mmber of the subject (optional — the mmber(s) will be added sequentially,
add new mmbers to the end of the listing currently shown), and the filing
office by name or program mumber.

c. File folders will only be developed for materials on hand, do not
develop folders for all subjects in the Correspondence Listing (Appendix A).

"13. 'The designation of the filing office may be the office name, the number
assigned to your program area or a location code. The arrangement of the
information for your Temporary Correspondence file folders has not been
specifically identified. Below are options you may consider using, however,
once a system has been established within your office, be consistent:

'HOURS OF DUTY

PERS-11 FORESTRY

HOURS OF DUTY

PERS-11 4400
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14. The last type of records to be campleted should be the case file
category of records. These files relate to a specific event, person, =
organization or location, and documents an action from beginning to end. These
files may cover more than one subject and/or may be created when a record
correspondence file develops from a generalized subject into a specific action
or event. Since a correspordence file may develop into a case file, it is
jmportant that individuals filing materials be knowledgeable of the material
being filed and what the correspordence files contain.

15. For the files identified as case files, review the file names and
descriptions in the Disposition Schedules for your program and any other
programs areas where you have fL]nCthhS/I‘GSpODSlbllltlES which may relate to or
overlap into another program. Before preparing labels for this category,
review the list of records in Chapter 10, BIA Records Urder Freeze, which are
rnot authorized for destruction. These files are alsoc identified as "Freeze
Records" in the Disposition Instructions of the schedules.

16. If the color coded system is to be used, colored labels will be needed
to develop the case file foldérs. The mumber appearing after the "I or "P" in
the file number will indicate the retention period and color to be used for the
labels (see Section B.2 of this chapter for colors). The color "gold" will be
used for all records identified in the dlSpOSJ.tlon sc:hedule as freeze records
(file mmbers will end in the 1etter “F"}

17. To prepare case file folder labels, sz.mply enter the file number;
title as shown in the Disposition Schedule; and calendar, fiscal, or school
year in which the file began. (The disposition instructions will identify
whether the file is a calendar, fiscal or school year file.)

Example:

2801-T4 - FY 90

|¥ehicle Release File

18. When preparing labels for case files, several folders may be needed for
material on individuals or specific actions/events. Check the filing
instructions for the record to determine the unique information which will be
needed to identify on what/whom the file is about and for filing purposes. Add
that information to the label after the file name.

Example:
[2728-T0 FY 91

lovee Interview Files — Duck, Ronald !
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19. When several folders constitute one record, additional information will
be needed on the cutoff label as shown in the following example. As the total
mmber of Parts (folders) in the case file will not be known until after the
case file is closed, this mmber of total parts is to be completed after the
entire case file is closed. Use only whole mmbers when identifying a part
mmber; alpha designations may not be used. The example shows that this is the
third folder in a particular case file.

Example:

Cutoff Date
FO
Part 3 of

20. The appropriate colored labels and autoff labels should be prepared
according to the examples shown until all case file material has been placed in
- folders. Review the minimm requirements listed in item #5 of this section to
make sure that all required informational items have been included on the
folder! Arrange the individual material (on several subjects and/or folders
with Parts) under a file name accordjng to the filing instructions. All case
file records shculd then be an‘anged in mumerical order (by the file mumber)
and appear in the order shown in the disposition schedule for the program
office.

21. 'Ihe last step involves developing the Files Plan and the physical
placement of your files in cabinets, shelves, or cother storage compartments.
The Files Plan reflects the exact location and order of your files, so it is
important to determine where and in what order each category of files will be
placed before completing the Files Plan. Be sure to note any of your files
included in the Privacy Act System of Records (identified as such in the record
descriptions). These records have specific physical security requirements and
must be located in lockable file cabinets and lockable rooms. They should not
be maintained with records which do not fall under the Privacy Act for security
reasons. Make a note when campleting the Files Plan as to the location of such
records. See the local Privacy Act Coordinator for instructions on the
security reguirements and developing a list of individuals, by name and
position, authorized to use these files.

22, After the files have been physically located and placed in the order
desired, begin listing the files by file mumber and title (or in the case of
temporary correspondence, by the subject title). The plan, when completed,
should match exactly the arrangement of the files in the cabinets/shelves,
making note of the location of any special records which are maintained
separately. Make sure that the files are arranged sequentially by file
number. Specific instructions for completion and distribution of the Files
Plan are included in Chapter 4.

2=10

16 BIAM RELEASE 1



23. TFollow the instructions in Chapter 5 for any records which cannct be
located in the Disposition Schedule. '

. 24, File clean cut and contimued maintenance of the file system are
included in Chapter 6.

2-11
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CHAPTER 3 — FTIE MATNTENANCE

A. FIIE MAINTENANCE. The orderly appearance and efficiency of any file
depends on the use and arrangement of folders in the drawer. The following

points will assist in maintaining neatness and orderliness, two factors which
are essential to filing efficiency.

1. Prevent overcrowding of files. Allow at least four inches of space in
each active file drawer to permit sufficient working space.

2. Avoid overloading individual file folders. When the contents of the
folder reach the designed capacity of the file folder, set up a new folder with
the same file designation and mmber the folders in Parts to contimie the file.
(see Chapter 2, section E.19).

3. Avoid cluttering the files. File cabinets are for storage of files
only. Items such as cups, supplies, curling irons, shoes, coffee cans, etc.
should not be in the same drawer.

4. Keep papers straight. Do not let papers extend beyond the edge of the
folders. Fold papers when necessary.

5. Avoid unnecessary filing.

a. Limit the mumber of copies in a file folder to those which are
specifically required. "Extra copy files" should be limited to those offices
which have administrative jurisdiction for their maintenance.

b. Eliminate copies of routine commnications, such as requests for
publications or general information. Return the letter of reguest with the
material sent.

c. Eliminate copies of outgoing form letters. A notation on the

incoming letter showing the identification of the outgoing form should suffice.

