
LEAVE BLANK (NARA use only)
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

JOB NUMBER Ni - (2q-lo -3 
Date Rece1ved

1 I�/;To NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD, COLLEGE PARK, MD 20740-6001 D 
1 FROM (Agency or establishment) NOTIFlcjATION TO AGENCY 
FEDERAL BUREAU OF PRISONS 

In accordance with the provIsIons of 44 U S C 3303a, the 2 MAJOR SUB DIVISION 
d1spos1t1on request, mcludmg amendments Is approved

-CENTRAL OFFICE NATIONAL INSTITUTE OF CORRECTIONS except for items that may be marked "d1spos1t1on not 
approved" or "withdrawn" m column 10 3 MINOR SUBDIVISION 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE UNIT ATES 
= 

202-514-4563OMAR HERRAN U-fy{-lJ 
1� 

6 AGENCY CERTIFICATION 

I hereby certify that I am authonzed to act for this agency m matters pertammg to the d1spos1hon of1ts records and that the 
records proposed for disposal on the attached__§____page(s) are not needed now for the business ofth1s agency or will not be 
needed after the retention penods specified, and that wntten concurrence from the General Accounting Office, under the 
prov1sIons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

00 1s not required D Is attached, or D has been requested 

DATE SIGN OF AGENCY REPRESENTATIVE 

'5/\'{ /201( 
� 

o..,, � 
7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

-SEE ATTACHED MEDIA NEUTRAL SCHEDULE 

As with NARA business process and general policy, 
all new SF-115 are assumed Media Neutral unless 
otherwise specified Hence, this Authority applies 

1 and covers Media Neutral record holdings 

NOTE These are currently covered by Authority
Nl-129-99-14 Current NARA interpretation requires 
a new SF 115 to include Media Neutral coverage
Hence this Authority is issued to vest Media Neutral 
format status to the existing schedule 

TITLE 

INFORMATION MANAGEMENT OFFICER 

9 GRS OR 10 ACTION TAKEN SUPERSEDED JOB (NARA USE ONLY) CITATION 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
PRESCRIBED BY NARA 36 CFR 1228 



BUREAU Of PRJSONS - NATIONAL INSTITUTE OF CORRECTIONS 

RECORDS OF THE DIRECTOR AND DEPUTY DIRECTOR 

l. ADl\.UNlSTRATIVt FILES 

Corre-spondence1 memoranda, repom1 legi-5Jalive il11d congres.�ionaJ files_, budget documents 
and chrono)ogical fiJes, C'orn.-spondent� mcludc 1Jct1demi'-'.s and other sub1�'-<:l-m�mcr experts, 
professional organizations. other components of_thi! Depart men( of JtL.,.ticc nnd-cil.her fe-drra[ 
age1icie"i Al"in included are mioutes-an_d l\:lcl..ur material of meetings of the 'e:-:�,cutive team/ 
an NTC-level equ1v.i.lent orBOP'.!> cxe-cut'j"·c stflff 

b. Remaining rnoterial. Disposition: Te1hpo.•·ary LJ,�o;;troy 11 hf?n 10 v,•ars oM. 

The Nntional In�lituLc of Cotri,::(;Cil)ro (NTC) wns; es1,tbl1-,hed m 197➔ eo pn.w1dc !rni11mg, tix:hnicJl 
assistance, mformation and nssisl�mce ,vith pohcy and progn1m d1:vell)pmen1 i11 ti1c field of 
corr��tkm,. h.� "3l'K1.hHng l.::.gislailon, rt 9_1:�15 . .::reated ,u: a-ddso,:,' board to d�tiz-mine p,n11c>· 
and assist in sctt111g prioritie::.. 

I
t\'EETJNG MINUTES AND HEl..ATED f"lLES 

Board meeu ... re held quartei ly. TypicaJ conLcnts of the minutes include reports from 
NIC's subdivision.., an , :sott_ie of the federal agencies \Vho have-MOUs. N other working 
rel�tionships_ \\"Lth NIC (Parole : 1ssio11. Brncau of Juslic.e ,Slntb,tJcs, National Inst!lUlc of 
Ju::.hc�, de.)_, i.lp(.'.Oming confo:rence ... , an · e buJgi;;t on�l progmm plan::. In additii)IUO 1l_1c 
minutes, there- is a cons.1dcrnble amounl of am.:ilh1 , <::nal. including briding p,1cket� .. 
Federal Register notices, log1stica[ mfonuation, records o p ·hearings.and b:ackgr01md 
files such as copies of the (:TI�bling li:.gi�hltton, kgi!--l;;iHvc hisrory, va •dJLrnns of thc-
bylu-.1,s ond lis1s ofnu::mbeN. 
Di11-posUion� PE:.R,\-l4NE.iV7'. Ti ansj�·r (UH.' t.'omple,� .l!tl fJ_/ minul£'.\' and .rnb.\tcmlire am: 
maur1al to th • .> .'l\1ational Archfres 111 5-year blocks when mo-.11 rec:em , econ:f l,1 20 years ohf. 

