
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-022-05-001 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 05/24/2022 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All other items remain active 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 20b ADMI-416 was superseded by DAA-0048-2013-0001-0010 

Item 25a1 RPTS-900 was superseded by DAA-0048-2013-0008-0007 

Item 25a2 RPTS-900 was superseded by DAA-0048-2013-0008-0006 

Item 29A PERM-531 was superseded by DAA-0048-2013-0008-0005 

Item 30A, PERM-532 was superseded by DAA-0048-2013-0008-0005 

Item 76b ADMI-427 was superseded by DAA-0048-2013-0001-0005 

Item 80 ADMI-455 was superseded by DAA-0048-2013-0001-0001 

Item 86 ADMI-465 was superseded by DAA-0048-2013-0001-0001 

Item 87 ADMI-466 was superseded by DAA-0048-2013-0001-0001 

Item 99 PERM-813 was superseded by DAA-0048-2013-0001-0001 

Item 130a2 MNGT-500 was superseded by DAA-0048-2013-0008-0001 

Item 130b MNGT-500 was superseded by DAA-0048-2013-0008-0001 

Item 150 LIST-150 was superseded by DAA-0048-2013-0001-0002 

Item 155b ADMI-665 was superseded by DAA-0048-2013-0001-0003 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



REQUEST FOR RECORDS DaSITION AUTHORITY 

To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 
FROM (Agency or establishment) 

U. S Fish and Wildlife Service 

JOB NUMBER 

Date received 

NOTIFICATION TO AGENCY 
In accordance with the provmons of 44 U SC 3303a, the 

t--2-M_A_J_O_R_S_U_B_D_IV-IS_I_O_N___________________ d1spos111on request, mdudmg amendments, 1s approved 
except for items that may be marked "d1spos11ion not 

1--__D_i_v_is_i_o_n_o_f_P_o_h_c..__a_n_d_D_i_re_c_t_lv_e_s_M_a_n_a.......e_m_e_n_t_______ approved" or "Withdrawn" m column 10 
3 MINOR SUBDIVISION 

Records Mana ement 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE NUMBER DATE ARCHIVIST OF THE UNITED STATES 

Johnny Hunt (703) 358-2504 ~&~ 

6 AGENCY CERTIFICATION 
l hereby certify that I am authonzed to act for this agency m matters pertammg to the d1spos1t1on of its records and that the 
records proposed for disposal on the attached _XX_ page(s) are not needed now for the business for this agency or will not be 
needed after the retention penods specified, and that written concurrence from the General Accounting Office, under the 
prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

X 1s not requtred D 1s attached, or 

DATE SIGNATURE OF AGENCY REPRESENTATIVE 

7 ITEM NO 8 DESCRIPTION OF ITEM AND 

SEE ATTACHED SHEET(S) 

See attached. 

0 has been requested 

TITLE 

Records Officer 

9 GRSOR 
SUPERSEDED JOB 

CITATION 

10 ACTION TAKEN 
(NARA USE ONLY) 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 {REV 3-91) 
Prescribed by NARA 36 CFR 1228 

115-109 



This is a request for revIsIon to the US Fish and Wildlife Service's (USFWS) Record 
Retention Schedule (currently based upon NARAJobs NC1-22-78-1, NC1-22-82-1, N1-
22-91-1, and N1-022-02-01) This schedule revision has been circulated to USFWS staff 
and Department of the Interior's Office of the Solicitor for review and comment to ensure 
that the proposed changes meet the business needs of the USFWS 

We request that all items that are not 1dent1f1ed in a spec1f1c format be scheduled in a 
media neutral format. The Service is a decentralized organization with a headquarters 
office In Washington, D.C, seven geographic regional offices, and nearly 700 field units 
It Is difficult to specify precise filing instructions for records series as the same functions 
may be carried out in small local offices on a small scale or large regional offices on a 
large scale depending upon regional organization, geographical ranges, public interest, 
and litigation This request for disposition authority revIsIon spec1f1es the retention period 
for the records series, leaving the actual mechanics of 1mplementat1on and files cut off 
to be set up by ind1v1dual offices in the most efficient method for their work practices. 

This records schedule revIsIon is a combination of records series from the existing 
USFWS records retention schedule items and proposed new records series In some 
cases, the new records series supercede existing records series Record series in this 
schedule are arranged by the broad functional categories, the more significant of which 
are summarized below after a short description of the Service's mission. 

About the Service 

The USFWS was created in 1939 when the Bureaus of Fisheries and Biological Survey 
were moved to the Department of the Interior and the following year combined to create 
the U S. Fish and Wildlife Service The USFWS Is currently a bureau w1th1n the 
Department of the Interior The Service Is the principal Federal agency responsible for 
conserving, protecting, and enhancing fish, wildlife, and plants and their habitats for the 
continuing benefit of the American people. 

Among its key functions, the Service enforces Federal wildlife laws, protects endangered 
species, manages migratory birds, restores nationally significant fisheries, conserves 
and restores wildlife habitat such as wetlands, and helps foreign governments with their 
international conservation efforts It also oversees the Federal Aid program that 
distributes hundreds of millions of dollars in excise taxes on fishing and hunting 
equipment to state fish and wildlife agencies 

The vast maJority of fish and wildlife habitat Is on non-Federal lands. The Service has a 
number of mechanisms for assisting voluntary habitat development on private lands and 
fostering aquatic conservation 

The Service manages the 93 million-acre National Wildlife Refuge System of more than 
520 National Wildlife Refuges and thousands of small wetlands and other special 
management areas. Under the Fisheries program It also operates 66 National Fish 
Hatcheries, 64 fishery resource offices and 78 ecological services field stations The 
Service employs approximately 7,500 people at fac1ht1es across the U.S 



About the Functional Categories 

Alaska 
These records document the Serv1ce-w1de act1v1t1es in Alaska as well as those Service 
records peculiar to Alaska, most importantly the Service's role m adm1rnstenng the 
subsistence prov1s1ons of the Alaska National Interest Lands Conservation Act. The 
Federal role 1s the result of a ht1gious conflict with the State of Alaska and generates 
much controversy in Alaska 

Archaeology 
Records document archaeological inventories on wildlife refuges and the permitting 
process for archaeological activities on w1ldl1fe refuges The National Wildlife Refuge 
System is spread across North America, the Pacific Ocean, and Caribbean Sea These 
lands and facilities are located along coasts, rivers, estuaries, and wetlands -- areas that 
have been used by people for thousands of years for settlement, transportation and 
subsistence. 

Conservation 
Conservation records document the respons1b1lities the Service performs for 
conservation on the national wildlife refuges under the prov1s1ons of the National Wildlife 
Refuge System Administration Act, on private property under the various prov1s1ons of 
the Endangered Species Acts through conservation easements, conservation 
agreements, and habitat conservation agreements 

Consultations and Technical Assistance 
Records document Service consultations and technical assistance to Indian Tribes, non 
government organizations, local and state governments, and Federal agencies and 
commissions including the Army Corps of Engineers, the Department of Defense, and 
the Federal Energy Regulatory Commission Consultations are provided in response to a 
regulatory requirement such as the provisions of the Fish and Wildlife Coordination Act, 
the Endangered Species Act, the National Environmental Policy Act, or Federal Power 
Act Technical assistance 1s provided upon request from persons and entities requesting 
the Service's expert advice and is done at the Service's discretion as time and resources 
allow. 

Endangered Species 
These records document the Services act1v1ties under the Endangered Species Act, for 
which the Service has responsibility along with the National Oceanic and Atmosphenc 
Administration (NOAA) Fisheries This category includes records documenting the 
research and studies to 1dent1fy endangered and threatened species and their 
associated critical habitats, the procedural process for placing species on the 
Endangered Species List, and the regulatory and enforcement process to protect 
endangered species and their cnt1cal habitats. 

Enforcement 
These records document the Service's role 1n providing law enforcement for its Refuges. 
Service law enforcement today focuses on potentially devastating threats to wildlife 
resources, illegal trade, unlawful commercial exploitation, habitat destruction, and 
environmental contaminants. The Div1s1on 1nvest1gates wildlife crimes, regulates wildlife 
trade, helps Americans understand and obey wildlife protection laws, and works in 



partnership with international, state, and tribal counterparts to conserve wildlife 
resources. 

Environmental Contaminants 
This category contains records documenting the Service's identification and prevention 
of harmful contaminant effects on fish and wildlife and the restoration of areas degraded 
by contaminants Records include scientific research to document the short and 
long-term ecological impact of contaminants; restoring damaged habitats into viable and 
productive homes for fish and wildlife, and reducing the effects of contaminants on fish 
and wildlife resulting from oil and chemical spills. The records document the Service's 
advice to federal agencies on pesticide regIstrat1on, hazardous waste sites, water quality 
standards, and dredging and disposal of materials affecting fish and wildlife and their 
habitats. 

Grants 
The Fish and Wildlife Service administers a variety of natural resource assistance grants 
to governmental, foreign ent1tIes, public and private organizations, groups and 
individuals These grants include Federal Aid grants, North American Wetlands 
Conservation Act grants, Neotropical Migratory Bird Conservation Act grants, Coastal 
Wetlands Conservation grants, Endangered Species grants, and International Affairs 
grants. 

Litigation 
This category contains record series documenting the Service's role In assisting the 
Department of Justice m lawsuits to which the Service 1s a party Included are copies of 
the adm1mstrat1ve record complied under the provisions of the Administrative Policy Act 
requiring that an agency document its policy making dec1s1ons 

Permits 
The U.S. Fish & Wildlife Service issues permits under various wildlife laws and treaties 
at different offices at the national, regional, and/or wildlife importation levels. Permits 
allow legitimate wildlife-related activ1t1es that would otherwise be proh1b1ted by law. 
Permit programs ensure that such actIv1t1es are earned out in a manner that safeguards 
wildlife. Additionally, some permits promote conservation efforts by authorizing sc1ent1fic 
research, generating data, or allowing wildlife management and rehab1htat1on actIv1ties to 
go forward 

Below 1s an overview of the permits handled by the five permitting programs within the 
Service. 

Endangered Species regional offices administer native endangered and threatened 
species permits under the Endangered Species Act. Permits are issued to qualified 
applicants for the following types of act1v1ties: enhancement of survival, incidental take 
associated with Habitat Conservation Plans, recovery, and interstate commerce 

International Affairs (Management Authority) 1s responsible for administering the 
Convention on International Trade in Endangered Species of Wild Fauna and Flora 
(CITES) for the United States. The Service primarily issues permits to import and export 
species that are protected by CITES and by various other w1ldl1fe conservation laws. 



Law Enforcement administers permits at regional offices and certain port locations A 
permit or license may be issued to qualified applicants for the following activities· to 
engage in business as a wildlife importer or exporter, import or export wildlife at other 
than a designated or authonzed border or special port, and export and re-export certain 
CITES wildlife 

Migratory Bird Regional Offices administer permits for qualified applicants for the 
following types of activ1t1es falconry, raptor propagation, sc1ent1fic collecting, 
rehab1htat1on, conservation education, migratory game bird propagation, salvage, take of 
depredat1ng birds, taxidermy, and waterfowl sale and disposal These offices also 
administer permit act1v1ties involving bald and golden eagles, as authorized by the Bald 
and Golden Eagle Protection Act 

The National Wildlife Refuge System issues permits for commercial, recreational, and 
other special activities on wildlife refuges. 

Policy, Legislation, and Treaties 
This category includes records documenting the implementation of domestic laws and 
international treaties to promote long term conservation of global fish and wildlife 
resources. Through its international programs, the Fish and Wildlife Service works 
multilaterally with many partners and nations in the implementation of mtemat1onal 
treaties, convention, and on-the-ground proJects for conservation of species and the 
habitats on which they depend. 

These records document the legislative programs and reviews and reports on legislation 
referred by the Department of the Interior, coordinating the Service view with other 
bureaus and offices to achieve Service obJect1ves The records also document the 
contact between the Service and md1v1dual members and committees of the Congress. 

Realty 
Realty records document the Service's involvement with real property issues in matters 
affecting real property administered, considered for acquisition, having a Service 
contractual or regulatory cond1t1on, or documenting the adm1nistrat1on of real property 
associated resources such as mining, 011 and gas resources, and leases. 

Records also document policy and guidance associated with acquisition of interests m 
land through lease, purchase, exchange, donation, withdrawal from the Pubhc Domain 
or by management agreement, and transfer of surplus real property to the states. 

The category includes reports associated with the real property utilization surveys, 
disposal of lands or interests therein including rights-of-way, revenue sharing payments 
and lands under control of the Service 

Research 
These records document USFWS sc1ent1fic research and investigation of w1ldltfe, wildlife 
habitat, fish health, fishery biology, fishery management, and scientific research and 
invest1gat1on of contaminants. The records are created and maintained by USFWS 
stations, offices, laboratories, proJect teams, and by ind1v1dual staff researchers. Species 
studies included in this schedule may be funded directly through USFWS appropriations, 
by other government agencies, by grants, by contracts with private-sector businesses or 
other organizations, or may be 1n conJunct1on with various research institutes or 



consortia. This category does not apply to invest1gat1ons and studies conducted as part 
of the comment, technical assistance, or permit process under the Endangered Species 
Act or other similar laws and regulations 
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• 
About this Document. 