[

6. File Cleanout. See Chapter 6, section D.3.

B. CONFIDENTTAT, RECORDS.

a. File confidential records separately in cabinets or rocms affording
the security as required by the Privacy Act, 5 U.S.C. 552a.

b. Place a cross reference form (Illustration 1), if desired, in the

subject or case file to indicate that the confidential material is kept under
security.
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C. GENERAL FILING TIPS.

1. Nonrecord {temporary) material must never be filed with official papers
(record material).

2. Difficulties and filing errors can be expected if papers have to be
read with great care. If the subject is difficult to detemmine, consider the
purpose for which a letter was written. Reference to previcus correspondence
may also be helpful in determining content or purpcse of a letter.

3. Iocation codes are listed in Appendix B. For those offices which
maintain files pertaining to field uvnits under their jurisdiction, direction is
given for arranging files by location in the filing instructions for case
files. The location lists are arranged al;habetlcally due to the pOSSlbllltY
of unfamiliarity with all of the location codes. It is expected that
consistent use of the codes will pramote organization and facilitate retrieval.

-D. RECORDS SUBJECT TO OTHFR DISPOSITION AUTHORTTIES.

1. Some personnel records are subject to Office of Personnel Management
(OMM) disposition authority. The instructions for disposition of these records
are contained in the Federal Persomnel Marual (FEM) 293. The guidelines for
application of the Privacy Act to some personnel records are also contained in
this section. For assistance in matters regarding these records, contact the
Persomel Officer in your Area.

2. Some records are subject to the General Records Schedule (GRS) (see
Appendix G) disposition instructions. The GRS is issued by the National
Archives and Records Administration to provide disposition standards for
records that are common to several or all agencies of the Federal Goverrment.
For assistance in the disposition of such records, contact the Area Records
Management Officer.

E. APPLICATION OF THE PRIVACY ACT TO FIIES.

1. Some materials fall under the purview of the Privacy Act and have had a
Systems of Records developed in accordance with Privacy Act requirements.

2. Files that are currently under a Privacy Act System of Records have
been noted in the Disposition Schedule. The statement "Subject to the Privacy
Act" has been included along with the applicable records system mmber. For
assistance in handling these records, contact the Area Records Management
Officer.

1
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CHAPTER 4 - FIIES MAINTENANCE AND
DISPOSTTION PIANS

A. TIURPOSE. .

The purpose of the Files Maintenance and Disposition Plan is to facilitate
filing and reference service, to assist in training new persomnel, and to
eliminate the need for constant referral to the Disposition Schedule.

B. FILE PIAN REQUIREMENTS.

1. The individual assigned local responsibility for records and files
administration within each office will annually prepare a Files Maintenance and
Disposition Plan identifying all files maintained at that station. A new or
revised file plan is to be developed on or about October 1 of each year. The
completed plans are to be anmually transmitted to the local Records Management
~Officer not later than November 15.

2. The plan should be developed by matching the current record holdlngs of
the office against the Disposition Schedule and Correspondence Listings. ‘
Select only those schedules and llstlngs which apply to files actually
maintained in the office.

3. Each file mmber maintained in the office is listed on the plan in the
order of the Disposition Schedule mummber. All folders maintained in file
drawers or shelves are to be arranged in the same order which they appear in
the plan.

C. FREPARATION OF FIIE PTAN.

. 1. Prepare the files plan on Form BIA-1602 (see Illustration 3}, using
plain bond paper for continmuation sheets if necessary. An original and two
duplicate copies will be needed.

2. Complete items 1 through 4 which are self-explanatory.

3. In colum 5A, enter the specific schedule mumber from the Disposition
Schedule for each file series.

4, In colum 5B, enter the title of the applicable file name as identified
in the Disposition Schedule and its instructions for the filing arrangement.
If necessary for file identification, enter the description of the record given
in the Disposition Schedule. If a file is maintained apart from the majority
of the files of the office, enter its location.
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5. In colum 5C, enter the camplete disposition instructions identified .
for the file. Cut off, destruction, retention and disposal criteria are
included in the Disposition Schedule for each file.

D. DISTRIBUTION OF FITE PIAN.

1. The original and two copies of the campleted disposition plan are
forwarded to the appropriate Records Management Officer for review of its ‘
accuracy, adequacy, completenass evidence of mmtenance of ummecessary or
duplicate files, etc. and give final approval. o

2. Upon approval, the Records Management Officer of each location
maintains one copy of i:he plan and prcnrldes for distribution of the remaining
copies as follows:

a. Central Office Programs. One copy is forwarded to the Bureau’s
Record Officer located in Washington, DC, and the original is returned to t.he
. files custodian at the official file station.

b. Area Offices. One copy is forwarded to the Area Records Management
Officer, ard the original is returned to the files custodian at the OfflCJ.al
file station.

c. Adency and Other Field Offices. One copy is forwarded to the Area
Records Management Officer, and the orlglnal is returned to the files custodian
at the official file station.

3. The Records Management Officers are responsible for maintaining copies
of all plans for the various file stations as a master index to all files
contained within their areas of jurisdiction and as a finding aid for all
records in custody of the BIA.

4. It is the responsibility of the Records Management Officers to follow
up on nonreceipt of a Files Maintenance and Disposition Plan from o
locations/offices under their areas of responsibility.
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CHAPTER 5 — UNSCHEDUIED RECORDS
'A. REVIEW OF SCHEDUIES.