J. 

Drafts of bylaws and the articles of i ncorpor.arrrr.�tn., corrcspo ndcncc, memorn nda. drnfl IA.)\
'.µ.J (1), 11 u 

policy statements �ml o_thcr d�ct1m�nc-atil)o on the e.stahli�hmc 
Disposition: PEl?J\lAl'tlENT. Trnn�fer Jo. tlut ,"hzifonal A,drlve.\ wlu:11 30 yi:a,. 



Color prints; 3A5 - 8Al  , ew negatives and lranspan:ncies. Subjects include Board 
meetin�s and hearings, swearing-in cc ·cs ,vith the Auomcy GcncraL tndividual photos, 
and a group phoco with Warren Burger Some 1m.t ·• crclh led to DOJ. w,..\-"-(.,,\.a...i.J ,....__ 
Disposition : PERMANEiVT Trmt�/er to 1/u: ,•Valumal Archives 

-schedule. 
', 

RECORDS OF THF. 

COJ\lMllNITI' CORRF<:TIOJ'iiS OIVlSION 

u,i.s lill'lfil,ON 
PRISONS DIVIMON 

hOBRE!:I,101"AldQJ!.IRAli'SJNG & tLACE�·IENT OFFlCE 
SPECIAL PROJECTS OFFICE 

N1C provide.,;; direct assi 5tance to reque.�ting stote and local -correctional agencie� chr()ugldl� 
short-term technical a�si,t,mc.e progra,u (Tl\}. Ko fund:-. are provi<lt::d tn the reque,tm:, r.tther, m 
re:spon.;:e to a reque.:..@ for particular o.;;sis1an(:,e (e-.g , u11pkmenhng a joh ,;ki l ls  lr.'Lini ng program 
for mmatcs)i NIC typirnl ly proYidcs a 1 1 st of three consul tants m that fie ld .  The r,cquc.i;;ting 
agei1C>" either se lecLc: a provider or reque-.:ts an ali-emat ive N IC thef1 funds du: provider's l ime, 
-prepnrahon nnd t r,rvd, up to $ I (J,000. Fur l�rger proJ�I�, up w $25.000, NIC .fr.,rmerlx ga\-c 
grants, but tJ1.;1t progr.:tm h8s been abol isl'led'. Tbc- cun-ent vd1iclc fo: l ongrr•krm. cc.,n tpiex 
projects 1s coop<.:�1 l iH: t\grecmenr(_i . 

Current coopenHh'e agreement fund iElg range'i from $25,000 to $62$,000, for p:..·i rod<;. of ._e\• i:..·ral 
months Co sever.-.] years, The 'bidders' ,ire non-gOVl�rnmcntti] public:. policy urg,m lZdS ton� !>pccial­
izing in correct1ons. Once the award has been made. NIC and its partner (and any oth-er 
panir:: ipal il'lg governmental or qua.c;i-govern:rner r.tal body, such ar; the- National l n;;,t imtc of fosc ice 
ill1d the S tate Justice l115lltutc )., �kct, thc partic1pnting j11nsdicuon.s Current ongoing agreement� 
include Assessmem ofObjecti,- e  (inmaieJ C lnssification System-;, [mcnnedi,tte Sane.l i ons for 
Won1en Offenders:and the Criminal Justice Systc-m Pr�jec:l. The last involvcllo the development 
of "more purposefut, effective and cooniin:ated sy,;;tems of options fo1 pre-tdaJ <lefendantc; and 
sentenced offcndc-rs " 

Tht! J;ti l::. D,\·i�ion i� physicJl ly k1ea 1 ed at NIC'.;; r .. ongmont, CO. office, but, to tbl! hesi of my 
knowledge; the rcco1ds arc analogou:, lo lh?sr lor the: other two .s.pc(..fallles. wlnl'.h h.wc be-en 
examined. Its recor<ls- arc tronsferr�i rn the Central Office and retired to the \VJ.�hin'-':.?ton 
Nattom,l Rc.."Cords Center. The (nn�-pers,r.m) Cor n:\'..i l lm,L[ foh Tr.i.inrng ,md P l :ltl!rllent OHicc "''�LS 