This ,s a schedule revIsIon to the U S Fish and W1ldl1fe Service's (USFWS) Record 
Retention Schedule (283 FW 2, Appendix 1) This document has been circulated to 
USFWS staff for review and comment to ensure that the changes meet the business 
needs of USFWS After formal approval by the National Archives and Records 
Adm1mstrat1on (NARA), this schedule will replace all existing USFWS records retention 
authorities 

This document Is a combination of records series from the existing USFWS records 
retention schedule and proposed new records series In some cases, the new records 
series supersede existing records series Record series m this schedule are arranged by 
the categories hsted on the next page, then are numbered sequentially with a new 
schedule item number to the left of the record series title An alphabetical index of 
record series titles with their associated schedule item number starts on page 98 
General adm1mstrat1ve records such as budget, personnel, procurement, and travel 
records are covered by NARA's General Records Schedules (GRS) and are not included 
m this schedule revIsIon 

The newly proposed records series do not have a shaded box around the record series 
title, and have a new schedule item number to the left of the record series titles These 
are the proposed changes to the USFWS records retention schedule and should be 
carefully reviewed See example below 

1.) New Schedule Records Series Title 

Records series from the existing USFWS schedule are designated with a shaded box 
These records series have a reference to the existing authority (e g NC1-22-78-1) and 
an existing authority item number In brackets to the right of the series title These ,terns 
are provided for context and to show what records series are already scheduled They do 
not need to be reviewed See example below. 

NC1-22-78-1 [33]2.) 

Some currently scheduled records series will be replaced by new records series These 
are 1dent1f1ed with a shaded box around the records series title and a strike-through hne 
through the title The proposed new item generally follows the strike-through ,tern and 
includes a reference to the exIstIng authority item number being replaced Because 
replaced records series will not be m the new schedule, they do not have a new schedule 
,tern number See example below • 

NC1-22-78-1 [22] 
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Administration 

Periodic re addressing varying periods of time submitted to no higher level than 
Assoc1ate/Ass1stan ector in either the Washington Office or Regional Offices by subordinate 
managers or supervisors e reports are used to describe m varying detail accomplishments, 
obJect1ves, plans, goals, and requ1 nts They may address technical, sc1ent1fic or 
adm1mstrat1ve issues but have as their pu the prov1d1ng of information for management use 
Often the information provided 1s used m the prep on of broader-based reports to higher 
authority While these reports can have enduring value, t 
except as reference material for Service personnel 

t1v1ty reports themselves do not, 

DISPOSITION TEMPORARY Separate files into 1 years sets and transfer t t to 
a Federal Records Center when 3 yrs old Destroy the set when 1t 1s 
yrs old 

Annual program advices provide current-year national program guidance, regional guidance, 
and control schedules for the a vement of the obJect1ves and policies described 1n the PMDs 
The PA record file includes the surna opy of the document itself as well as the substantive 
correspondence, studies, reports, and any a nal significant supporting data associated with 
the development of the PA 

a. Record copy 

DISPOSITION 

b. All other copies 

DISPOSITION 
value, whichever occurs first 

TEMPORARY. Destroy 5 yrs after effective y 

TEMPORARY Destroy when 7 yrs old or when no longer of refere 

NC1-22-78-1 [79] 

Annual work plan f the Service addressed and approved plan for 
the expenditure of fun 1shment of programs described m PAs The 
ALP record file includes the sum ocument itself as well as any significant, 
substantive documentation m suppo 

a. Record copy 

DISPOSITION 

b. All other copies 

DISPOSITION 

2.) Briefing Statements 

Documents statements created by USFWS offices intended to brief region level and higher 

TEMPORARY Destroy 3 yrs after effec 

TEMPORARY Destroy when 7 yrs old or when no longer nee 

Page 1 of 111 
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echelon management about Service actions, actIvItIes, and issues 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

13 
-~-

- Y~.•.9·"'et.. reparaiien!½ermhtation,···•
~ • "'7• •• ·:::«;.~ ,l. . •• • ---=-----.... 

NC1-22-78-1 [80].. 
w•.,• •¾~ ~-.:- "'{\--' • ,:·' 

a. 1.11.1t=tatements - estimates and Just1ficat1on prepared at Service level, budget digests, 
budget bne ooks, and program and financial plans developed under the Program 
Management Syste MS) or its equivalent Also included are PMS policy respons1b1hty, 
reporting, evaluation, execu and procedure guidelines 

DISPOSITION TEMPORARY Sepa file into 2-year sets and transfer the set to a 
Federal records center whe Destroy the set when It Is 8 yrs 
old 

b. Substantive documentation - appropriation language sheets, tive statements, related 
schedules and data and so forth - used in the preparation of the fma tIon of the foregoing ! 
records .t fil t ~ 

t,o"o J-~~ 
DISPOSITION TEMPORARY Destroy 2 yrs after close of fiscal year covered in bu ,-.t r~ ,-r4A..,11~t.U-• r 

4.) Central Files Databases 

Databases, spreadsheets, and word-processing documents used to track, locate, and pnnt file 
folder labels for files stored in a central file system Information may include file code, folder label, 
project name, or other cross references 

DISPOSITION TEMPORARY Review annually and delete superseded or obsolete 
entries 

s 4 yrs old 

[47] 

Consist of rnquI dl'i~,ei:i~: ng documentation, 1f 
any These files are sep ra se'"lele'11Jl1!3 1les" and included as 
item 124 of this schedule fl.I • J

r-\jD v1. 0,._..,'f I 
DISPOSITION TEMPORARY Destroy when 3 yrs old or when no longer nee ........--.. o.,o-4~l)'A)f\"-<'-~

fo-11,JI 

C1-22-78-1 [2] 

Corresp Director, Associate Directors, Assistant 
Directors, Reg1ona 
assume certain operatI u 
contracts, and other binding docume 

ct Leaders and all other officials to 
ts, memoranda of understanding, 

DISPOSITION TEMPORARY Destroy all copies 2 yrs after exp 
Records Schedules Nos 3, 4, and 6 as they relate to G t 

p'11 
'1'-~~s, ,\.J 

requirements, take precedence over the dIspos1t1on Instruct1ons SLc:ut.-_ l:,~.>;"'<v\',..~ 

val 

NC1-22-78-1 [3] 
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entatIon issued in accordance with the Service's d1rect1ves issuance system (Arranged 

DISPOSITION ;:,ei08J;are files mto 1-year sets and transfer set to the 
Federal Records Center wtie rs old Offer set to NARA 5 yrs 
after its transfer to the Federal Record 

7.) Policy Documents 

Record copies of policies, rules, director's orders, USFWS manual chapters, d1rect1ves, 
instructions, manuals, handbooks, and associated substantive documentation 

DISPOSITION PERMANENT Transfer to NARA when 10 years old 

This replaces USFWS/3 (See item above) 

8.) Electronic Mail and Word Processing System Copies. 

Electronic copies of records, including e-mail attachments, that are created on electronic mail and 
word processing systems and used solely to generate a paper or electronic record keeping copy of 
the records covered by the other items in this schedule Also includes electronic copies of records 
created on electronic mail and word processing systems that are maintained for updating, 
revIsIon, or d1ssemmat1on 

a. Copies that have no further adm1mstratIve value after the recordkeeping copy Is made 
Includes copies maintained by 1nd1v1duals in personal files, personal electronic mail directories, 
or other personal directories on hard disk or network drives, and copies on shared network 
drives that are used only to produce the recordkeeping copy 

DISPOSITION TEMPORARY Destroy/delete within 180 days after the recordkeeping copy 
has been produced 

b. Copies used for dtsseminatIon, revIsIon, or updating that are maintained in add1t1on to the 
recordkeepmg copy 

DISPOSITION TEMPORARY Destroy/delete when d1ssemmat1on, revIsIon, or updating Is 
completed 

[48] 

Files do management of maJor pieces of support 
equipment me u 1 , oats, bulldozers, and like machinery Files may 
include both raw data 

a. Raw data 

DISPOSITION 

b. Reports 
OtJ>-.J\

DISPOSITION TEMPORARY Destroy 3 yrs after preparation ,. ,_.,.<\1f5 

from that data 

TEMPORARY Destroy when app 
when data Is 4 yrs old 

te report has been prepared or 

tf,NtO e,; 
~oJ • o..a.) • J.,,< r 
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NC1-22-78-1 (4) 

TEMPORARY Destroy when obso,eee~ol{Jl:;tU:lt 
longer of value 

A-76 Policy and Procedures Files 

USFWS Schedule Revision 08/02/2004 

DISPOSITION 

11.) 

Correspondence and other records relating to pohc1es and procedures for acquinng commercial or 
industrial-type products and services needed by USFWS 

a. Correspondence and other records relating to USFWS policies and procedures for 
implementing Office of Management and Budget (0MB) Circular A-76 

DISPOSITION TEMPORARY Cut off when superseded or obsolete Destroy 1 year after 
cutoff 

b. Inventory subm1ss1ons to 0MB, inventory notices for the Federal Register, and related 
material 

DISPOSITION TEMPORARY Cut off annually Destroy when 2 years old 

c. Copies of 0MB Circular A-76, implementing instructions, and related materials issued outside 
ofUSFWS 

DISPOSITION TEMPORARY Destroy when superseded, obsolete, or no longer needed for 
reference 

Retention penods are taken from NARA retentwn schedule. 

12.) A-76 Studies 

Correspondence, working papers, tabulations, and other records relating to ind1v1dual reviews of 
USFWS commercial or industrial-type actIvItIes and to product1v1ty reviews required under 0MB 
Circular A-76 Procurement files related to A-76 sohc1tat1ons are filed in the designated program 
procurement file 

a. Case files maintained by office conducting the study 

DISPOSITION TEMPORARY Cut off upon completion of study Destroy when 7 years old 

b. Records maintained by the Office of the Inspector General (OIG) as part of independent 
review process 

DISPOSITION TEMPORARY Destroy when 7 years old 

c. Records maintained by other offices, including 1nformat1on copies and background material 

DISPOSITION TEMPORARY Cut off upon completion of study Destroy when 2 years old 

Retention penods are taken from NARA retention schedule 

Page 4 of 111 



TEMPORARY Destroy 3 yrs after termination of the agree!ff:l.E~ 

NC1-22-78-1 [8] 

USFWS Schedule Revision 08/02/2004 

NC1 -22-78-1 [6} 

a. One reco~::or>v of each form created by or on behalf of the Service with related instructions 
and documentation mg Incept1on, scope, and purpose of form 

DISPOSITION TEMPORAR troy when form 1s discontinued, superseded, or 

b. 
canceled 

Working papers, background materials, reqwsIt1ons, 
control records 

DISPOSITION TEMPORARY Destroy when related form 1s discontinue , 
canceled 

lnclu record copies of correspondence, letters and memoranda, directives, reports, studies, 
analyses, other substantive documentation created or received by or on behalf of the Service 
pursuant to the compllshment of its offlc1al functions, except as otherwise spec1f1ed m this 
schedule. 

a. ent the orgarnzat1on, functions, policies, procedures and essential 
actIv1t1es of the Servi ncluded, but not hm1ted to, staff assistance, program management, 
relat1onsh1ps with the lnte Department, other higher authority, other equal orgarnzat1ons, 
industry and the publlc, or con information of enduring value concerning events, 
personages or phenomena of s1grn nee (arranged by subJect) 

DISPOSITION PERMANENT Separa 1les mto 3-year sets and transfer the set to a 
Federal records center whe 1s 3 yrs old Offer set to NARA 5 yrs after its 
transfer to Federal records cent 

b. Material that documents the routine accomplishments o 

DISPOSITION· TEMPORARY. Separate file into 1-year sets d transfer the set to a 
Federal records center when 1t 1s 4 yrs old Destr 
old 

c. Material that documents repet1t1ve, md1v1dual, routine transactions and matt 
and other purely fac1litat1ve functions 

DISPOSITION TEMPORARY Destroy the set when 1t 1s 3 yrs old or no longer nee 

File contains agreements an ,.......,~.," Service and 
organized labor The agreements ar 

DISPOSITION 
when no longer needed 

•. OR!i!tri0:e@~Ei!!i9. 