Each office is responsible for insuring compliance with the provisions of
the disposition schedules and determining whether all records of the
office are covered by an appropriate disposition code. Each office will
anmually review their files to determine if the applicable schedules are
adequate and being followed. It is recommended that the timing of the .
anmal review of schedules coincide with the anmual developrent or
revision of the office’s Files Maintenance and Disposition Plan.

B. REQUEST FOR CHANGE IN RECORDS SCHRIUIE.

1. Proposed revisions in the disposition schedule (revisions,
deletions, addltlons) are initiated by the individual responsible for the
records series.

2. Form BIA-1603 (Illustration 8), Request for Change in BIA Records
Schedule, is prepared to bring together all pertinent information
necessarytodeﬁcrlbeardevaluatemerecoxdsarﬂtoshowthemmarksam
s:.gnatures of concurring an:'l reviewing officials.

3. Aseparaterequestfomlstobepreparedforeachltemtobe
charged or added.

4, PartsAarﬂCofﬂlefomareccxrpletedwhenachargeinan
ax:LstJ.ng BIA schedule item is requested. Justification for the change is
given in block 2 of Part A, following "Specify:".

5. Parts B and C of the form are completed when a new item is
requested for records not covered in the existing schedule. In the
processofcorrpletlngltemsli, 5, 9, 10, ard 11 of Part A, the actual
records are examined and those of smllar characteristics bearing a
specific part of the subject are grouped and described as items or
sub~items. 'Ihosewhocreateandusetherecordsareconsultedtoevaluate
the item accurately and to isolate exceptions that require separate
evaluation.

6. When information in the described records has been summarized or
pat in some other form retained by the office, this is explained in block
9.

5-1
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8. Part C of the form is completed to identify whether the records
involved in either a changed or new item are subject to the Privacy Act.
A description of the types of perscnal identifiers in the records must be
given. If the records contain personal identifiers and are not covered by
‘an existing Privacy Act System of Records, further information will be
requested by the Bureau’s Privacy Act Coordinator for development of a
systems notice.

g. Part D of the form contains coments and recamendations of
interested officials or their concurrence in the disposition recommended
and must be completed in the case of either a changed or new item. For .
example, an Agency request for an item to cover unscheduled credit reports
would show coments and recommendations or concurrence by the Agency
Credit Officer and Records Management Officer.

10. The preparing office signature should be that of the head of the
office in which the request criginates (agency or school superintendent,
project manager, Area Director, or Central Office division chief, for
example) . '

C. SAMPIES OF RECORDS.

Representative samples of the records recamended for disposition should
accampany the request for a new schedule item. Reproduced copies are
acceptable. Samples will not be returned unless requested.

D. PROCESSING THE REQUEST.

1. If the request originates in the Central Office or an Area Office,
cne copy of form BIA-1603 (Illustration 8) is forwarded through charmels
to the Bureau’s Records Officer in Washington, DC. Other field offices
submit the request in duplicate to the appropriate Area Office, where one
copy is retained and the original with samples forwarded to the Bureau’s
Records Officer showing remarks and recommendations of the Area Office
counterparts of agency officials who conmented or concurred.

2. The Bureau’s Records Officer is responsible for reviewing,
coordinating, and evaluating the information furnished for conformity with
established policies, regulations, and statutes. Consideration is given
to the possibility of extending the requested authority to all offices of
the Bureau or of including other material in the same item. Affected
offices are consulted and their concurrence obtained. Necessary action is
taken by the Bureau Records Officer, in coordination with the Department,
GAO, and the National Archives. This includes preparation of Standard
Form 115 (Illustration 4), Request for Authority to Dispose of Records.
Changes will be included as an amendment to the 16 BIAM’s Disposition
Schedule upon approval.

) S e
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CHAPTFR 6 — PROCEDURES FOR REQORDS TRANSFER

INTRODUCTION

Federal law requires proper authorization by the National Archives and Records
Administration to destroy or retire Govermment records. Authorization for the
destruction of Bureau records is contained in the records disposition schedule
of this handbook. The schedule provides for the retention of records of
contimuing value and the destruction of records of temporary value. The
disposition of records occurs after the expiration of a specified period of
time or after a specified event. The "disposition" includes the retirement,
transfer or destruction of records. ,

A. RETIREMENT.

Records are considered "retired”" when they are sent to a designated Federal
‘Records Center (FRC) for storage and ultimate destruction or retention.

B. DISPOSTTTON.

Disposition includes the destruction, transfer or a change of custody of
records from.one organization or agency to another. Transfer of records to
another agency must be approved by the BIA Records Management Officer.

C. DESTRUCTION.

The destruction of records is the physical destruction of the record material.
Records authorized for destruction in accordance with this mamual shall be:

1. Placed in wastebaskets when the records are non—confldentlal, or

2. D%troyedbyshreddlng pzlpmgorblmngwhentheactlonlsnecessaxy
to avoid disclosure of information.

D. TRANSFER.

The following instructions are designed to help you transfer records to the
Federal Records Center:

1. DECIDE IF YOUR RECORDS ARE FIIGIBIE FOR TRANSFER.
a. Reference Rate. Files which are not referred to more than once a
month per file drawer are to be transferred to a records center, provided
volume is sufficient and the transportation cost does not exceed savings in

space.

Y
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b. Retention Iess Than Three Years. Ordinarily, records should not be
retired if they will be destroyed within three years of the transfer. -
Occasionally, records with less than three years retention may be retired if
the file is bulky and continued retention in office space is costly. In this
case, the local FRCwmust agree, in writing, to the transfer.

c. Volume. At least one cubic foot (one box) of the same types of
records (same file numbers) must be accumulated before the records can be
retired. For this reason, many of the retirement instructions advise offices
to hold records for a set period of time "or until volume warrants". This
means to hold records until at least one box of records is accumulated.
Offices should also attempt to coordinate retirements so that as many records
as possible can be transferred in one shipment. A shipment of fewer than five
cubic feet (five boxes) is not normally cost effective.

