REQUEST FOR RECORDS DISPOSITION AUTHORITY

LEAVE BLANK (NARA use only)

JoBNUMBER N |~ [2g -/0 -3

To NATIONAL ARCHIVES & RECORDS ADMINISTRATION
8601 ADELPHI ROAD, COLLEGE PARK, MD 20740-6001

Date Recewed7 /}) // o

1 FROM (Agency or establishment)
FEDERAL BUREAU OF PRISONS

NOTIFIGATION TO AGENCY

2 MAJOR SUB DIVISION
CENTRAL OFFICE - NATIONAL INSTITUTE OF CORRECTIONS

3 MINOR SUBDIVISION

In accordance with the provisions of 44 U S C 3303a, the
disposition request, including amendments is approved
except for items that may be marked “disposition not
approved” or “withdrawn” in column 10

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE
OMAR HERRAN 202-514-4563

DATE < CRIVIST ¢ TME UNITED STATES

eedl . L —

6 AGENCY CERTIFICATION

I hereby certify that [ am authorized to act for this agency 1n matters pertaining to the disposition of its records and that the
records proposed for disposal on the attached__ 6 page(s) are not needed now for the business of this agency or will not be
needed after the retention periods specified, and that written concurrence from the General Accounting Office, under the
provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies,

IZ] Is not required |:| Is attached, or

D has been requested

DATE

5/\‘( /Zom

SIGNAC URE OF AGENCY REPRESENTATIVE

an Vo

TITLE
INFORMATION MANAGEMENT OFFICER

7 ITEMNO

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION

9 GRS OR
SUPERSEDED JOB
CITATION

10 ACTION TAKEN
(NARA USE ONLY)

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
"and covers Media Neutral record holdings

NOTE These are currently covered by Authority
N1-129-99-14 Current NARA 1nterpretation requires
a new SF 115 to i1nclude Media Neutral coverage
Hence this Authority 1s 1ssued to vest Media Neutral
format status to the existing schedule

115-109 PREVIOUS EDITION NOT USABLE

STANDARD FORM 115 (REV 3-91)
PRESCRIBED BY NARA 36 CFR 1228




BUREAU OF PRISONS - NATIONAL INSTITUTE OF CORRECTIONS

RECORDS OF THE DIRECTOR AND DEPUTY DIRECTOR

1. ADMINISTRATIVE FILES

Correspondence, memoranda. reports, legislative and congressional files, budget documents

amd chronological files, Correspondents mclude acauclemics and other subject-maticr experts,
pmfe»ional organizations. other components of the Depactment of fustice and-other fxleral

agencies Also included are minutes-and backup material of meetings of the ‘executive team,
an N1C-level equivalent of BOP's exectivie stalt

MMMmPFm LINENT  Transfer to the Nationsl %\\

Archives in Sevear blocks when moyt recont vecord is 20 years old /ef

Y een 0
b, Remaining material, Disposition: Tewmporary Destroy when 1) vears old, /I ”/

RECORDS OF THE NIC ADVISORY BOARD

The National Insbitute of Corcections (NTC) was established mn 1974 to provade training, technical
assistance, information and assistance with policy and program <levelopment in the field of
corrections. s enalding logislation, PL 93-313. crested ac adiisory board to dotermine policy
and assist in sciting pririties.

MEETING MINUTES AND RELATED FILES

i e held quarteily. Typical contents of the minutes include reports from
NIC's :\uhdlvmun\ an 1 some of the federal agencies who have M®LUls or other working
relationships with NIC (Pdmlt 155100, BlllCdLl ol Justice Stutistics, National Institule of
Justiee, ete.), upcoming conferences, and fusige budget and progeam plans 1o addition to the
ntinutes, therc is a constderable amount of ancillars ¢nal. including brnieling packets,
I'ederal Register notices, logistical information, records o hearings. and background
files such as copies of the cnabling legislation, legislative history, va :diions of the
bylaws and lists of members.
Disposition: PERMANENT. Tiansfer une complete set of minuwtes and snhstanine ant
material to the National Archives 1 S-year blocks wher most recent 1ecord is 20 vears old.