Instructions issued in the form of letters or memoran a a er level in the 
Washington Office or m field offices which govern routine operations accomplished a 
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Record co ts of studies and reports mcludmg supporting documentation, prepared as required 
by or on behalf o Service for purposes deemed sufficient by the requester The studies and 
reports may address te cal, sc1ent1fic or admmIstrat1ve topics They are prepared for 
essentially managerial as opp to technical, sc1ent1f1c or adm1mstrat1ve topics They are 
prepared for essentially managerial a osed to technical or sc1ent1f1c purposes 

a. Final 1teratIons of studies or reports contribute significantly to policy and procedural 
dec1s1ons made by senior Service personne rranged alphabetically by title) 

DISPOSITION PERMANENT Separate files into ar sets and transfer the set to a 
Federal records center when 1t 1s 5 yrs o 
old 

b. All other records m this series 

DISPOSITION 

Coop 
amendmen tant1ve materials, negotiated with other Federal 
agencies, state a 1zat1ons concerning services rendered to or received 
from such bodies See 1te e for memoranda of understanding between the 
Service and her foreign counterparts 

a. Record copy 

DISPOSITION 

b. All other copies 

DISPOSITION 

Annual narrative s a 
accomplishments, failures, phe a that apply to a spec1f1c act1v1ty within the Service such as 
national wildlife refuges and national fish nat10Ai:UJ1es These reports are not published, normally 
exist in less than 5 copies and provide h1stoncally mea detail otherwise not available 
(arranged chronologically and thereunder alphabetically by title) 

a. Paper records 

(1} When reduced to m1croform 

TEMPORARY Separate file mto 1-year sets and transfer to a Fe 
records center when the set 1s 3 yrs old Destroy the set when 1t 1s 7 yrs 

NC1-22-78-1 (9] 

ent, all other documents with a s1m1lar purpose, 

TEMPORARY Destroy 3 yrs after ex 

TEMPORARY Destroy when memorandum expires or 1s can 

NC1-22-78-1 

ts that document historically significant events, milestones, 
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DISPOSITION TEMPORARY Destroy when accuracy of m1croform has been 
verified 

PERMANENT Separate files into 1-year sets and transfer 
the set to a Federal records center when It Is 3 yrs old 
Offer the set to NARA when It Is 8 yrs old 

b. All other copI 

DISPOSITION Destroy when 10 years old or when no 

b. M1croform record 

(1) Record copy 

DISPOSITION PERMANENT Separate file o 1-year sets Offer silver original 
and 1 duplicate copy to NARA n ore than 2 yrs after reduction to 
m1croform 

(2) All other copies 

DISPOSITION TEMPORARY 

lude the record copy of reports, studies, and other substantive materials that 
document dec1s s made by senior Service officials regarding orgarnzat1onal structure, 
manpower requireme functional responsIb1hties, and related policy areas Also included are 
organtzat1onal charts, funct1 statements, and other similarly s1gmf1cant materials (arranged 
alphabetically by title) 

a. Record copy 

DISPOSITION PERMANENT Separate into, 2-year sets and transfer the set to a 
Federal records center when 3 Offer to NARA 5 years after 
transfer to the records center 

b. All other copies 

DISPOSITION TEMPORARY Destroy when they are no longer nee 

20.) Personal Property Tracking Databases 

Personal property tracking databases containing summary information on USFWS accountable 
property Includes inventory control/tag number, serial numbers, locations, name of custodial 
actIvIty or officer, property status, and other relevant information 

a. Input Documents 

Included are copies of source documents such as Property Transfer Document, SF 120, 
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Report of Excess Personal Property, SF 122, Transfer Order Excess Personal Property, 
property hst1ngs, and property records Item applies to copies that are not required to be filed 
as records elsewhere 

DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

b. Database Records 

Records maintained m electronic form on an onlme system and regularly backed up on 
computer tape 

DISPOSITION TEMPORARY Delete property entry 2 years after property Is excessed or 
otherwise removed from USFWS custody 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stnbut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on demand reports printed to paper or d1g1tal media contammg portions, 
summaries, and analyses of the data and filed 1n a case file or as a record copy and 
used to document a program, actIvIty, or dec1s1on 

DISPOSITION TEMPORARY Retain for the spec1f1ed retention period of case file 
or records where reports are filed 

Systems documentat10n ,s covered by GRS/20/11a 

NC1-22-78-1 [67] 

Includes materia describes or outlines actions to be taken or events to be observed for a 
period of time m the future "',r.....,,.,,.,.onnel assigned to a spec1f1ed actIvIty A plan or schedule can 
address any type of function, operation , anagerial In any event, plans and schedules are 
relatively short hved management tools, and may t"l'Y'-c"'.::i" not be accompanied by narrative 
material Neither plans nor schedules have any permanent v 

DISPOSITION TEMPORARY Review annually Destroy that which Is obso e , 
superseded, or no longer needed 

Includes nonrecord copies of published materials, ex r educed d1rect1ves, manuals 
and admm1stratIve issuances of which surname copies are held as records, extra co 
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ents maintained for reference purposes such as information copies of reports, day or 
reading file c pre~u...outgomg correspondence and memoranda, notebooks that have been 
transcribed, and temporary pao-e~:_uorms used to control or facilitate internal work m progress 

DISPOSITION TEMPORARY Review file annually terial when 5 yrs old ore ~,J b{ -tj 
when no longer of reference value, whichever occurs G,o\J~ . ~~'°" 

••JJ,(>'"'4;~,23.) Refuge Case Files ,-, 

SubJect-based refuge files for each refuge used to provide national and regional offices with 
reference copies of refuge actIvIty documentation Includes reference copies of correspondence, 
refuge organization chart, special issues and plans, copies of studies, copies of agreements and 
memoranda, and refuge budget 1nformat1on 

Usually maintained in regional office 

DISPOSITION TEMPORARY Review annually and destroy superseded or obsolete 
documents 

24.) Refuge Compatible Uses Reports 

Compatible uses studies for recreational and commercial activ1tIes on refuges Performed under 
the provisions of the National Wildlife Refuge System Adm1rnstrat1on Act and documenting what 
actIvItIes are compatible with protecting and enhancing wildlife and their habitat on refuges 

DISPOSITION TEMPORARY Destroy 10 years after superseded by a new report 

LeQal References National Wildlife Refuge System Admin1strat1on Act 

25.) Reports to Congress 

Annual reports to Congress summarizing USFWS and DOI actIvItIes to enforce various acts such 
as the Endangered Species Act, the Manne Mammals Protection Act, the Alaska National Interest 
Lands Conservation Act, and other required reports to Congress 

a. Annual Reports 

(1) Reports 

Copy of final report as submitted to Congress, usually maintained m the ongmatmg 
National Office 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

(2) Background Materials 

Working, reference, and background materials used m producing report May include 
draft copies, notes, comments from regional staff, stat1st1cal compilations, and 
reference materials 
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DISPOSITION TEMPORARY Destroy 5 years after subm1ss1on of report 

b. Reports, Reference Copies 

Copies of draft and final reports d1stnbuted for information, reference, or comments to other 
offices and the regions 

DISPOSITION TEMPORARY Destroy when no longer needed for reference 

[12} 

File 1nclu e visual aid, substantive hand-out and 
other training aids gene he process of satisfying its training 
requirements 

DISPOSITION TEMPORARY Review annually Destroy when Ou.::.l:NC.12c. superseded, 
or when 1t ceases to serve the purpose for which It was creaL,_,u---. 
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Alaska 

27.) Alaska Subsistence Fisheries Case Files 

Case file on regulations and ImplementatIon of Federal subsistence fisheries management on 
rivers and lakes within and alongside Federal lands Regulations were implemented as part of the 
Alaska National Interest Lands Conservation Act (ANILCA) and the 1995 Katie John court 
dec1s1on These records are created and maintained at USFWS's headquarters office 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

LeQal References Alaska National Interest Lands Conservation Act 

Although USFWS/11 covers a portion of these records, they should be treated separately due to the 
controversial and litigious nature of Federal subsistence administration m Alaska (See item 129 on 
page 66) 

28.) Customary and Traditional Use Determinations 

Case files on customary and trad1t1onal use determinations Customary and traditional use 
determinations are made by the Federal Subsistence Board and determine ehg1b1llty to hunt and 
trap on Federal land in Alaska Files include documentation on InitIal meetings and pubhc 
meetings, requests for determInat1ons and replles, Federal Subsistence Board minutes and formal 
determinations 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

LeQal References Alaska National Interest Lands Conservation Act 

29.) Federal Regional Advisory Councils 

Case files for each of the 10 regional Federal Subsistence Regional Advisory Councils that make 
recommendations on subsistence fish and w1ldhfe proposals to the Federal Subsistence Board 
Records include meeting agendas, meeting transcripts, correspondence, charters, and member 
appointment letters 

a. Council Records 

Records include meeting agendas, meeting transcripts, correspondence, charters, and 
member appointment letters 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

b. Routine and Admin1strat1on Records 

Administrative, fac1htat1ve, and other routine records that document the processes for 
arranging and conducting the meetings but not the meetings themselves 

DISPOSITION TEMPORARY Destroy when 10 years old 
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Leqal References Alaska National Interest Lands Conservation Act 

Although USFWS/181A covers a portion of these records, they should be treated separately due to 
the controversial and litigious nature of Federal subsistence adrnimstraflon m Alaska (See ,tern 121on 
page 63.) 

30.) Federal Subsistence Board Meetings 

The Federal Subsistence Board administers the Federal Subsistence Management program by 
enacting regulations for the practice of taking fish, w1ldlIfe or other wild resources for one's 
sustenance The Board 1s comprised of a voting chairman appointed by the U S Secretary of 
Interior, and the regional directors of USFWS, Bureau of Land Management, National Park 
Service, Bureau of Indian Affairs and U S DA Forest Service 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

a. Meeting Records 

Federal Subsistence Board meeting documentation, including meeting agendas, meeting 
minutes, and transcripts 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

b. Routine and Admm1strat1on Records 

Admm1strat1ve, fac1htat1ve, and other routine records that document the processes for 
arranging and conducting the meetings but not the meetings themselves 

DISPOSITION TEMPORARY Destroy when 10 years old 

Leqal References Alaska National Interest Lands Conservation Act 

Although USFWSl181A covers a portion of these records, they should be treated separately due to 
the controversial and llflg10us nature of Federal subsistence adrn,mstration in Alaska (See ,tern 121 
on page 63) 

31.) Subsistence Board Staff Case Files 

Federal Subsistence Board committee staff research, analyses, and other materials prepared for 
and/or submitted to the Board Records include staff meeting arrangements, collection and 
arrangement of Federal Regional Advisory Councils' reports and recommendations 

DISPOSITION TEMPORARY Destroy when 10 years old. 

Leqal References Alaska National Interest Lands Conservation Act 

Although USFWS/181A covers a portion of these records, they should be treated separately due to 
the controversial and llflg10us nature of Federal subsistence adrnm1strat1on in Alaska (See ,tern 121on 
page 63) 

32.) Subsistence Hunting Permit Case Files 
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Subsistence hunting permit case files for deer, bear, and elk and case working files created 1n the 
course of issuing and denying permits Case working files include permits, denial documentation, 
correspondence, copies of regulations, forms, and other materials 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

Leqal References Alaska National Interest Lands Conservation Act 

Although USFWS/17 covers a portion of these records, they should be treated separately due to the 
controversial and /1ligious nature ofFederal subsistence adm,mstrat,on m Alaska (See page 55) 
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Archaeology 

33.) Archaeological Resource Inventory and Information Files 

Information and artifact and cultural resource mventones for archaeological, historical, and cultural 
resource sites and materials on USFWS lands or m USFWS custody May include inventories, 
catalogs, descriptions, site surveys, correspondence, reports, artifact descriptions, and Native 
American Graves Protection and Repatriation Act (NAGPRA) information, and other 
documentation associated with describing and tracking archaeological resources 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

LeQal References Archaeological Resources Protection Act, Native American Graves Protection and 
Repatriation Act, National Historic Preservation Act 

randa, reports, studies, and other documentation regarding the Service's 
involvement In such pro s as the National Survey of Historic Sites and Buildings, National 
Register of Historic Places, an echrncal Preservation Service 

a. Archeolog1cal Permit Apphc 

(1) Approvals 

(2) 

DISPOSITION 

Dentals 

longer needed 
oy 2 yrs after permit expiration or when no 

b. 