(1) Files Cutoff. This procedure is helpful in determining volume
of records to be shipped and also helps control the size of files.

(2) cCutoff Standards. Cutoff standards for most files are based
on the following criteria and are contained in the disposal instructions.

(a) Chronological Sequence Files. Files such as accounting
records maintained by fiscal year and lend themselves to specific cutoff
periods. Chronologically arranged records can be readily cutoff and retired in
convenient fiscal year blocks. . ' :

(b) Subiect Filegs. There is no natural cutoff point such as
there is with chronologically arranged records. However, subject files are
usually maintained on a fiscal year basis. If volume warrants, the cutoff
should be at planned intervals.

(c) Project Files. 'These files are often cutoff at the
termination of a transaction or after an event such as separation of personnel,
final payment, termination of a lease, or completion of a project. When
closed, the file should be marked with the date of closing and placed in an
inactive file apart from the active files. The inactive files can then be
retired or destroyed (if authorized in the disposition schedule) in convenient:
fiscal year blocks. Case files that continue over a long span of years can be
cutoff by setting up a new folder each year and retiring the prior year folders
which have low reference value if volume consists of at least one cubic foot.
Case working papers are nonrecord materials accumlated in connection with a
project and include drafts, data analysis and summaries, routine requests for
information and other preliminary papers leading to final results or findings.
Case working papers should be segregated from the actual case documents for
ease of disposal. Duplicate copies of information in the case files should be
destroyed when no lorger needed for reference. !
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(d) Technical Reference Materials. These materials have no
established cutoff and are destroyed when they are superseded, cbsolete, or no
longer needed. These files should be reviewed anmually to determine whether or
not they are still current ard useful.

2. DPREPARE RECORDS FOR TRANSFER.

a, If it has been determined what files are to be transferred, the
process of cleaning cut the files begins. It is at this point that the
question arises of what is considered "record material". So, WHAT ARE
RECCRDS?

b. As defined in the Records Disposition Act of 1943 (44 U.S.C. 3301),
Mrecords! include all:

"Books, papers, maps, photographs, or other documentary materials,
regardless of physical form or characteristics, made or received by
an agency of the United States Goverrment under Federal law or in
connection with the transaction of public business and preserved or
appropriate for preservation by that agency or its legitimate
successor as evidence of the organization, functions, policies,
decisions, procedures, operations, or other activities of the
Goverrment. because of the informational value of data in them.
Library and museum material made or acquired and preserved solely for
reference or exhibition purposes, extra copies of documents preserved
only for convenience of reference, and stocks of publications arxd of
processed documents are not includ

c. Nonrecord materials are disposable by agency authority alone.
Nonrecords may include:

- reading file copies of correspondence
- tickler, follow up or suspense copies of correspondence

- identical duplicate copies of all documents maintained in the same
file

- extra copies of printed or processed materials, official copies of
which have been retained for record purposes

- superseded manuals and other directives maintained cutside the office
that is responsible for retaining them

- materials documenting such fringe activities of agencles as enployee
welfare activities and charitable fund drives

- routing slips
6=3
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- working papers

drafts of reporté and correspondence

transmittal sheets

Ablank forms
- transcribed stenographic materials

- processed or published materials that are received from other
activities or offices, require no acticn, and are not reguired for any kind of
docamentation (the originating office or activity is required to maintain
record copies)

- catalogs, trade journals, and other publications or papers that are
received from Goverrment agencies, commercial firms, or private institutions
that require no action and are not part of a case upon which action is taken

- correspordence ard other records of short-term value that, after
action has been completed, have neither evidential nor informational value,
such as requests for publications and commnications on hotel reservations

-~ reproduction materials, such as stencils, mimecgraph masters, and
offset plates

- information copies of con:esporx:lenoearxi other papers on which no
documented administrative action is taken .

- physical exhibits, artifacts, and material cbjects lacking
documentary values.

d. Nonrecords should not be mixed with "records" in the same file.
However, sometimes papers normally considered nonrecords, such as transmittals
or routing slips, acquire record status because they clarify the matter being
documented. Such distinctions require care and discretion.

e. In some cases, as figure 1 shows, several copies of a single form

may each have record status because each serves a separate program purpose.
Multiple copies of a single record, however, generally are not record

16 BIAM RELEASE 1
JUL T2 KR



material. “One copy of a document, for example, may be designated as the record
copy. A single set of publications may be called the record copy, as
distinguished from stray copies elsewhere or stock copies of the same
publications.

To audit case file

4
3 To legal
case file
. Ioan
Agreement
Form 2
>
To fiscal
case file
1
To Administrative

case file
FIGURE 1 — Multiple Record copies
of a Single Form

f. When it is difficult to decide whether files are record or
nonrecord material, the records officer should treat them as record material.

Although such. dec1510ns are an agency prerogatlve, the informal qplmon of NARA
may be obtained.

3. FIIE CIEANOUT. Using the nonrecord list as a quide, files may be
cleaned out by taking the following steps:

a. Remove ronrecord material and extra copies from official files.
Nonrecord material may be destroyed when its purpose is served.

b. Destroy records of temporary value as scon as they have served the
purpose for which they were created.

c. Record the volume of ALL material destroyed throughout the year as
these figures will be needed to complete the anmual records report.

d. Destroy official records ONLY if they are scheduled for destruction
in the 16 BIAM, previcus Bureau records manuals as described in Chapter 1,
section A, or the General Records Schedule (GRS).