" b;%oﬁmt/

Drafis of bylaws and the articles of incorporatiom-and comspoudmcc memaoranda, draft LY uxoa v
policy statements and other documentation on the establishmie C
Disposition: PERMANENT. Transfer to. the Nationa! Avehives whes 30300,



OGRAPIS

Color prints; 3a5 - 8x10,%wt ¢w ncgatives and transparencies. Subjects include Board

meetings and hearings, swearing-in ¢€ s with the Attomcey General. individual photos,

and a group phota with Warren Burger Some ima e grelited to DOJ. N
Disposition: PERMANENT. Transfor to the Natsonal Archives coproval of the- \
-Schedhile.

| RECORDS OF THE
COMMUNITY CORRFCTIONS DIVISION
JAILS DIVISION
PRISONS DIVIS]ON

SPECIAL PROJECTS @FFICE,

NIC provides direct assistance to requesting state and local carrectional agencies through s
short-term technical assistance program (TA). No funds are provided Lo the requestor, rather, in
response Lo a request for particular assistance (e.g , rmplementing a job skills trtining program
for inmates), NIC typically provides & hist of three consultants in that field. The requesting
agency either selects a provider or requests an aliemmative  NIC then funds the provider's time,
preparation and fravel, up 1o $10,000. For larger projects, up to $25,000, NIC lormerly gave
granis, but that program has been abolished. The cunent vehicle for longer-term, conilex
Preojects 15 COOPLrilive AgreCEnts.

Current cooperative agreement funding ranges from $235,000 to $6235,000, for perniods of several
months to several years. The 'Biddérs’ are non-goveramental public policy organizations speeial-
izing in corrections. Once the award has been made. NIC and its partacr (and any other
participaling governmental or quasi-gavernmental body, suck as the Nationa! Institute of Justice
and the State Justice Institute), select.the participating junsdictions  Current ongoinu agreements
include Assessment of Objective [inmaie] Classification Systems, [ntermediate Sanctions for
Women Offenders. and the Criminal Justice System Project. The last involves the development
of "more purposefut, effective and coordinated systems of aptions fot pre-trial defendants and
scntenced offenders

The Jails Division is physically lacaied at NIC's Longmont, CO, office, but, 1o the best of my
knowlcdge, the rccords are analogous o thosc Lor the ather two speeialties, which have been
evamined. Its reconds are transferred to the Central Office and retired to the W ashington
National Records Center. The (one-person) Correctional Job Traiming und Placement Otfice was
created in March of 1995, as speaificd by P.L. 103-322, which also requires an annual repoit to
Congress. The position caordinates training and technical assistance efforts in providing
cmployment services to offenders and ex-odienders among other federal agencies und private
groups. The vehicles used for these projects, however, are cooperalive agreements (with entities
outside the federal povernment) and interagency agreements (with other federal components),
and are thus identical to those created by the program divisions.


https://pro_1cc.Ls

The Special Projects Office (another one-person entity) handles projects that have no ebvious fit
with NIC's other divisions. These include production of videotapes from sawclhite conferences
{maintained at the Colorado ofiice. also offered for salc), NIC's portion of BOP strategic
planning and the National Performance Review, and interagency agreements on projects such as
management reform of the DC Department of Corrections, and on prison construction. The
interagency agreements are also analogeus to the tecords discussed earlier,

S. TECHNICAL ASSISTANCE FILES

Case files documenting short-term astistance provided to state and local cotrectional
agencies via private-sector subject matter experts poid by NIC. Records include the initial
request, corresponilence and menoranda regarding [ogistics and expenses, supporting
documcnfation from the presenter (Journal articles, bibhogriphics, clct). final report,
expense report and the recipient's evaluation of the presenter.

Disposition: Temporary Destroy 8 years after cose is closved.