DISPOSITION 

All other material 

TEMPORARY Destroy 1 year after ac 

DISPOSITION TEMPORARY Destroy when 4 yrs old or when no longer nee 

34.) Archaeological Permit Files 

Case files documenting USFWS issued permits for archaeological activ1t1es on lands admmIstered 
by USFWS. May include letters, memoranda, permit apphcat1ons, permits, and other associated 
documentation 

a. Approved 

DISPOSITION TEMPORARY Destroy 3 years after permit expIratIon or termination date of 
latest applicable cond1t1on, whichever 1s later 

b. Dented 

DISPOSITION TEMPORARY Destroy 1 year after final determination 
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Leqal References Archaeological Resources Protection Act, Native American Graves Protection and 
Repatriation Act 

The senes 1s not adequately covered by USFWS/49A (See item above.) 
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Audits 

35.) Audit Case Files 

Case flies documenting an exam1nat1on of USFWS control and compliance pohc1es and 
procedures, or examinations of state agencies receiving funds distributed by USFWS Audits may 
be conducted by internal or external auditors, such as the Department of the Interior Inspector 
General, General Accounting Office, or Defense Contract Audit Agency May include audit 
announcement, draft and final audit reports, USFWS responses, 1mplementat1on plan for 
corrective action, implementation progress reports, correspondence, and other related 
documentation 

DISPOSITION TEMPORARY Destroy 8 years after completion of audit or 8 years 
after final corrective action completed, whichever 1s later 

This senes Is not adequately covered by USFWS/51 (See item 192 on page 98) 

36.) Inspector General Complaint Files 

Case files documenting the reporting, mvestlgat1on, and d1spos1t1on of complaints against USFWS 
filed with the Department of the Interior Office of the Inspector General May include complaint, 
mvest1gat1ve report, and recommendation of findings 

a. Complaints Resulting in an lnvest1gat1on 

Case files developed during invest1gat1ons of known or alleged fraud and abuse and 
1rregulantles and violations of laws and regulations Includes investigative files relating to 
employee and hot hne complaints and other miscellaneous complaint files Files consist of 
invest1gat1ve reports and related documents, such as correspondence, notes, attachments, 
and working papers 

DISPOSITION TEMPORARY Destroy 8 years after final d1spos1t1on of case 

b. Complaints Not Resulting in an Investigation 

Files containing information or allegations which are of an investigative nature but do not 
relate to an actual invest1gat1on They include anonymous or vague allegations not warranting 
an invest1gat1on, matters referred to constituents or other agencies for handling, and support 
files providing general 1nformat1on which may prove useful m mvest1gat1ons 

DISPOSITION TEMPORARY Destroy when 8 years old 

This series is not adequately covered by USFWS/51 (See item 192 on page 98) 
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Conservation 

37.) Comprehensive Conservation Plans 

Comprehensive conservation plans (CCP) for USFWS refuges completed under the provIsIons of 
the National Wildlife Refuge Improvement Act Plans address how each refuge will manage 
conservation and recreational use of refuge land Files contain maps, goals, objectives, final CCP, 
wilderness proposal, draft CCP, Federal Register notices, summary of public comments, hearings 
transcripts and tapes, marling lists, specialist reports, correspondence, and an outreach plan to 
ensure public partIcIpation m the planning process 

DISPOSITION PERMANENT Transfer to NARA 20 years after superseded 

Leqal References National Wildlife Refuge System Adm1nistrat1on Act, 16 USC 668dd-668ee 

38.) Conservation Accomplishment Tracking Databases 

Databases used as management reporting tools and which contain information on habitat 
improvement, f1nanc1al mformat,on, habitat monitoring, and technical assistance, such as the 
HablTS database 

a. Input Documents 

Input forms, copies of correspondence, notes, e-mails, and other materials used solely to 
enter information m the database 

DISPOSITION TEMPORARY Destroy after data have been entered mto the database and 
verified 

b. Database Entries 

Database records mamtamed wIthm the database or automated system on an onhne system 
and regularly backed up to d1g1tal media 

DISPOSITION TEMPORARY Delete entries when 10 years old 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on-demand reports printed to paper or d1g1tal media contammg portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stnbut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on-demand reports printed to paper or d1g1tal media contammg portions, 
summaries, and analyses of the data and filed m a case file or as a record copy and 
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used to document a program, actIvIty, or decIs1on 

DISPOSITION Retain for the specified retention period of the case file or records 
where reports are filed 

Systems documentation ,s covered by GRS/20111 a. 

39.) Conservation Agreements 

Agreements between USFWS and landowners for preservation of habitat or species Contains 
cond1t1ons and terms for preservation requirements on behalf of the landowner and assurances 
from the USFWS that cond1t1ons and terms of agreement will still apply even 1f species status 
changes May include associated permits 

DISPOSITION TEMPORARY Destroy 6 years after termination of agreement and 
expiration of any associated permit and applicable condItIons 

LeQal References Endangered Species Act 1 0(a)(1 )(A) 

40.) Conservation Easements 

Conservation easements and associated records documenting legally binding restnctIons on 
allowable uses upon a parcel of land in exchange for a tax reduction, grant, loan or other tangible 
benefit provided, negotiated, administered, or 1mt1ated by the USFWS Easements usually prevent 
development preserving the parcel for agriculture, wildlife habitat, or nondestructive forms of 
recreation 

DISPOSITION TEMPORARY Destroy 6 years after termination of easement 

41.) Conservation Plans 

Documents the planning and development of conservation plans to address how conservation Is 
managed for resources and land use, information on the impact of proposed actions on species 
and habitats, measures that will be taken to monitor and minImIze the impacts, and alternate 
actions that were considered Plans may address conservation coordInat1on and cooperative 
actIvItIes, outreach, funding, and monitoring actIvIty for wildlife refuges (comprehensive 
conservation plans and comprehensive management plans), ecosystems, wildlife, and habitat 
May include proposals, comments, hearing transcripts and tapes, reports, correspondence, 
outreach documentation, funding information, maps, photo documentation, land ownership 
records, final plans, monitoring documentation and reports, status and progress reports, and 
related documentation 

a. Final plan and subsequent mod1f1cat1ons 

DISPOSITION PERMANENT Transfer to NARA when 10 years old 

b. Plan development files 
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DISPOSITION TEMPORARY Destroy 10 years after completion of plan 

LeQal References National Wildlife Improvement Act 

42.) Habitat Conservation Plan Database (HCP) 

The Habitat Conservation Database tracks and provides summary information on habitat 
conservation plans and safe harbor agreements Information may include plan title, nature of 
associated parties, location and size mformat1on, permit number, functional description, species 
information, and plan status 

a. Input Documents 

Draft working copies, summary sheets, copies of information, input forms, and other materials 
used as source data for database entries not required to be filed as records elsewhere 

DISPOSITION TEMPORARY Destroy after data have been entered mto database and 
verified 

b. Database Entries 

Database records maintained within the database or automated system on an onhne system 
and regularly backed up to d1g1tal media 

DISPOSITION TEMPORARY Delete entries 15 years after plan no longer active 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on-demand reports printed to paper or digital media conta,mng portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stnbut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case Frie Reports 

Periodic and on-demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed m a case file or as a record copy and 
used to document a program, actIvIty, or dec1s1on 

DISPOSITION Retain for the specified retention period of the case file or records 
where reports are filed 

Systems documentation Is covered by GRS/20111 a. 

43.) Habitat Conservation Plans 
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Habitat conservation plans (HCP) filed m the regions as part of the Endangered Species Act 
section 1 0(a)(1 )(8) "incidental take" permIttIng process This permit allows for the incidental take 
of listed species during the course of otherwise lawful act1vItIes such as economic development 
The plan details the measures to provide species protection and habitat conservation during the 
permitted act1v1ty Plans contain information on impact of proposed actions on species and 
habitats, measures that will be taken to monitor and m1mmIze the impacts, and alternate actions 
that were considered 

DISPOSITION TEMPORARY Destroy 10 years after permit expiration or 10 years 
after revocation and expiration of all applicable appeal periods 

Ler.1al References Endangered Species Act section 1 0(a)(1 )(B) 

A section 7 consultat10n may be part of the section 1 O perm,ttmg process 

44.) Restoration Plan Case Files 

Documents the involvement of USFWS In planning efforts for restoration act1v1tIes usually through 
cooperative efforts with other organizations May include correspondence site plans, development 
stages, monitoring documentation, proJect funding records, progress reports, environmental 
impact statements, internal compliance documents, final products, maps, photo documentation, 
and other supporting materials ProJects may result in the development of cooperative 
agreements or grants and include package apphcat1on, cooperative agreement with any 
mod1ficat1ons, financial information, landowner agreements, environmental compliance 
documents, correspondence, quarterly reports, monitoring information, outreach materials, maps, 
photo documentation, and related documentation 

a. Final plan and subsequent mod1f1cations 

DISPOSITION PERMANENT. Transfer to NARA when 10 years old 

b. Plan development files 

DISPOSITION TEMPORARY Destroy 10 years after completion of plan 
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Consultations and Technical Assistance 

45.) Consultation Tracking Logs 

Consultation tracking and docketing logs used to track status of consultations These logs may 
exist as spreadsheets, databases, word-processing documents, or In paper media Logs are used 
to track status of consultations from start to finish and include consultation ID number, proJect 
title, agencies involved, and names and dates of documents received and sent, completion date, 
and entries for other relevant items 

a. Input Documents 

Input forms, copies of correspondence, notes, e-mails and other materials used solely to enter 
information m the log 

DISPOSITION. TEMPORARY Destroy after data have been entered into the database and 
venf1ed 

b. Database Records 

Database records maintained w1thIn the database on an onhne system and regularly backed 
up to d191tal media 

DISPOSITION TEMPORARY Delete consultation entries 20 years after completion of 
consultation or 20 years after last act1v1ty whichever 1s later 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d191tal media contammg portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stnbut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case Frie Reports 

Periodic and on demand reports printed to paper or d1g1tal medra containing portions, 
summaries, and analyses of the data and filed rn a case file or as a record copy and 
used to document a program, act1v1ty, or dec1s1on 

DISPOSITION TEMPORARY Retain for the spec1f1ed retention period of case file 
or records where reports are filed 

LeQal References Federal Power Act, Endangered Species Act, 50 CFR 402 02, 50 CFR 402 13 - 14 

Systems documentation is covered by GRS/20/11a 

46.) Species Lists 

List of threatened and endangered species 1n a spec1f1c area provided to Federal agencies 
planning to engage in a construction or other act1v1ty that may affect habitat or species or to a 
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Federal agency considering a permit to allow another party to engage Is such actIvIty Species 
lists are also provided to non-federal entItIes as part of technical assistance 

a. Informal Consultations 

Species lists prepared as part of an informal consultation process 

DISPOSITION TEMPORARY Destroy 10 years after issuance of concurrence letter or 10 
years after last actIvIty, whichever Is sooner 

b. Formal Consultations 

Species hsts prepared as part of a formal consultation process 

DISPOSITION TEMPORARY Destroy 20 years after issuance of b1olog1cal opmIon and 
incidental take statement or 20 years after last actIvIty, whichever Is later 

c. Technical Assistance 

Species lists prepared as part of a technical assistance process 

DISPOSITION TEMPORARY Destroy 5 years after completion of assistance or 5 years 
after last activity, whichever Is sooner 

d. No Action and Reference Copies 

Reference copies of species lists not maintained as the record copy of the consultation or 
technical assistance and species lists that did not ImtIate a consultation, technical assistance, 
or other substantive USFWS activity 

DISPOSITION TEMPORARY Destroy 5 years after hst Is prepared 

Lec:ial References Federal Power Act, Endangered Species Act, 50 CFR 402 02, 50 CFR 402 13 -14 

47.) Consultations, FERC 

Fries documenting USFWS consultation with the Federal Energy Regulatory Comm1ss1on (FERC) 
to prevent loss of and damage to wildlife resources during FERC projects where streams or other 
bodies of water are impounded, diverted, or otherwise controlled or modified These are usually 
hydro-power projects where USFWS makes recommendations as part of the licensing or 
re-hcensmg process 

Files may include copies of license apphcat1on and pre-application materials, momtonng and 
scoping documents, meeting notes, initial consultation, internal environmental compliance, 
studies, phone records, e-mails, correspondence, and NEPA (National Environmental Polley Act) 
review process documents including apphcat1on, notice of intent, environmental assessment, draft 
and final environmental impact statements, public notice, and public meeting records 

IQISPOSITION TEMPORARY Destroy records when 60 years old or 1 O years after 
structure ceases to exist, whichever Is sooner 
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Leqal References Fish and Wildlife Coordination Act, Federal Power Act 

These consultations apply to FERG permits which may have a maximum fife of 50 years. 
I 

48.) Consultations, Section 7 

Files documenting USFWS consultations and cooperation with Federal agencies to ensure that 
they are not undertaking, funding, permitting, or authorizing actions likely to Jeopardize the 
continued existence of listed species or destroy or adversely modify designated critical habitat 
Conducted under the provIsIons of Section 7 of the Endangered Species Act Files include both 
formal and informal consultations 

a. Informal Consultations 

Case files documenting Section 7 consultations where USFWS concurs, in writing, that a 
proposed action or proJect Is not hkely to adversely affect listed species or designated cnt1cal 
habitat 

May include agency b1olog1cal assessment, associated maps, correspondence, e-mail, 
meeting notes, memoranda to the files, photographs, mod1f1cat1ons or changes to the 
proposed action or proJect, any necessary internal compliance documentation, and USFWS 
concurrence letter 

DISPOSITION TEMPORARY Destroy 10 years after issuance of concurrence letter or 5 
years after last actIvIty, whichever Is sooner 

b. Formal Consultations 

Case files documenting Section 7 consultations where It Is determined that a proposed action 
Is likely to Jeopardize the continued existence of listed species or destroy or adversely modify 
designated critical habitat 

Includes agency b1olog1cal assessment, associated maps, correspondence, e-mail, meeting 
notes, memoranda to the files, photographs, mod1f1cat1ons or changes to the proposed action 
or proJect, any necessary internal compliance documentation, and the b1olog1cal opImon and 
incidental take statement 1f issued 

DISPOSITION TEMPORARY Destroy 20 years after issuance of b1olog1cal opinion and 
incidental take statement or 20 years after last actIvIty, including momtonng, 
whichever Is later 