6-5
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e. Remove noncurrent records from office space and file cabinets to
less expensive storage facilities, thereby improving use of files and reducing
maintenance costs. Noncurrent records will include the following materials
which cannot be transferred to the FRC:

(1) Records authorized for destruction less than three years after
transfer to the FRC.

(2) Contingent records (unless you have prior approval from the
Records Center).

(3) Unscheduled records. If you have categories of records which
are not scheduled in the 16 BIaM, follow the procedures ocutlined in Chapter 5,
Unscheduled Records, or contact the Area Records Management Officer.

(4") Records consisting of less than one cubic foot (one box).

f. After the cleaning process, only those records which are going to
be transferred to the FRC will remain. Separate the records by file mumber
(called a series). A series is defined as a group of records having the same
disposal authority (file mmber} and the same retenticn period.

NOTE: Each item or subitem listed in the Disposition Codes of the 16
BIAM represents a series and must be transferred to the Records Center as a
separate accession. Mixed file numbers camnot be accepted without an approved
exception from the Records Center.

4. ORDER SUPPLIES. The follmung supplles are most commonly used for
transferring records to the FRC:

Standard size NSN 8115-00-290-3379 (15L X 12w X 10H)
record box or NSN 8115-00-117-8344 (14 3/4L X 12W X 9 1/2H)
Microfiche box NSN 8115-01-132-1932

3-Inch wide NSN 8135-00-270-8717

Gummed Paper Tape

Standard Form 135  NSN 7540-00-634-4093
Standard Form 135-A NSN 7540-00-823-7952
Felt Tip Marker NSN 7520-00-973-1059

Box Liner NSN 8135-00-290-1392 {for use only with box
NSN 8115-00~290-3379)

Legal- and letter-sized material should be packed in standard sized boxes.
Each standard-sized box holds one cubic foot of files. All supplies can be
ordered from GSA.

g
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5. PACK THE RECORDS. In packing records, follow these procedures:

a. All records packed in the same carton must have the same disposal
authority (same file mmber from the Disposition Schedule in 16 BIAM) and the
same disposal date. all folders should have the identifying data on the tab
across the top.

b. Pack records in an upright position. Place letter-sized records in
the box with tabs facing the front (the stapled end of the box is the back).
Place legal-sized records in the box so that the tabs face the left of the box
as you face the front of the box.

c. Shelf file (side-tabbed) folders must have the identifying file
information placed or rewritten at the top of the folder. Once the records are
packed, the information on the side tabs will not be readily identifiable or
readable.

d.. DO NOT OVERPACK THE BOXES. This makes referencing difficult. Do
- not add material on the sides or top of the records.

e. Use box liners for reinforcement if necessary for freight
transfers.

£. Do not mark boxes until the approved SF-135 (Illustration 7) is
returned from the FRC. : e

6. PREPARE STANDARD FORM 135 AND 135—A (See Illustratlon 7).

Completed SF-135/s must be sent to the regional FRC for approval prior to
shipping records. Offices making shipments to the Records Center will prepare
an original and three copies of the forms. Complete the SF-135 as follows:

Ttem 1. Enter the mailing address of the FRC to which the records are
being shipped (See Apperdix C for a listing of Federal
Records Centers in your area).

Ttem 2. Agency Transfer Authorization. This is signed by the local
Records Management Officer. .

Item 3. Agency Contact. Enter the name, building, room number and
telephone number of the person from the originating office.
This will be the person who is actually preparing the
shipment:. '

Ttem 4. Records Center Receipt. IEAVE BIANK. Signed by FRC on
receipt of the shipment. ‘

&=7

16 BIAM RELEASE 1 -

g



Ttem 5. From. Include the complete address of the office transferring
the records. TFor example:

Records Management Office
Bureau of Indian Affairs

Area Office
Street Address or P.0. Box
City, State Zip Code

ITtem 6., Records Data.

(a)
()
(c)
(d)

(e)

()

(9}

16 BIAM RELEASE 1

LEAVE BLANK.
IFAVE BIANK.
IEAVE BLANK.

Volume. Each standard container holds one cubic foot of
records. Enter the total mmber of boxes you are

Agency Box Numbers. Insert appropriate box numbers.

Note: Boxes within the same file number (seri&s) will
have one set of consecutive mmbers. Boxes ina
different series will have ancther set of consecutive
mmbers. See Illustration 7.

Series Description. Describe the records in sufficient
detail to allow FRC personnel to verify compliance with
your records schedule. This should include:

(1) A statement concerning the size of the boxes;
(2) The record series title (file name);

(3) A description of the records;

(4) Closing dates of the records;

'(5) Identification of GAO site audit records, if

applicable;
(6) The statement "Freeze Records" or "Prlvacy Act
Materials", if applicable.

A detailed listimg of the exact contents of each box is
to be maintained in your office for each accession, with
a copy maintained by the Records Management Officer.

Restriction. Restriction code "R" usually applies to
most agencies.,
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(h) Disposal Authority. Identify the disposal authority
taken from the Disposition Schedule of 16 BIAM.
Example:

16 BIAM
Temporary or Permanent Schedule Number
NARA JOB NUMBER

(i) Disposal Date. Since disposal by the FRC is accomplished
in quarterly cycles, you can calculate the dates by
quarter month and year, such as 3/90, 6/90, 9/90, 12/90,
or Permanent.

Forward all copies to the Records Management Officer. You may want to keep an
extra copy for your hold file until the signed copies are returned. If the
SF-135 is acceptable, the FRC will assign the ACCESSION NUMBERS and return two
copies of the SF-135 authorizing shipment of the boxes.