created in  March of 1995. ,,� sp:::c.1 ficd by P.L. I 0J-32� .  which ,1ho requi re� a11 �mwal rcpo1 t to 
Congress. ·n,e posil il1n wor:dinate$ tr aining �nd techn ical a(,siscance effort:-: in  providing 
crnp!oymcnt scn'tces lo offemkrs :md cx-ol kndeTh among (ilhcr icdenLI agenc; r r:s :md private 
g,roups. The vchkk:s used for thr:.:::.c pro_1 cc.Ls, ho\'\.C\er, arc coopen1 t ivt! �gr�emen1s (w1tb cntillc:� 
out;;ide the federal government) and interage11cy agreements (with t)lher  federal -componem.s.)� 
and are thus identical to tholle created by che progr'arn d ivi s ions . 

https://pro_1cc.Ls


The Special Projects Office (another one-person entit>') handles projects that h..·we no obvious fil 
with NI C's other dLv1sions.. These inc]ud1: production of vidcompe.!) from sa1dl t tc conferences 
(maintained at the Colorndo office, al::,o offered for sale) , NI C's p .. -.rtion o f  BOP strntcgLc 
planning and t�e Naiional Perfonnance Rev'ie\.',', m1d i□cerag-ency agreements on projects such as 
management refor:m of rhe DC Department of Corre�tion., . and on prison constructLon. The 
interagency agreemenls are also ·analogous to the 1-ecords dlscuc.;sed eadier, 

5. TECHNICAL ASSl5TA1'"CE FILES 

Case files document mg short-tc-rm ast Lstan-ce prov1di:.-d to �tatc and local correct1onaJ 
sagencies: \' ia  prevate-se-ctor subject matter expt'.'rts paid by NIC. Records i nclude the ini li-.i l 

request, coh-e,;;porn:lence and memoranda regarding logistics and expenses, snpporting 
documet tation_ from the presenter Gournal art.ides, bibhogmphicl), etct}. final report, nt
expense r�port ,md the n:cipient's c,•aluation of the presenEer. 
Disposition : Temporm:v De:ftroy 8 years q/ie•· t:cue i.1 ,:/med. 

6. Tl�CHN)C..\L ASSISTANCE :MANAGF.l\·1ENTtINFORMATION SYS"fEM 

Elc�tronic cdifom or ·1be TA fi.lt::-.. whi:.::b ,1[so f u til.:t ions as a track ing systi::m. Jntorrnation r
includes numbet .:fate.;;, requesti ng agency, names of contnc t  people staff ass igned, and 1he 
subject area. Tbi: 1�1:;.l is tied 10 a l i-:..l nf cori:<:,1ih..inl!i , tht: pru_f!.ril.m wHI make .... dc"tl1 1)1LS 
therefrom, matchmg Lhe d1ents' go,-.l(;!,) \V1Lh the cons1 1 l uintll' expertisti. rhe syscen:i also has 
� tin:.incbl co!nrof•.ent which a:1t0matic:itly o-,Hg_ar�s funds. Re]}Orting cate_gorie, include 
d ivision. mdn idual s!aff \vorklo,i(t projec l statu� . and reque ... 1 .... Soilwan: , ..,  cu'. lom­
de\'eloped hy an NIC staff member at the Longmont offa·.:;: . 
DlsposHion: Temporary. l>elde 8 yt·cu·s ujh)r ca.\'t' 1s doJL' 

7. COOPER4TJ VE AGR.Ef��U::'i-T AN_DJ NTERAGENCY AGREEMENT FlLES 

Re-0c1rd,;; of  ag,rcernent, betv,e,en NIC and priv:ite-�ector c r,nsu1 tallits or othc1 federal agencies 
on the dcvclopn:1cnt tind implcment,-1tion o[v./!rious corr�dionJl projc::..;:t.;; Di:.,cun,c;nration 
includes copies of the Request for .\ppllc,tt1on, �1ppl i1:.�CJ 01i guidel ine�, che Wi:Cl:!!_..ll.fol 
apptica_tiqn, int�rnal eviews and C\• aJuatipns, recommendation memo, ,w, ard kuer, rt
adjustment notices, nutogtuph nok�. �i li: reports, corr�::.pomlem;e wi1h the M:�ie1..ted r
jurisdictions. and end products (publ ic-.ations, sympmia. final reports. e tc.). 