LeQal References Endangered Species Act, 50 CFR 402 02, 50 CFR 402 13 - 14 

49.) Consultations, Water Projects 

Files documenting USFWS consultation with agencies during water proJects, usually the U S 
Army Corps of Engineers, to prevent loss of and damage to wildlife resources where streams or 
other bodies of water are impounded, diverted, or otherwise controlled or mod1f1ed This item does 
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not apply to FERC projects (see Consultations, FERC) 

Files may include copies of permit application and pre-application materials, monitoring and 
scoping documents, meeting notes, initial consultation, internal environmental compliance, 
studies, phone records, e-mails, correspondence, and NEPA (National Environmental Polley Act) 
review process documents including application, notice of intent, environmental assessment, draft 
and fmal environmental impact statements, public notice, and public meeting records 

DISPOSITION TEMPORARY Destroy 10 years after completion of consultation or 10 
years after last act1vIty, whichever 1s later 

Leqal References Fish and Wildlife Coordination Act 

50.) Fish and Wildlife Coordination Act Reports 

81olog1cal assessment, habitat assessments, and general consultative reports prepared for, and 
funded by, state or other Federal agencies used to protect, rear, stock, and increase the supply of 
game and fur-bearing animals, as well as to study the effects of domestic sewage, trade wastes, 
and other polluting substances on w1ldhfe Done under the prov1s1ons of the Fish and Wildlife 
Coordination Act 

DISPOSITION TEMPORARY Destroy 10 years after completion of report or 10 years 
after last act1v1ty, whichever 1s later 

Leqal References Fish and Wildlife Coord1nat1on Act 

51.) National Environmental Policy Act (NEPA) Files 

Documents the review and comment by USFWS of proposed actions and projects and their 
environmental impact on fish, wildlife, plants, and habitat under the prov1s1on of the National 
Environmental Polley Act (NEPA} Actions and projects may be proposed by USFWS, Federal 
agencies, or other governmental organizations May include environmental assessments, findings 
documents, notice of intent, environmental impact statement, dec1s1on document, scoping 
documentation, public comments and responses, meeting notes, studies and analyses, 
correspondence and related documentation 

a. Record Copies, filed m the case, proJect, or plan file to which they relate 

b. 

DISPOSITION 

Other Copies 

Dispose of m accordance with approved d1spos1t1on instructions for the case, 
project, or plan file of which they are a part 

DISPOSITION TEMPORARY Destroy when superseded, obsolete, or no longer needed 

52.) Technical Assistance Case Files 

Technical assistance case files documenting species and habitat related advice and assistance by 
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USFWS to Federal agencies, states, local governments, and private organizations developing 
plans or undertaking act1v1t1es that are environmentally sens1t1ve to ensure the protection of 
threatened and endangered species and habitats Technical assistance 1s provided outside the 
regulatory consultation process 

a. Technical Assistance Files 

Case file conta1mng documentation of the assistance provided May include request for 
assistance, correspondence and memoranda, copies of reports, permits, studies, analyses, 
and advice provided Does not include supporting reference materials relied upon to provide 
the assistance 

DISPOSITION TEMPORARY Destroy 5 years after completion of assistance or 5 years 
after last act1v1ty whichever 1s sooner 

b. Supporting and Reference Materials 

Supporting reference materials relied upon to provide the assistance May include copies of 
technical articles, environmental impact statements, other agency publications and reports, 
and other reference materials collected while providing assistance but not directly 
documenting the assistance provided 

DISPOSITION TEMPORARY Destroy 2 years after completion of assistance or 2 years 
after last act1v1ty whichever 1s sooner 

LeQal References Fish and Wildlife Coordination Act 
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Endangered Species 

53.) Critical Habitat Case Files 

Case file or package supporting dec1s1on to designate a critical habitat under the Endangered 
Species Act Includes sc1ent1fic and technical reference, general background and reference 
materials, maps, legal descriptions of land, public not1ficat1on information, public comments, and 
final or proposed listing package 

a. Des1gnat1on Case Files 

DISPOSITION TEMPORARY Destroy 20 years after des1gnat1on 1s revoked or otherwise 
cancelled 

b. Revocation Case Files 

Case files documenting the dec1s1on and action to revoke the critical habitat des1gnat1on for a 
species or spec1f1c geographical areas 

DISPOSITION TEMPORARY Destroy 20 years after completion of revocation 

c. No Des1gnat1on Case Flies 

Case files documenting the cons1derat1on process for a critical habitat des1gnat1on where there 
was no des1gnat1on of a critical habitat 

DISPOSITION TEMPORARY Destroy 5 years after last act1v1ty 

Leqal References Endangered Species Act 

(14] 

Record includes co da, internal d1rect1on, reports studies, 
analyses of raw data, an o r sc1ent1fic documentation utilized in the 
screening of candidate species ,..,..,..,__,.., urveys to determine which species should 
be hsted as threatened or endangere , a ng, delist1ng, or reclassifying of appropriated 
species 

a. All substantive technical and sc1ent1fic documentation 

DISPOSITION TEMPORARY Separate files into one year sets an nsfer set to the 
Federal Records Center when 1t 1s 8 yrs old Destroy set w 
old 

b. Material reflecting repet1t1ve, routine, housekeeping act1v1t1es 

DISPOSITION TEMPORARY Destroy when 3 yrs old or when 1t ceases to serve the 
purpose for which 1t was created 

54.) Endangered and Threatened Species Files 

Record includes correspondence, letters and memoranda, internal d1rect1on, reports, studies, 
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analyses of raw data, and other substantive technical or sc1ent1fic documentation utilized m the 
screening and monitoring of candidate species and conducting status surveys to determine which 
species should be listed as threatened or endangered, and In the listing, delisting, or reclass1fy1ng 
of associated species 

a. Listing Case Frie 

Case fries documenting the placing of a species on the threatened and endangered species 
lists 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

b. Dehsting Case File 

Case files documenting the removal of a species from the threatened and endangered 
species lists 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

c. Reclass1f1cat1on Case File 

Case files documenting a listing status change for a species moved from the threatened to 
endangered or endangered to threatened species lists 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

d. Prehstmg and Candidate Case Files 

Case files documenting act1v1t1es and research conducted while considering whether to place 
a species on the threatened or endangered species list 

(1) Listed Species 

DISPOSITION TEMPORARY Combine relevant portions with listing case ftle and 
destroy remaining portions 10 years after that 

(2) Unlisted Species 

DISPOSITION TEMPORARY Destroy file 20 years after last act1v1ty 

Leqal References Endangered Species Act 

This replaces USFWS/14 (See ,tern above.) 

NC1-22-78-1 [13] 

Includes cor ·--·- n, reports, studies, analyses of 
raw data, and other su on used m the development and 1"1"W:Ul"'!'.ll 

1mplementat1on of recovery plan native species These plans c....,......__v 

include but are not necessarily limited to p ret$V.la.. nd recommendations 
for land acqu1s1t1on, management actions, and other effo s e 
particular species 

a. Approved Plans (arranged by species) 

tatus of a 
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PERMANENT Separate files into 1-year sets and transfer set to Federal 
Records Center when It Is 4 yrs old Offer set to NARA 5 yrs after transfer to 
the Federal Records Center 

b. Matenal that supports evelopment and 1mplementatIon of a specific plan, including 
preliminary and draft plans 

DISPOSITION TEMPORARY Destroy after the goals of the plan are achieved, the 
plan Is superseded or otherwise r 

C. Material that reflects repet1tIve, routine, or housekeeping-type 

DISPOSITION TEMPORARY Destroy when 3 yrs old or no longer nee 

56.) Listing Petition Case Files 

Pet1t1ons filed to hst species as endangered or to dehst species. Petitions are evaluated and may 
inItIate a review of a species status, 1f warranted Original pet1tIons are sent to the region with the 
leadership respons1b1l1ty for the species evaluation Files may include findings 

a. Petitions determined to warrant review 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

b. Pet1t1ons determined not to warrant review and withdrawn petitions 

DISPOSITION TEMPORARY Destroy when 10 years old 

LeQal References Endangered Species Act 

57.) Species Reference Files 

Reference and information file on threatened, endangered, and other species of interest to 
USFWS Includes reports, pubhcat1ons, sc1ent1fic and technical Journal articles, copies of 
correspondence and memoranda, and other reference materials relating to specific species 

These files are technical reference files for species and do not contain any dec1s1on or activity 
specific documentation 

DISPOSITION TEMPORARY Review annually and destroy superseded and obsolete 
materials 

Leqal References Endangered Species Act 

These fifes should not be used to document USFWS act1v,ties or decisions 

58.) Threatened and Endangered Species System 

USFWS's national Threatened and Endangered Species System (TESS) and successor 
databases that track and report upon endangered species petIt1ons, hst1ng history, surname 
tracking, species information, Federal Register notices, pet1tIons. recovery plans, and related 
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ht1gat1on 

a. Input Documents 

Draft working copies, copies of costs estimates, copies of budget information, input forms, and 
other materials used solely as a source data for database entries 

DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

b. Database Records 

Database records maintained w1th1n the database on an onhne system and regularly backed 
up to d1g1tal media 

DISPOSITION PERMANENT Transfer a "snapshot" copy of the Master File to NARA at 5 
year intervals The 1mt1al transfer of data will take place within 5 years of the 
approval of this schedule 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stnbut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Penod1c and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed m a case file or as a record copy and 
used to document a program, actIv1ty, or dec1s1on 

DISPOSITION TEMPORARY Retain for the spec1f1ed retention period of case file 
or records where reports are filed 

d. Systems Documentation 

Data systems spec1ficat1ons, file spec1f1cat1ons, codebooks, record layouts, user guides, and 
output spec1f1cat1ons (regardless of medium) relating to this electronic records keeping 
system 

DISPOSITION PERMANENT Transfer a copy of current systems documentation to NARA 
with system snapshot 
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Enforcement 

59.) Complaint Violations Logs 

Log listing complaints sent to law enforcement offices about alleged v1olat1ons of wildlife 
regulations and laws Complaint 1s logged and sent to office or region for mvestIgat1on Nature of 
complaint and date are listed 

DISPOSITION. TEMPORARY Destroy 6 years after last entry 

Logs are usually maintamed in regional or national office 

60.) Investigations, Washington Monitoring 

Copies of investigatory materials from mvest1gat1ons conducted m the regions that the 
Washington Office 1s monitoring because of the nature of the mvest1gat1on or the parties involved 

DISPOSITION TEMPORARY Destroy 3 years after case 1s closed 

NC1-22-78-1 [55] 

Files a class1f1ed according toe the fish and wlldhfe law violated Each class1f1cat1on has its own 
1dent1ty co nd each case thereunder 1s further md1v1duahzed by a number assigned to 1t A 
case file conta1 he name, address, place and date of birth, and any other appropriate 
information concerrn one or more ind1v1duals being investigated as a result of a v1olat1on of any 
law for which the Service s enforcement respons1b1hty Also includes the results of Invest1gat1ve 

DISPOSITION TEMPORARY Transfer to a Fe ral records center 5 yrs after 
close of case Destroy 20 yrs after c 

b. M1croforms records 

DISPOSITION TEMPORARY Destroy m Service 20 yrs after close of ca 

62.) Special Operations Case Files 

action 

a. Paper records 

(1) 

DISPOSITION estroy when accuracy of m1croform has been 
verified 

(2) When not reduced to m1croform 

lnvest1gat1ve case files for special operations Special invest1gat1ons are usually complex, national 
or international m scope, and Invest1gat1ons of the illegal commercial trade or take of protected 
species Many investigations have a covert component 
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DISPOSITION TEMPORARY Destroy 20 years after case closes 

The series is not adequately covered by USFWS/55 (See item above) 

63.) Law Enforcement Management Information System (LEMIS) 

Database on a server in Denver, Colorado, contaImng an import/ export declaration module and 
an investIgatIons module The import/ export declaration module contains summary information 
from the Declaration for Importation or Exportation of Fish or Wildlife form (Form 3-177) and 
process, mcludmg names, species, dates, and location 

The investIgatIons module contains 1nformat1on on Law Enforcement mvestIgatIons including 
nature of mvestIgatIons, names of parties, relevant dates, mvestIgatIon synopsis, final 
adJud1cat1on, and case closure reports Because the mvesbgat1ons module contains approval and 
authonzat1on mformat1on It also has a proJect assignment and tracking function 

a. Input Documents 

Draft working copies, input forms, and other materials used solely_ as source data for database 
entries and not required to be filed as records elsewhere 

DISPOSITION TEMPORARY 
verified 

Destroy after data have been entered into the database and 

b. Database Records 

Database records mamtamed within the database on an onlrne system and regularly backed 
up to d1g1tal media 

DISPOSITION TEMPORARY Delete entries 20 years after case Is closed 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stribut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on demand reports printed to paper or dIg1tal media containing portions, 
summaries, and analyses of the data and filed in a case file or as a record copy and 
used to document a program, activity, or dec1s1on 

DISPOSITION TEMPORARY Retain for the spec1f1ed retention period of case file 
or records where reports are filed 
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This is very much like USFWS/55 (See item 64 on page 28) 
Systems documentation is covered by the General Records Schedule [GRS 20111 a] 

64.) Notice of Violations. 