7. MARKING THE BOXES FOR SHTIPMENT.

This step is completed when the approved SF-135 is returmed by the
Federal Records Center. '

a. Iettering on the boxes should be written in black tube marker with
1/8" tip. ILetters should be approximately 1/2" in height.

b. Place the accessicn numbers in the upper left corner of each box in
the accession. '

c. Place the agency box mmber in the upper right hand corner.
d. When sealing the boxes, DO NOT tape over the accession number or
the agency box mbers.

8. SHIPPING THE BOXES.

a. To get the lowest freight rate for “old office records" enter the
following statement on bills of lading or cother shipping documents:

Records, Office, 0ld

(The agreed or declared value of the property
is hereby specifically stated by the shipper
to not exceed 3 1/2 cents per pound.)

Securely protected against opening in transit.

6-9

16 BIAM RELEASE 1



b. Shipping regulations require the boxes to be sealed. An address
label with the frelght address of the FRC should be on each box. Properly
packed containers weigh approximately 25-30 pounds each. If possible, try to
schedule deliveries before 3:00 p.m. at the freight address for the regional

c. For ship'nents of 20 boxes or more, make arrangements to ensure that
boxes arrive at the FRC in munerical order so that the first box unloaded is
the last box of the accession. Shipments which are out of order, improperly
packed, improperly taped, or improperly marked upon arrival at the FRC will not
be accepted. Any additional freight charges are the r&spons:.blllty of the
Bureau location shipping the records

d. Tt is not economical to maJ.l large shipments. If shipments of 20
boxes or more must be mailed, theyshwldbesentmapostal container or bulk
mail container.

e. For assistance in finding the least expensive commercial carrier,
- contact the GSA Transportation Division of the local FRC.

IF YOUR BOXES ARE NOT RECEIVED BY THE FRC WITHIN S0 DAYS, THE FRC WILL RETURN
THE ORIGINAI SPF-135 AND VOID THE APPROVED ACCESSION NUMBER.

6-10
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CHAPTER 7 — RECORDS DISPOSITION
FOR_SPECTAL STITUATICNS

A. PROCEDURES FOR TERMINATING OFFICES.

1. When notified that an agency, or any of its components, will be
terminated, the Records Management Officer must ensure the orderly disposition
of the agency’s records. Records include all recorded information regardless
of physical form. Although most records are paper documents {including record
sets of agency publications), records may also appear in cther forms such as
photographs, maps, microfilm, motion pictures, sound recordings, and computer
tapes.

2. Official records of a terminating office must be protected until
transfer to a storage facility or a successor office is campleted. It is
essential to remind all employees that Federal law (18 U.S.C. 2071) imposes
severe penalties for the unauthorized destnlctlon or removal of Goverrment
‘records.

3. Vhen terminating a major activity, office or agency, take the following
actions:

a. Identify personal papers and segregate them from agency records.
Ensure that only pe.rsonal papers are removed from Federal custody.

b. Separate those reoords which have contimuing administrative, legal
or fiscal value.. When approprlate these records along with a file plan should
be transferred to another office or successor agency.

) ¢. Destroy mnxecord material, such as reference materlals, extra
copies of publications and reports. Nonrecord materials contained in the :
official agency library should not be destroyed. Instead, contact the Library
of Congress to determine if it is interested in all or part of the collection.

d. Destroy temporary records as stated in the General Records Schedule
or instructed by this handboock. If records have not met their retention dates
and will not be destroyed within three years of receipt, they should be .
transferred to the Federal Records Center (FRC) for storage until they become
eligible for destruction.

e. Prepare scheduled permanent records for transfer to a Federal
Records Center. Scheduled records are those that have been approved by NARA
and listed in the Disposition Schedule of this handbook.

f. TFor unscheduled records that have been recommended for permanent
retention, submit a SF-115 (Illustration 4), Regquest for Records Disposition
Authority, to the Central Office Records Management Officer. See Chapter 5,
Unscheduled Records, for additional gquidance.
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16 BIAM RELEASE 1



B. SPECIAL RECORDS.

1. Bureau records are held in offices as long as they are required for
active administrative purposes. Through the records disposition program, it is
anticipated that there will be a 10 percent annual reduction in the volume of
record holdings.

2. Bureau records dating from 1800 to within the previcus 25 years from
the current calendar year that are found in any BIA installation or other
storage area, must be sent to the National Archives and Records Administration
as soon as possible.

C. BURFAU RECORDS MAINTAINED BY TRTBAL, CONTRACTORS.

Records generated and maintained for the conduct of operating a Bureau program
are still the property of the Bureau of Indian Affairs even though they may be
maintained by a tribal contractor. For this reason, tribal contractors are
encouraged to use the procedures contained within the 16 BI2M or similar
procedures and follow proper disposition procedures for permanent records.

D. STORAGE OF TRIBAT, RECORDS.

If storage facilities are available, tribal records (records owned by the
tribe) may be stored by the Bureau. Prior to storage, an agreement between the
Bureau and tribe should be written to cover the terms and conditions of the
storage arrangement. Federal Records Centers are generally - interested in
obtaining inactive tribal records for preservation if offered by a tribe.
Bureau offices may assist tribes desiring to have their records sent to a
Records Center. Shipping and storage arrangements involving tribal records
shouldbemrkedmtarﬂagreeduponbetweenthetnbearﬂfheFRCprlorto
actual shipment of records.

E. RECORDS OF CONTRACTORS.

When a contract provides for the operation by or on behalf of the Department
for a system of records to accomplish a Departmental function, the contract
shall, consistent with Departmental authorlty, cause the requirements of 5
U.S. C. 552a and the regulations contained in 43 CFR Part 2.52 to be applied to

such systems.
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F. MICROFIIMFD RECORDS.