6. TECHNICAL ASSISTANCE MANAGEMENTHUNFORMATION SYSTEM

Elcctronic cditton ol the TA files, which also futiciions as a'tracking system. Iniormation
includes number dates, requesting agency, names of contacl people staff assigned, and the
subject arca. The last 1s tied 16 & list of consultants, the program will make selections
therefrom, matching the chients' goal{s) with 1he consnltants’ expertise.  Thé system also has
2 financizt corporent which automatically oblizates funds. Reperting categories inchude
division, individual staff workload, project status, and requests. Sciiware 15 custom-
developed by an NIC staff member at the Longmont office.

Disposition: Temparary, Delete 8§ years after case is close

7. COOPERATIVE AGREEMENT AND INTERAGENCY AGREEMENT FILES

Recards of agreements between NIC and private-cector consultants or other federal agencics
on the developmient und implementation of various carrectional prajects  Documentation
includes copics of the Request for Application, application guidelines, the successful
application, internal rieviews and cvaluations, recommendation memo, award letter,
adjustment notices, autograph noles, site reports, correspomilenie with the selected
jurisdictions, and end products (publications, symmposia, final reports, elc.).

licatibns, symposia, sul:;stan[h-c interim Icpotfs and final W Mdupon

reports). t ! Ly t
Disposition: PERMANENT. Transfer Vo the Nutional Arehives i 5=T
whenr west recent record is 20 years old

b Rcmaining mdtcrial,
Disposition: Temporary. Destroy 8 years after case is closed,


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

RECORDS OF THE INTERNATIONAL ASSISTANCE OFFICE
This: ONC-PCTS0D office was created in 1992, to consoldate international dssistance efforts. The
individual receives requests both from Fore: ga governments and from state and local correctional
officials in the US on bandling jailed foreign nationals. The position's duties hav ¢ evolved into
three broad and overlapping functions: information clearinghouse and facilitator [or visits,
meetings, symposia and so [orth: mediator, especially of any difficulties or miscommunication
encountered in interactions among LS and foreign officials; and training and analysis,

PORTS

Documents gencrait onsc to reguests flom foraign or US otficials (the later in the
case of US Trust Territorics) for ssnient of their correctional programs. The few
produced thus far have been 5-10 pages, inclids
rccommendations. They are sent (o a stafl mcmber m the T
General. )

Disposition: PERMANENT. Transfer to the Nationad A chbves in J-year hlocks wit
recent record 1s 20 vears old

“the Deputy Attorney

most

RECORDS OF THI: PUBLICATIONS OFFICE

NIC's publication program began in 1977, The Information Center in Longmont, CO, provides
copiss to requesters; as well as funchoning as 2 natipeal clearinghouse for corrections-related
publications. - NIC rclcases approximately ten titles pCTD Car.

PUBLICATIONS

Official apcncy pubtications, covering lopics such as staff safety, managerent of crowded
prisons, jail site evaluation an ion, nanagemcnt of long-term thmates and prison

health care . -
Disposition PERMANENT, Tiunsfer one copy of cactiesiani_publicaiion 1o the-National
Archives upon approval of the schedule  Transfer subsequent pub (IR Saear blocks
whten the most recent publication iv 5 years old,

ELECTRONIC MAIL AND WORD PROCESSING RECGRDS.

Electronic cdpies of records that are created on clectroaic mal and word pracessing sy stems
and used solely to geterate a recordkeeping copy of the records covered by ttems 1-3, 5 and
7-9. Also includes electronic comes of records created on electronre mat) and word
processing systems that are maintained o ating, revision, or dissemination,

A. Copies of records covered by stems 1-3, 5 and 7-9 that o further administrative
value after the first rccordkeeping copy is made. Includes copies teined by
individuals in personal files, personal clectronic man directorics, or other al
directories on hard disk or nctwork drives, and copies on shared network drives thats

achgron nd assessinen: and U‘J"

s C


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

only to produce tic recordkeeping copy.
Disposition: TEMPORARY. Destroy/delete within 180 days after the recordkecping cupy
kas been prodiiced

B. Copies used for dissemination, revision, o upating
the recordkccping copy.

Disposition: 7EMPORARY Desiroy/delete when dissemination, revision, or wpdd
completed,

maintained in acddition to