Copies of notice of v1olat1ons issued for v1olat1ons of various wildlife laws and regulations that are 
maintained separately from investigative case files Offtc1al or record copies are usually 
maintained in the investigative files 

a. Proven V1olat1ons 

b. 

DISPOSITION TEMPORARY Cutoff at end of the year after parties have exhausted all 
apparent legal recourse Destroy 3 years after cutoff 

Unproved V1olat1ons 

DISPOSITION TEMPORARY Cutoff at end of the year Destroy 3 years after cutoff 

These are d1stmct from USFWS/18, Permit V10/at1ons (See item 109 on page 58) 

65.) Registration of Controlled Products 

Reg1strat1on materials for controlled products required to be registered with USFWS, such as 
collected parts from sea otter, polar bear, and walrus 

DISPOSITION TEMPORARY Destroy when 20 years old 

Leqal References Manne Mammal Protection Act 

66.) Specific Authorizations 

Case file documenting the process for DOI Solicitor authorization to prosecute Native Americans 
for v1olat1ons of fish and wildlife laws and regulations Files contain a copy of the report of 
mvest1gat1on 

DISPOSITION TEMPORARY Cutoff at end of the year after case closes Destroy 1 O 
years after cutoff 
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Environmental Contaminants 

ments Service actIvItIes that are directed toward the reduction of animal damage to 

when It I rs old 

(2) All other copies 

DISPOSITION 

Material that documents routine accomplishment of the 

livestock, 1culture, natural resources, and human beings 

a. Matena 
alphabet1ca 

(1) 

RMANENT Separate file into 1-year sets and transfer set to 
Fe I Records Center when It Is 3 yrs old Offer set to the NARA 

b. 

DISPOSITION TEMPORARY Separate file mto 1-year sets a transfer set to Federal 
Records Center when It Is 4 yrs old Destroy the se hen It Is 10 yrs old f 

c. Material that reflects repetItIve, routine or housekeeping act1vItles t,t,t>~J ~ 
DISPOSITION TEMPORARY Destroy when 3 yrs old or when no longer neede r;,~~<•/ 

A1111 'ma-ei:e . .·. • Nc1-22-1s-1 £231 le 
· , •• ;,,,_,,;,1 ·,g,.,.... f1t~.,,,. ~~·.t<•;!,Y.;:;&.'·,' "i-t:,<~ :,,.;:.:: 

I compIlatIon of animals legally removed for purposes of damage control These 
comp1lat1ons retie e numbers of each species removed and the techniques used Based on 
tabulations provided by artIcIpatIng states 

a. Summary Annual Repo 

DISPOSITION te file into 5-yr sets and offer 1mmed1ately to NARA 

b. State reports 

TEMPORARY Separate files into 1-year sets and transfer the se 
Federal Records Center when It Is 3 yrs old Destroy the set when It Is 

DISPOSITION TEMPORARY Destroy 2 yrs after bem 
comp1lat1on 

c. Special compIlat1ons 

DISPOSITION 

old 

NC1-22-78-1 [24] 

File contains correspondence, docu esearch effort, and other substantive materials 
relative to (a) the development of animal removal techniqu , amIng of EPA re9IstratIon 
of those techniques, and (c) the arranging for the production of registered tee ni 
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RAR estroy yrs a er t e a e o a given ec rnque as ~~~ .,_ -. •c,tt:,f196~'--!;~~YiD~~3~ft~h~f~~f:::~~::~h~~ ,t Ji> ~"J,;,,\fli}'[a 

been irrevocably determine 9.L>'''o~ 

70.) Contaminant Assessment, Cleanup and Restoration Case Files 

Documents the role of USFWS as a trustee for natural resources and its actIvIbes to 1dent1fy 
natural resources (such as endangered and threatened species, migratory birds, habitats, and 
w1ldhfe refuges) mjured from hazardous substance contam1nat1on, recover damage from the 
responsible parties, and plan and carry out restoration act1vItIes as part of the Natural Resource 
Damage Assessment and Restoration Program (NRDA) These actIv1tIes may be conducted on or 
off refuge land 

May include proposals to conduct mvestIgat1ons or cleanup actIvItIes, damage assessments, 
contaminant 1dent1ficat1on documentation, requests for funding, budget information, analyses, 
studies and surveys, court documentation, cooperative agreements, restoration and 
1mplementatIon plans, momtonng documentation, reports (including contractor reports), response 
reports and documentation, notices of alleged illegal actIvItIes, Superfund site documentation, 
workgroup records, public education actIvIty records, correspondence, and other related 
documentation 

a. If no action Is taken by USFWS 

DISPOSITION TEMPORARY Destroy 10 years after last actIvIty 

b. If action Is taken by USFWS 

(1) Contaminant Case Files 

(2) 

DISPOSITION TEMPORARY Destroy 20 years after last actIvIty or 20 years after 
final d1spos1tion of case 

Hlstoncal Contaminant Case Files 

Completed contaminant case files selected annually by the project director as 
permanent because the study established a precedent for changing pohcy, received 
extensive media coverage, was reviewed at length m the Service's annual report, 
resulted in significant controversy, received national or international awards, and/or 
was the subJect of extensive htIgat1on 

DISPOSITION PERMANENT Transfer to NARA 10 years after final d1spos1t1on of 
case 

Leqal References Comprehensive Environmental Response, Compensation, and L1ab1hty Act 
(CERCLA), Resource Conservation and Recovery Act (RCRA)O1I Pollution Act, 
Clean Water Act 

71.) Contaminants Assessment Databases 

Contaminants assessment databases used to collect and enter information pertaining to the 
ecological and physical characteristics of USFWS land and adjacent area relative to possible 
contaminant issues USFWS staff input mformat1on collected on-site to 1dent1fy and describe 
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actual and potential contaminants issues Databases may transfer and incorporate contaminant 
information from Environmental Protection Agency on-line databases 

This item includes databases such as the Contaminants Assessment Process (CAP) database, 
and the Contaminant Information Management and Analysis System (CIMAS) 

a. Input Documents 

Draft working copies, input forms, copies of ~191tal data from other systems, and other 
materials used solely as source data for database entries 

DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

b. Database Records 

Database records maintained wIth1n the database on an onhne system and regularly backed 
up to d19Ital media 

DISPOSITION TEMPORARY Delete entries 10 years after all contaminant issues 
documented by entry have been resolved 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stnbut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on demand reports printed to paper or d191tal media containing portions, 
summaries, and analyses of the data and filed in a case file or as a record copy and 
used to document a program, actIv1ty, or dec1s1on 

DISPOSITION TEMPORARY Retain for the spec1f1ed retention period of case file 
or records where reports are filed 

Systems documentation is covered by GRS/20111a 

Files contain correspo '"'"''"""L' rveys, cartographic 
materials, congressional inqu Is relevant to the 
preparation of an IS These statements a res ions of the granting of 
permits and licenses by such Federal agencies as t the nuclear 
Regulatory Commission for the construction of power plants, pu I es, 
storage fac1l1t1es, and the hke Environmental Impact Statements also addre 
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agencies as the Corps of Engineers Bureau of Reclamation and Soil conservation Service 
as the ams of those agencies have environmental 1mpllcat1ons Finally, these statements 
also address a es undertaken In accordance with specific pieces of Federal legIslat1on such 
as the Rivers and Haruur-..,-,.ct of 1899 or the Federal Water Pollution Control Act of 1972 (NOTE 
Files do not contain the recor v1ronmental impact statements The Environmental Protection 
Agency has respons1b1hty for mamtamI 

a. Approved projects 

b. 

DISPOSITION TEMPORARY 
destroy 

Unapproved projects 

DISPOSITION 

NC1-22-78-1 [33} 

DISPOSITION TEMPORARY Review file annually Destroy matenarwr'teFl,.::DJ 
or when no longer needed 

73.) Hazardous Substance Spill Response Contingency Plans 

Documents planning actIvItIes and development of response contingency plans related to 011 and 
hazardous substance spill and/or releases Includes draft and final plans, log1st1cal and 
admImstrat1ve procedures, resource information, correspondence, and related documentation 
May also include copies of contingency plans received from other organizations 

a. Final plans and planning documentation, produced by USFWS 

DISPOSITION TEMPORARY Destroy 3 years after superseded 

b. Informational and reference copies of plans received from other organizations 

DISPOSITION: TEMPORARY Destroy after superseded, obsolete, or no longer needed 

74.) Refuge Contaminant Assessment Reports 

Contaminant assessments summary report for each refuge based on all the contaminant surveys, 
clean up act1vItIes, and consultant performed studies at the refuge that are used as a 
management and reporting tool 

DISPOSITION TEMPORARY Destroy when superseded by a new report 

75.) Refuge Pesticide Use Proposals 

Documents the review and approval or demal of proposals to use pest1c1des on refuge land 
Proposals are approved by region offices 

a. Approved Proposals 

at record) 

TEMPORARY Retain for 5 years following any substantive m 
proJect and then destroy 
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DISPOSITION TEMPORARY Destroy 10 years proposal approved 

b. Denied Proposals 

DISPOSITION TEMPORARY Destroy 3 years after final determination 
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Facilities and Buildings 

76.) Employee Quarters Databases 

Databases containing mformat1on on government owned housing leased to employees Includes 
quarters location, rent amount, tenant names, occupation dates, payroll deduction mformat1on, 
and factors m determining rent Used to determine rent amounts and coordinate payroll 
deductions between Regions and payroll office 

a. Input Documents 

Draft working copies, copies of costs estimates, copies of budget mformat1on, mput forms, and 
other materials used solely as source data for database entries and not required to be filed as 
records elsewhere 

DISPOSITION TEMPORARY Destroy after data have been entered mto the database and 
verified 

b. Database Records 

Database records maintained w1th1n the database on an onhne system and regularly backed 
up to d1g1tal media 

DISPOSITION TEMPORARY Delete quarters entry 6 years after each md1v1dual tenant's 
occupancy ends 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d191tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
distribution 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed 1n a case file or as a record copy and 
used to document a program, act1v1ty, or dec1s1on 

DISPOSITION TEMPORARY Retain for the spec1f1ed retention period of case file 
or records where reports are filed 

Systems documentation Is covered by GRS/20111a 

NC1-22-78-1 [31} 

These records document two d1st1nct efforts the construction, a enance and 
rehab1litat1on of Service fac1hties, both natural and man-made, and the support of realty pe 
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records d 

s they acquire or dispose of lands and accompanying improvements 

Project case files which include documentation of any and all actIvItIes associated with the 
construction, alteration, maintenance and rehab1htat1on of Service Fac1ht1es to include roads, 
trails, ponds, lakes, dams, ut1ht1es, structures, fences, betterments, and so forth, except as 

oted in item 31 B below 

( Record copy of such items as survey maps spec1ficat1ons, tracings, blueprints, 
budgetary mformat1on, and descriptive materials that are of suff1c1ent technical or 
adm1nistrat1ve value to be included in the real property files (see item 38) 

PERMANENT Transfer to appropriate real property file upon 
completion of given actIvIty 

(2) Reco copy of such items as land survey notebooks, 1ndIces, computation and 
traverse heets, construction field notebooks, and other than final IteratIons of the 

cnbed in item 31A (a) above 

TEMPORARY Destroy when determined by competent authority 
to no longer be needed 

b. Project case files selected r architectural, historical and technological s1grnf1cance 

DISPOSITION· TEMPORA See General Records Schedule, item 2a and associated 
notes 

c. Acqu1s1t1on/D1sposal case files wh1 include property description, local market data, 
comparable sales information, locat1 maps, value analysis, and any add1t1onal pertinent 
information 

(1) For Service acquIsItIon 

DISPOSITION TEMPORARY D troy documentation not included in real 
property file 2 yrs a r acquIsItIon Is completed 

(2) For Service disposal 

DISPOSITION PERMANENT Transfer s stanbve records to new custodian 
Destroy all others when no I 

(3) For proposed third party acquIsItIon 

a. If acquIsItIon occurs 

DISPOSITION 

b. If acquIsItIon Is declined 

DISPOSITION TEMPORARY 

d. Routine correspondence of an engmeenng-pecuhar nature 

DISPOSITION TEMPORARY Destroy when 4 yrs 

77.) Engineering Drawings and Specifications 

These records document the design, construction, alteration, maintenance and rehabIhtat1on of 
USFWS fac1ht1es and structures, both natural and man-made Drawings may exist as blue prints, 
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Mylar, paper copies, or d1g1tal files m a computer assisted design (CAD) system Case files 
document activ1t1es associated with the construction, alteration, maintenance and rehab1htat1on of 
USFWS fac1ht1es including roads, trails, ponds, lakes, dams, ut1ht1es, structures, fences 
betterments, and so forth 

a. Drawings and Spec1f1cat1ons 

(1) Record copy, as built drawings, or most current "official" version of CAD file 

DISPOSITION TEMPORARY Transfer to new custodian 1f property leaves 
USFWS custody. 