1. Certain records may be selected for microfilming. After the microfilm
is verified for completeness and accuracy, the original documents should be
transferred to the FRC for the retention period described in the schedule. The
microfilm copies can be used as working files and destroyed when superseded,
cbsolete, or no longer needed for reference. However, if the original
documents are destroyed before they are transferred to the FRC, then the
original microfilm becomes the record copy. In this case, the same file Number
will apply. T

2. Office storage cabinets do not provide adeguate protection of documents
against natural elements such as temperature changes, aridity, humidity, and
exposure to light. Over a period of time, records stored under these
conditions will deteriorate by fading or becomirg brittle. For these reasons,
historical documents that are contimually active over a long period of time are
to be microfilmed and the originals transferred to the FRC or Archives, as
appropriate, where they will be stored in temperature- and humidity-controlled
TOOMS .

3. Documents can either be retrieved or the FRC will make copies and
certify them upon request. Coples‘ certified by the FRC are acceptable in court

proceedings.

4. Assistance in procuring micrographic services may be dbtained by
contacting your local FRC or the Bureau’s Records Management Officer.

G. SIGNIFICANT RECORDS.

Records of significance which are used regularly should be copied (paper
copied, mlcroflhned/mcmflched automated or similar media) for daily work
use. The use of copies for everyday work copies will save wear and tear on the
originals and aid in their preservation.

H. AUTCMATED RECORDS.

Each office shall have written procedures in place for the backup and storage
of documents, records, or data used in an automated system (microfilm,
microfiche, computer, tapes, etc.). The procedures shall specify regular
backups conducted by authorized personnel, the storage and maintenance
requirements of backup data, the mumber of bac]mps to be made, storage
locations and respon51b111ty of the manager for insuring the protection of the
data at the specified location, and instructions to follow in the event of a
disaster (e.g., fire, flood, etc.) for retrieval and reinstallation of the
data. Arrangements for off—s:.te storage of the backup data are recommended
unless the location uses a fire—proof vault on the premises. Automated records
aretobelncltxiedaspartofﬂw.eflleplanandtheu:locatlmmtedas
appropriate... .. .. .

7-3
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I. QOPIES OF RECORDS.

1. All copies (including automated or microfilmed/microfiched data) of
records must be disposed according to the disposition schedule of this mamual.
See Chapter 5 for procedures to follow when records have not been included in
the schedule.

2. A1l copies of records which fall under the Privacy Act shall be
maintained in accordance with the Privacy Act requirements. Access to these
copies of records is limited only to authorized persornel. See your local
Privacy Act coordinator or 11 BIAM Supplement 1, Privacy Act Handbook, for
additional information.
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CHAPTER 8 = RETRTEVAL OF REQORDS FROM FRC’S
A. To obtain reference service or to retrieve records from the Federal Records
Center, submit information on an Optional Form 11, as follows (see Illustration
9): -

1. Furnish record graup mmber (file mmber), accession mmber, agency box
number, and FRC location mumber. This information is dotained from your copies
of the SF-135 for the shipment in which the record(s) were included.

2. Give description of records, including folder mmber, name, or specific
1dent1fy1ng information; or state “Entlre Container" if the entire box of
records is to be recalled.

3. Check "Permanent Withdrawal" or "Temporary Loan of RecordsM.

4. Provide name of requester, phone mmber (FTS if available), and date of
request. .

5. Give complete name and address of requesting agency and Federal Records
Center.

B. Fill ocut a separate OF-11 for each box or folder requested unless they are
next to each other or in sequence.

C. If multiple requests are sent, arrange the OF-11’s in sequence by Records
Center location mmber.

D. Incomplete or unsequenced requests will be returned unfilled.

E. If you have any further questions, contact the Federal Records Center.
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CHAPTER- 9 —— ANNUAT, RECORDS REPORT
AND INSPECTTONS

A, ANNUAT, REFORT.

1. As of September 30, of each year, a report on the volume of recoxds on
hand and the volume disposed or transferred during the year is required from
each Area and Agency or cther unit. This information is used as a management
tool in determining the volume of records held by each agency within the Bureau
of Indian Affairs. Therefore, all records that are transferred or destroyed
during the year mist be reported.

2. Form BIA-1600 (I1lustration 5), Anrual Records Report, and BTA-1600A
(I1lustration 6), Sumary Workshest for Anmual Records Report, are used for
preparation and submission of the report. The Summary Worksheet is designed to
facilitate consolidations of data. Totals transferred to form BIA-1600 should
be rounded cut to the nearest cubic foot, eliminating fractions and decimals.

3. The Anmual Report is to be submitted to the Central Office not later
than Novenber 15 of each year. '

B. INSPECTIONS. )

1. The local Records Management Officer shall insure that an annual
inspection of records is completed at all file stations under his/her
jurisdiction. Each file station shall be. inspected for compliance with the 16
BI2M’'s requirements for: filing systems, maintenance and disposition of
records, completion of anrmal reports, protection of Privacy Act records,
written procedures for backup and maintenance of automated records, records of
new staff training and anmual refresher training provided, and identification ¥
of unscheduled records.

2. A report on the anrual inspection shall be forwarded to the Area
Records Management Officer and the Bureau’s Records Management Officer at the
Central Office not later than Jamuary 15 of each year.

9-1
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CHAPTER 10 -~ FREEZE ON-CERTATN
BIA RECORDS

The following records have been frozen by the General Accounting Office (GAO).
These records may hot be disposed until such time that the freeze has been
lifted. These records have been identified as "freeze records" in the
disposition instructions of the Disposition Schedules and must be accessed in
the mammer described.