tit 1. 1 a tt n nt r rt-aii:. -- �rt ·cnt ons, �'i)rmt
p 

ns a.. suqstt l \· C J L1krimt cpo t� at .._j �fi:n:a:) �W ' .(--\A_(>Jtl.w"-rcpons). r�:�::�=�:�:���t :���;t �;;;;�;:���:::t :t
Oisposition·  PERMAlv'E,.VT, �:::��t ;Tra1Jsfer to the .i\iaj� imw! Ar, llh·H r11 

when mrHt recent Ncord. is 20 years old 
b Remaining mdtcrid] , 

Dispos ition : Temporary. Destroy 8 years (Jfter W'fe is dost'd. 

https://PERMAlv'E,.VT
https://Wi:Cl:!!_..ll
https://inili-.il


� �ili � 

RECOR.DS OF THE INTERN .\TIONAL ASSISTANCE OFFICE 
This onc-pcn,on office \\-35 created i ll  1 992, lo 1::-00�(.l]l llate intematjomil assi sL;;1 1u:� etk,rt:f. The 
ind,ividua1 receives requests both from for-eign governments and from state arid local correctio1rn l  
officials in the US on handling jail ed foreign nationals.. The position's duties bm c evoh,ed into 
three hroad and overlapping functions: infonnat ion dearinghou�c and facilitatc-r for visits, 
meetings. S)'mpo!>ia and so forth� mediator, (:Specially ofany difficulc ie� or misi.:ommunicac ion 
enc_ountered in interacrions among US m1d foreign. officia ls; aod training and am, lx,;; i:::. 

,Documents g,encrntc onsc to requests fiom foreign or US officials (the l::i.tt..:.1 in the 
case of US Trust Te.rritori�s) torn. ssmcnt of 1hcir corrcctjonal programs. 'l11e Jc\\-

· l>'4.J,J--.�1-v'---produc.ed thus far have been 5 � J O  p.:1ges, inc u �· ,acl....grou nd. assessmem and 
recommendat i ons. They arc srnt lo l'I staff member in the _ · - · • f lht: D\.'.pllly Attorney 
General. · 
Disposition :  PERMA}lEiVf. Tr(lmje, 10 the /ik11iorwl A, chlve.1 i11 5-}'(!ar bi'o,·ks w 1t mosl 

rece.nf record is 10 years old. 

IUJ:.ORDS OF TH E PlJRLICATIONS OFFJCE 

NIC"::- pubJ ic.ation program hegan in ·1 977. The- I nformation Center in Longmont, CO, pro\•'.ides 
copi�s to reque:-.tcrs; as wel l  a� func.t1 m1ing m. .. l! !lt!.N)t>al dt".iringhou�e for r.orrectio11<i-relate<l 
puhlic.ations. •. NIC releases approxinuikly ten titles pern) ear. 

Official agcrtcy p . . ·on�. covering topics such as slaff'safely, nu1nag�rnent of CTQ\\1ded 
prisons, j ail i.Lte evaluation nn � ion, nu:magemcnt of long-ti.:rrn tnmatrs ;md prison 

�(!U,J 
'--

Disposition PERMANt1.\IT. T, m2�fer Oil<? copy 4C!ac:�..:.u,,..,, 11hlicu1io11 w 1he-Nmional 
Anhfres 1qx>11 appt,H·al q.f the .1·d1edufo Tran.'!}"t>r !iw':isequem pub l .,, 

when th,� mosl recenl pub'lh:ation i� 5 years old 

ELECTRONIC MAIL AND \VORD PROCESSING RECORDS. 

Electron[c c of records that mi;: created on ckctrunk, ma1 I. and won.[ pr<K:-:-ssing  :!:.}'.slems 
and used solely co geo . a recordkeeping cop} of lht records. co, crcd by ttcms 1 -3,  5 and 
7-9. Al.;;o indudes electronic c · �o;. of re-cords created on ck-ctromc mall and word 
pro,cessing systems tharmc maintamcd c 

A . .  Copies ofrecords covered b} Hems 1 · 3 ,  5 abd 7.9 that , o further ildmimstrnt1vc 
value after th() first rccordkceping copy is mad<.�. l ncl;,1des copit:� t.1incd by 
h1<lividuals in personal files; personal cl�tronic mm! <.lm:ctorics, or oth�r p 
directories on hard di,;k or network drives, and copies on shared network drives that ... 

https://produc.ed
https://RECOR.DS


onty to produce the recordkeepiog copy. 
Disposition: TF'M,f.!.lJ1NARY. Destroy/delete w11'11n 180 day'f aftt•t the re,'twdl!ecping copy
has been produce,/ 

8.  Copie:!i used for di�semin.::ition, revis ion,  or upJ.ating 
the recordkccping copy. 

Dhposition� rEMPORARY Desn·o)ildeh•t,• wh,•n disst•tmnanon. rev,.rion. or up �1 1 s 
completed. 