(2) Destroyed Structures 

Drawings and spec1ficat1ons for structures that were destroyed or otherwise cease to 
exist 

DISPOSITION TEMPORARY Destroy 6 years after structure ceases to exist 

(3) Duplicate and reference copies 

DISPOSITION TEMPORARY Destroy when superseded or no longer needed 

b. Case and ProJect Files 

(1) Case files documenting construction and facility spec1ficat1ons and other long-term 
information for the fac1hty or structure 

DISPOSITION TEMPORARY Transfer to new custodian 1f property leaves 
USFWS custody 

(2) Case file information of a transitory nature such as budget information, construction 
contract financial information, and other materials relevant to a specific task or tasks 
but not really prov1d1ng long-term important information about the structure or 
building 

DISPOSITION TEMPORARY Destroy 6 years after completion or termination of 
act1v1ty 

This replaces USFWS/31A (See item above.) 

78.) Design Files (Job Files) 

Working files and information compiled m developing spec1f1cat1ons for construction proJects May 
include public comment, draft specifications, reports, and cost analyses 

a. Substantive documentation and spec1ficat1ons used for long-term structure maintenance and 
mod1ficat1on 

DISPOSITION TEMPORARY Destroy 20 years after hfe of structure Transfer to new 
owner 1f structure 1s transferred from USFWS custody 

b. Documentation, comments, analyses, and other materials not used for long-term maintenance 
or mod1ficat1ons 
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DISPOSITION. TEMPORARY Destroy 6 years after proJect completion 

This replaces USFWS/31A1 (See page 38) 

79.) Bridge and Dam Safety 

Structural analyses studies of dams and bridges on property adm1rnstered by USFWS Analyses 
are done to 1dent1fy any def1c1enc1es and contains analyses data, summary information, copies of 
inspections, and cost estimates to correct deficIenc1es 

DISPOSITION TEMPORARY Destroy when 20 years old 

These are not really covered by USFWS/31 (See page 38) 

Include record copies o s niffi=--int nnel regarding 
environmental or energy conse 

DISPOSITION TEMPORARY Destroy 2 yrs after date of report 

80.) Energy Conservation Case Files 

Energy use and conservation materials for USFWS buildings, equipment, and vehicles Includes 
penod1c energy consumptlon/conservat1on reports, data, correspondence, and related materials 
May also include long-term statistical and trend data comp1lat1ons and summaries 

a. Periodic energy consumpt1on/conservat1on reports, data, correspondence, and related 
materials 

DISPOSITION TEMPORARY Destroy when 2 years old 

b. Long-term stat1st1cal and trend data comp1lat1ons and summaries 

DISPOSITION TEMPORARY Destroy when 15 years old 

This replaces USFWS/83 (See item above) 

81.) Facility Condition Assessments 

Case files for inspections and cond1t1on assessments of dikes, dams, buildings, roads, and other 
USFWS structures and fac1ht1es Condition assessments are used to make resource allocation 
decIsIons Flies document all aspects of assistance and include correspondence, reference 
materials, and inspection reports Flies do not include safety inspections 
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DISPOSITION TEMPORARY Destroy when 6 years old 

82.) Fuel Tank Databases 

Fuel tank databases containing information on fuel tanks on USFWS property Contains tank 
capacity, tank location, tank type, and other summary information May have associated fuel tank 
files containing as built spec1ficat1ons, maintenance information, correspondence, and other 
associated information filed in engineering drawing case files 

a. Input Documents 

Draft working copies, summary sheets, copies of information, mput forms, and other materials 
used solely as source data for database entries not required to be filed as records elsewhere 

DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

b. Database Entries 

Database records maintained w1thm the database on an onhne system and regularly backed 
up to d1g1tal media 

DISPOSITION TEMPORARY Delete fuel tank item entries 6 years after fuel tank no longer 
exists or 1s otherwise removed from USFWS custody 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stnbut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed m a case file or as a record copy and 
used to document a program, activity, or dec1s1on 

DISPOSITION TEMPORARY Retain for the spec1f1ed retention period of case file 
or records where reports are filed 

Systems documentaflon Is covered by GRS/20/11a 

83.) Leased Space Databases 

Databases conta1mng information on fac11Jties and properties leased by USFWS from GSA or 
others May contain fac1hty names, descriptions, locations, addresses, lease amounts, lease 
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expiration dates, and other relevant information 

a. Input Documents 

Draft working copies, summary sheets, copies of information, input forms, and other materials 
used solely as source data for database entries and not required to be filed as records 
elsewhere 

DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

b. Database Entries 

Database records maintained within the database on an onhne system and regularly backed 
up to d1g1tal media 

DISPOSITION TEMPORARY Delete facility or property item entry 2 years after property or 
facility 1s no longer leased 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
distribution 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed in a case file or as a record copy and 
used to document a program, act1v1ty, or dec1s1on 

DISPOSITION TEMPORARY Retain for the spec1f1ed retention period of case file 
or records where reports are filed 

Systems documentation is covered by GRS/20/11a 

84.) Maintenance Management System (MMS) 

The Maintenance Management System (MMS) 1s a database designed to opt1m1ze the 
management of deferred maintenance and capital improvement act1v1t1es throughout USFWS by 
using standardized procedures to document and prioritize field fac1hty and equipment needs and 
to report accomplishments 

a. Input Documents 

Draft working copies, copies of costs estimates, copies of budget 1nformat1on, input forms, and 
other materials used solely as source data for database entries and not required to be filed as 
records elsewhere 
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DISPOSITION TEMPORARY Destroy after data have been entered mto the database and 
verified 

b. Database Entries 

Records mamtamed m electronic form on an onlIne system and backed up regularly 

DISPOSITION TEMPORARY Delete entry 10 years after last change 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stribut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed In a case file or as a record copy and 
used to document a program, act1v1ty, or dec1s1on 

DISPOSITION TEMPORARY Retain for the spec1f1ed retention period of case file 
or records where reports are filed 

Systems documentation is covered by GRS/20/11a 

85.) Real Property Inventory Database 

Database containing information on items on Refuges and Fisheries property that are attached or 
affixed to the ground and valued at more than $5,000 Includes General Service Adm1rnstrat1on 
maintenance codes, estimated replacement cost, type of structure, acqu1s1tton year, year 
constructed (1f known), fiscal year costs, capitalized improvements, geographical location, 
organization code, and other information relevant to real property 

a. Input Documents 

Draft working copies, summary sheets, copies of information, input forms, and other materials 
used solely as source data for database entries not required to be filed as records elsewhere 

DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

b. Database Entries 

Database records mamtamed within the database on an onhne system and regularly backed 
up to d1g1tal media 
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DISPOSITION TEMPORARY Delete property item entries 5 years after item no longer 
exists or has otherwise been removed from USFWS custody 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stribut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed in a case file or as a record copy and 
used to document a program, act1v1ty, or dec1s1on 

DISPOSITION TEMPORARY Retain for the spec1f1ed retention period of case file 
or records where reports are flied 

Systems documentation is covered by GRS/20/11a 

86.) Reimbursable Work Authorizations (RWA) 

Reimbursable work authorizations submitted to the General Service Admm1strat1on for work on 
USFWS fac1ht1es leased from GSA Contains request (GSA-2957 form), authorization, and any 
associated correspondence 

DISPOSITION TEMPORARY Destroy when 2 years old 

87.) Renovations 

Renovation project files documenting renovations on leased USFWS fac1ht1es Includes 
memoranda requesting and specifying building changes, prehm1nary drawings and plans, meeting 
notes, and final drawings 

DISPOSITION TEMPORARY Destroy 2 years after completion of project 
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Fiscal and Budget 

NC1-22-82-1 [1} 

Any and all rec reated by the Fish & Wildlife Service that resulted in proceeds from 
contracts, leases, license , mIts, rights-of-way, easements or trespasses pertaining to lands or 
resources of lands which were wItl'l--rt<i:o,un for Native selection pursuant to the Alaska Native 
Claims Settlement Act, P L 92-203, 85 Sta dated December 18, 1971 These records are 
essential for the completion of a statutory requiremen rth in Section 1411 of the Alaska 
National Interest Lands Conservation Act, PL 96-487, 94 Stat dated December 2, 1980 ,,11.J ~i 
DISPOSITION TEMPORARY These records are to be destroyed when they a G,(:)-J<cJ', 

years old ,,411,..J '1'1 
D~t,ll ~tJ- \ 
\ ~....'( 
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Grants 

89.) Grant Application Files 

Apphcat1ons, memoranda, correspondence, and other records relating to the dec1s1on to accept 
grant proposals (1 e, staff, reviewer, and panelist comments), and correspondence between the 
staff and applicant 

DISPOSITION TEMPORARY Transfer apphcatron to appropriate grant case file upon 
acceptance 

Unsuccessful appltcat,ons are covered by GRS/3113 

90.) Grant Product Files 

Final products produced and delivered as part of a USFWS sponsored grant, such as artwork, 
photographs, training manuals, video tapes, reports, master's theses, audio tapes, and transcripts 
of radio shows 

a. Grant Office Copy 

Final grant product if delivered to grant program office as spec1f1ed by grant agreement and 
used solely to document comphance with grant prov1s1ons 

DISPOSITION TEMPORARY Destroy with grant case file 6 years after completion of grant 

b. Program Office Copy 

DISPOSITION TEMPORARY Destroy when 10 years old unless needed for further 
reference 

c. Hrstoncal Final Products 

Record copy of final grant product not otherwise delivered to program office, library, or other 
rec1p1ent Final products selected annually by the proJect director as permanent because the 
product contains new research or conclusions, typ1f1es a s1gnrf1cant new method, documents a 
ht1g1ous process, received substant1,al media attention, or received substantial attention in 
USFWS annual report, 

DISPOSITION PERMANENT Transfer to NARA 6 years after grant 1s completed 

91.) Grant Tracking and Transaction Systems 

Grant tracking and transactions systems used to track grants and 1nrt1ate payments and other 
grant transactions Systems may also track and report grant number, grantee 1dent1ficat1on 
information, type of grant, performance reports, relevant dates, funding information, obligation 
and payment information, and summary accomplishment information 

Grant tracking and transaction systems include the Federal Aid Information Management System 
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(FAIMS) database that tracks Federal Aid grants and communicates with a Health and Human 
Services, USFWS electronic funds transfer server to make payments, and communicates with the 
DOI Federal Financial Service (FFS) automated system for fund status information 

a. Input Documents 

Draft working copies, summary sheets, copies of information, input forms, and other materials 
used solely as source data for database entries not required to be filed as records elsewhere 

DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

b. Database Entries 

Database records maintained w1th1n the database on an onhne system and regularly backed 
up to d1g1tal media 

DISPOSITION TEMPORARY Delete grant item entries at the end of each fiscal year for 
grants that have a completion or termination entry date 6 years old 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stribut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed m a case file or as a record copy and 
used to document a program, act1v1ty, or dec1s1on 

DISPOSITION TEMPORARY Retain for the spec1f1ed retention period of case file 
or records where reports are filed 

Systems documentation Is covered by GRS/20/11a 

92.) Grant Tracking Databases 

Grant tracking databases not described elsewhere m this schedule Databases conta1mng 
information on grants pertinent to the act1v1ty maintaining the database Contains grant amounts, 
grant numbers, proposal numbers, project officer name, and grant rec1p1ent Databases are used 
as a grant adm1mstratlon management tool and are not used to in1t1ate payments or revocations 

Grant tracking databases include the Bird Habitat Conservation grants and proposals tracking 
database containing grant award and adm1mstrat1on information including, grant and matching 
funds amounts, fiscal information, grantee name, location information, project type, 
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accomplishments, current status, and land acquIs1tIon information 

a. Input Documents 

Draft working copies, summary sheets, copies of information, input forms, and other materials 
used solely as source data for database entries not required to be filed as records elsewhere 

DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

b. Database Entries 

Database records maintained within the database on an online system and regularly backed 
up to d1g1tal media 

DISPOSITION TEMPORARY Delete grant item entries at the end of each fiscal year for 
grants that have a completion or termination entry date 6 years old 

c. Reports 

(1) Convenience and Reference Reports 

Penod1c and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stnbut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed m a case file or as a record copy and 
used to document a program, actIv1ty, or dec1sIon 

DISPOSITION TEMPORARY Retain for the spec1fIed retention period of case file 
or records where reports are filed 

Unsuccessful grants and systems documentation are covered by the General Records Schedule. 