15 BIAM Supplement 3 16 BIAM

307-06 ) 2853-T3F Purchase Order Files

701-01 . 4857-T3F  Cash Collection Files

701-02 2503-T3F Accounting Officer
Designee Files

702-01 2532-T3F Budget Administration
Files

702-02 2533a-P3F Budget Estimates

702-04a(l), (2) 2530a—-T3F Operating Budget Files
Report

702-05 2529a-T3F Agency Allotment Status
Report Files

702-06 2531a-T3F Budget Status Report
Files

702-08 2528a-T3F Area Allotment Status
Report Files

703-05 2536a-T3F Notice of GAO Exception
Files

703-06 2504a-T3F Certificates of
Settlement Files

703-07 ’ 4858a-T3F General Iedger Detailed
Listi

703-08 - 2527-T3F Furd Distribution

Document Files

703-09 2515a-T3F Monthly Journal of
T . Transaction Files

10-1
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15 BIAM

703-10
703-11
703-12
703-13
703-14
703-15
703-18
704-02a, c
705-02
705-03
705~-04
705-05

70507

705-08

705-09
705-10
706-01

16 BIAM RELEASE 1

2521-T3F

2522a~T3F

2524-T3F

2537a~13F

2538a-T3F

2518a-T3F

2539a-T3F

2546a~T3F

2516-T3F

2526-T3F

2540-T3F

2541-T3F

2517-T3F

2525-T3F

2527-T3F

2542-T3F

2519-13F

10-2
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Voucher and Schedule
of Payment Files

Cash Documents by
Appropriation Files

Schedule of Cancelled
Checks (SF-1098) Files

Construction Progress
Status Report Files

Certificate of Deposit
Files

Accounts Payable and
Undelivered Orders
Files

Paid Voucher Files

Payroll Detail Cost
Report Files

Statement of Trans—
action (SF-224) Files

Appropriation Warrant
Files

Advice of Collections
Files

Statement of Receipts
Files

Nonexpenditure Transfer
Authorization (SF-1151)
Files

Apportiomment and
Reapporticnment
Schedule Files

Fund Distribution
Document Files

Unappropriated Receipts
Trial Balance Files

Public Voucher Files



15 BIAM .
706-02

- 706-03
706-04
706-05
706-06
706-07

706-08

801-02a, b, c

801-04

801-05
80106
802-01

1002-01

1003-01
1003-03

1004-0la, b

16 BIAM RELEASE 1
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4859-T3F IIM Deposit Ticket Files
2520-T3F Journal Voucher Files
4804-T3F Monthly Check
Reconciliation Listing
Files

2543-T3F Special Disbursing Agent
Files

2544-T3F Trial Balance Files

2545-T3F Reconciliation Statement
Files

4803-T3F Indian Services Special
Disbursing Agent (ISSDA)
Report Files

2312-T3F Contract or Purchase
Transaction Files

2302-T3F Bid Files

2303-T3F Unsolicited Proposal
Files

2304-T3F Interagency Agreement
Case Files

2305-T3F Grant/Contract Monitoring
Case Files

1232L-T3F Internal Audit Case Files

1233b-T3F External audit Report
Files

1233b-T3F External Audit Report
Files

1234b~T3F GAD 2udit Coordination
Files
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1102-0%

1103-05

1103-09

1103-10

1103-11

1103-13

1103-14

1103-15

1103~16

1104-02

1104-03

1104-06

110508
1105-14
1105-18
1107-08

1107-09

16 BIAM RELEASE 1
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4301-T3F

4921-T3F

4904~T3F

4903-T3F

4914-T3F

4911-T3F

4912-T3F

4909-T3F

4914-T3F

4922-1T3F

4923-T3F

4920-T3F

4645-F5F
4617-T3F
4622-T3F
4407-T5F

4408-T5F

10-4

Ervirommental Impact
Statements

Irrigation Assessment Order
Modifications

Irrigation and Power
Construction Project Files

Irrigation Project Iand
Designation Files

Indian Electric Power
Utiljties

Power Reports

Irrigation and Power
Meter Books

Irrigation/Power
CQustomer Account Ledger
Sheets and Schedules

Long-Term Cropping Plans

Long-Term Cropping Plan
Sumary

Soil and Moisture
History Case File

Restriction Removal Files
Iand Iease Accounting Files
Town Lot Use Permits
Timber Cutting Permits

Log Scale Sheets
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1107-10

1107-13

1107-15
1107-17

1107-20
1107-21

1108-07
1108-08
1201-06a

' 1201-11

1201-15

1202-04

1306-09

1307-01

1307-04b

16 BTAM
4410-T3F Forestry Check Scale Report
4414-T3F¥ Financial Statements of
Indian Lumber Companies
4416-T5F Agency Fire Control Plans
4417-T5F Individual Fire Report
4422-P3F Cumilative Forestry
Camparative Statements
4420-T3F Timber Trespass
4421-T3F Fire Trespass
4505~T5F Grazing Permit Bid Files
4506-P5F Grazing Permit Case Files
4201a~P3F Indian Business Development
(IBD) Grant/Contract Case
Files
4204-TSF Schedule of Credit Ican
Collection Files
4208~T3F Stock Purchase Files
3301a-PSF Employment Assistance
Case Files
3705-T3F Tribal Fund Ledgers
4509-T3F Agricultural Extension Case
Files
4510-T3F Area Office Anmial Extension
Reports
2536a~I3F TImprest Fund

Additional records may be affected by the freeze or designated as site-audit
records by GAO. A complete listing of affected Stardard/Optional forms, and
other records used by the Goverrment, and their disposition:can be found in the

General Records Schedules {GRS) in Appendix G.

The GRS includes records

relating to civilian persomnel, fiscal accounting, procurement, commmnications,
printing, and other comwon govermmental functions. The GRS may be used a
guideline for disposition of any records identified therein for which you
cannct find specific-instructions within this handbook.
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CHAPTER 11 — HANDROOK REVISIONS, TRATNING
AND TECH