NC1-22-78-1 [16] 

Case files include app I ons for research, development, coord1nat1on, and technical assistance 
grants as well as requests for eral actIvIty m the area of comprehensive proJect planning Each 
case file documents project m1leston nd includes correspondence regarding admm1strat1ve, 
technical, and fiscal aspects of the project, ell as congressional mqumes, and periodic 
progress and completion reports filed by th~ grant 

DISPOSITION TEMPORARY Transfer to the Federal Recor enter after 
conclusion of grant actIv1ty - 1f all GAO audit require ts have been 
sat1sf1ed Destroy 4 yrs after transfer to the Federal Recor 
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NC1-22-78-1 [20] 

File includes corres s, studies, blueprints, comments, and 
other materials relative to rams funded by monies annually 
made available under provIsIons fe Restoration Act of 1970 
(Pittman-Robertson Act}, and the Federa I Act of 1970 (D1ngell-Johnson 
Act) 

DISPOSITION TEMPORARY Review annually and destroy all materials n 
required to document ongoing Service actIvItIes 

93.} State Fish and Wildlife Conservation Grant Case files 

Grant case files for grants made to state and territory fish and wildlife departments funded by the 
excise taxes on sporting equipment and supplies authorized by 16 USC 669 and 16 USC 777 
Grants are for conservation and restoration of wild birds, fish, and mammals, and to acquire, 
develop and manage habitats Contains grant apphcat1on, grant agreements, grant mod1ficat1ons, 
backup narrative documents, approval letter, reports, admmIstrat1ve correspondence, 
cert1f1cat1ons, disbursement 1nformat1on, and final financial reports 

a. Grant Case File 

DISPOSITION TEMPORARY Destroy 6 years after completion of grant 

b. Historical Grant Case Files 

Grant case files selected annually by the proJect director as permanent because the grant 
established a precedent for changing policy, received extensive media coverage, was 
reviewed at length In USFWS annual report, and/or was the subJect of extensive ht1gatIon 

DISPOSITION PERMANENT Transfer to NARA 6 years after grant Is completed 

Leqal References 16 USC 669, 16 USC 777 

This replaces USFWS/16 and USFWS/20 (See items above.) 

94.) Habitat Conservation Real Property Grant Case Files 

Wildlife conservation grant proJect files for grants issued under the provIsIons of various Federal 
laws, treaties, and international conventions that acquire, restore, or preserve real property for 
w1ldhfe habitat These grants create a Federal long-term interest in the property m the form of an 
easement or other encumbrance May include grant applications, grant mod1ficat1ons, grant 
reports, property assessments, copies of deeds, easement 1nformat1on, adm1rnstrat1ve 
correspondence, cert1f1cat1ons, and disbursement 1nformat1on 

a. Grant Case File 

Grant case file documents and materials that document the award and admmIstrat1on of grant, 
excluding the documents necessary to document the Government's long-term rights and 
interests m grant associated real property 
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DISPOSITION TEMPORARY Destroy 6 years after completion of grant 

b. Easement and Encumbrance Documents 

Materials that document conservation easements or agreements that otherwise stipulate how 
property may and may not be used as a term of the grant These materials document the 
Government's long-term rights and interests m the use of the property and may be filed 
separately from the grant case file 

DISPOSITION TEMPORARY Destroy 6 years after final termination of easement or other 
encumbrance 

c. Historical Grant Case Flies 

Grant case files selected annually by the project director as permanent because the grant 
established a precedent for changing pohcy, received extensive media coverage, was 
reviewed at length m USFWS annual report, and/or was the subJect of extensive ht1gat1on and 
excluding the easement and encumbrance documents described In item (b) above 

DISPOSITION PERMANENT Remove any easement or other encumbrance 
documentation that Is still applicable and file appropriately Transfer 
remaining portion of file to NARA 15 years after grant 1s completed 

Unsuccessful grant applicallons and.grant admmistratlon files are covered by GRS/3/13 and 14 

95.) Wildlife and Habitat Conservation Grant Case Files 

WIidiife and habitat conservation grant proJect files for grants issued under the provIsIons of 
various Federal laws, treaties, and international conventions such as the Convention on Nature 
Protection and Wildlife Preservation in the Western Hemisphere, the National Coastal Wetlands 
Conservation Grant, the North American Wetlands Conservation Act. the Endangered Species 
Act, or in cooperation with another agency such as the United States Agency for International 
Development 

These grants provide funds to promote conservation and to preserve, restore, or enhance wildlife 
habitat, but do not create real property conservation easements or other long-term Government 
rights and interests in real property (see grants-02) May include grant applications, grant 
mod1ficat1ons, grant reports, grant final products, administrative correspondence, cert1f1cat1ons, 
and disbursement information 

a. Grant Case File 

Grant case file documents and materials that document the award and admmIstratIon of grant 

DISPOSITION TEMPORARY Destroy 6 years after completion of grant 

b. Historical Grant Case Files 

Grant case files selected annually by the project director as permanent because the grant 
established a precedent for changing policy, received extensive media coverage, was 
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reviewed at length in USFWS annual report, and/or was the subJect of extensive ht1gat1on 

DISPOSITION PERMANENT Transfer to NARA 6 years after grant 1s completed 

LeQal References Convention on Nature Protection and Wildlife Preservation in the Western 
Hemisphere 

Unsuccessful grant app/JcatJOns and grant admimstration files are covered by GRS/3/13 and 14. 
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Litigation 

96.) Administrative Records (Legal) 

Admin1strat1ve record compiled and delivered to the Department ·of Justice as part of the l1t1gat1on 
process, comprising a non-record copy set of information assembled to document how and why a 
contested or controversial action or dec1s1on was made by USFWS The administrative record 1s 
organized and arranged per legal protocol and includes an index 

DISPOSITION TEMPORARY Destroy after final adJud1cat1on and expiration of all 
appealpenods 

NC1-22-78-1 [57] 

Include nonreco,r'N-.1""' ...Jes of correspondence with and dec1s1ons of the Attorney General, the 
Comptroller General, the b-oil'IEril:or of the Department of the Interior, and Regional Solicitors of the 
Department of the Interior regarding ssues of interest to the Service Regional files are 
restncted to dec1s1ons concerning or of 1nteres Regional area The respons1b1hty for 
maintenance of record material in this senes rests with t artment of the Interior and other ( bJ 
higher authority ,;r'o 1 

DISPOSITION TEMPORARY. Destroy when obsolete, superseded, or otherwise C,~,l \o\)o~ '1'4 
, ...__vl ,,..,t.<~

canceled \ i- "Y' 

ni~!iijJl~le!QfU(,': NC1-22-1s-1 f59J t,.~ 
Includes nonrecord cop,c:rl,H...L,orrespondence, letters and memoranda, and all other substantive 
materials concerning any lawsuit in w.,.,.......__rr,c Service 1s a part1c1pant The respons1b1hty for 
maintenance of record material m this series rests ,.m-1......u-,,,,. apartment of the Interior 

DISPOSITION TEMPORARY Destroy 5 years after all parties have exhau 
apparent legal recourse 

Record includes all su on regarding tort and other types 
of claims brought before the 

DISPOSITION TEMPORARY Destroy upon expiration o statute of hm1tat1ons that 
governs such claims In the case of tort claims, tlie 
hm1tat1ons expires m 6 years 

te of 
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Permits 

99.) Applicant Test Materials 

Documents examination materials created by USFWS used to test the competency of applicants 
for permits or cert1ficat1ons issued by USFWS May include test questions, exams, exam keys, 
grading guides, and related documentation 

DISPOSITION TEMPORARY Destroy 1 year after superseded, obsolete, or no 
longer needed 

[25] 

DISPOSITION TEMPORARY Review annually and destroy rna'f--\Al.rn 

serve the purpose for which It was created 

101.) Biological Monitoring Files 

Documents morntonng of permit act1vIty effects on species and habitats to ensure compliance with 
permit requirements and cond1t1ons for permits issued by USFWS Often results in a periodic, 
annual, or final morntonng report May include collected data, samples, detailed measurements, 
correspondence, and related documentation 

a. Morntonng data that does not result m a penod1c, annual, or final report 

DISPOSITION TEMPORARY Review annually, destroy obsolete and superseded material 

b. Morntonng data resulting m a periodic, annual, or final report 

DISPOSITION TEMPORARY Destroy 90 days after report completed and information 
venfied 

c. Penod1c, annual, or final reports 

DISPOSITION TEMPORARY Retain for the spec1f1ed retention period of the permit or 
consultation case file 

NC1-22-78-1 [27] 

Includes a summary of the partIcIpatIon o r who Is 1dent1f1ed by permit number ~J r,1 

DISPOSITION TEMPORARY Review annually and destroy when no longer n 1~i~~~••j 
• • NC1-22-78-1 [15] 

Fries are d1vI e .-,.........'!,J"~.._pl::!' e Fries include 
record copy of 1nstructIon , and mformat1onal 
matenals that descnbed permit policy ,J. &j 

DISPOSITION TEMPORARY Destroy when obsolete, superseded, or otherw,,.,.-.,--.. e:,o-3~~ •,fl 
canceled f,t-t~r\t4µ, I 
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, active, and "old" inactive Each of these subd1v1s1ons has a slightly 
different arrangement. Files rncluCJe-.ioocIes of all permit applications sent to the Service by 
Federal, State, and private organizations, ervation groups, and private rnd1v1duals who 
request permits for purposes of importing, exportm , search and other activ1t1es concerning 
endangered wild fauna and flora, either domestic or fore1g 
internal and external, dealing with the application process 

DISPOSITION 
date of latest applicable cond1tron 

104.) Recovery Permits Case Files 

Documents the apphcat1on and approval or denial of permits issued by USFWS which allow 
researchers to conduct act1v1t1es involving a hsted species, such as surveying, capturing, 
recovery, and/or handling, under the Endangered Species Act (Section 1 0a1 a) for research 
purposes Case files document the application, permit approval or reJect1on, and monitoring of 
permItee act1v1t1es Applicants may be tested to ensure they are proficient In 1dent1fying species 
prior to receiving approval for certain permits May include apphcat1on, research proposal, 
apphcat1on review notes, applicant test results, field office recommendation for approval or 
rejection, region office response and assignment form, researcher resumes, letters of referral, 
copy of permit, field notes, status reports, annual reports, correspondence, and related 
documentation 

a. Momtonng Reports 

Documents periodic reporting by the permrttee about detailed actIv1t1es conducted under the 
terms and cond1t1ons of the permits 

DISPOSITION TEMPORARY Destroy 10 years after permit exprrat1on or 5 years after 
termination date of latest applicable cond1t1on mcludrng all appropriate 
momtormg, whichever 1s later 

b. Denied Applications 

DISPOSITION TEMPORARY Destroy 1 year after final determination 

c. Other Case Frie Records 

DISPOSITION TEMPORARY Destroy 5 years after permit expiration or 5 years after 
termination date of latest applicable cond1t1on 1ncludrng all appropriate 
monitoring, whichever 1s later 

Leqal References Endangered Species Act 

45 Day Reports are particularly valuable and actively used by staff biologists beyond the /Jfe of the 
perrmt for the mformation they contam about species This replaces USFWS/17. 

105.) Native Species Permit Application Case Files 

Documents the application and approval or denial of permits issued by USFWS to protect plants 

s also include correspondence, 

TEMPORARY Destroy 3 yrs after expiration of permit, or term1n 
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or animals designated as threatened or endangered under the Endangered Species Act, 
Migratory Bird Treaty Act, and the Bald and Golden Eagle Protection Act Permits for species that 
USFWS regulates may include captive-breeding, incidental take, enhancement of survival, 
interstate commerce, bird banding, and a variety of purposes related to migratory birds and bald 
and golden eagles 

May include applications, statement of findings, b1olog1cal opinions, environmental assessments, 
habitat conservation plans, agreements (such as candidate conservation agreement and safe 
harbor agreements), correspondence, and related documentation May also contain appeal 
documentation 1f denied permit dec1s1on 1s appealed 

a. Approved Permits issued as part of a larger project, such as a formal consultation 

b. 

DISPOSITION Dispose of 1n accordance with d1spos1t1on instructions for the project or case 
file of which they are a part, or 3 years after permit expiration or latest 
applicable cond1t1on, whichever 1s later 

Permits not issued as part of a larger proJect 

(1) Approved Permits 

DISPOSITION TEMPORARY. Destroy 3 years after permit expiration or 3 years 
after termination date of latest applicable cond1t1on, whichever 1s 
later 

(2) Denied Applications 

DISPOSITION TEMPORARY. Destroy 1 year after final determination 

Leqal References Endangered Species Act 

See separate senes for Recovery Permits Case Files. This replaces USFWS/17. (See page 55) 

106.) Import/Export Permit Application Case Files 

Documents the apphcat1on and approval or denial of permits issued by USFWS for the import, 
export, or foreign commerce of threatened and endangered species managed under the 
Endangered Species Act, the Convention on International Trade 1n Endangered Species (CITES) 
of Wild Fauna and Flora, the Wild Bird Conservation Act, Manne Mammal Protection Act, 
Migratory Bird Treaty Act, Bald and Golden Eagle Protection Act, the Lacey Act, and other laws 

May include applications with supporting information on origin of animal, species, how acquired, 
license 1nformat1on, Just1f1cat1ons for act1v1ty, movement and holding information, import/export 
declaration forms, exemption cert1f1cates, sc1entlf1c exchange cert1f1cates, exceptions, sc1ent1f1c 
advice, and related documentation May also contain appeal documentation 1f denied permit 
dec1s1on 1s appealed 

a. Approved Permits 

DISPOSITION TEMPORARY Destroy 3 years after permit exp1rat1on 

b. Denied Applications 
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DISPOSITION TEMPORARY Destroy 1 year after final determination 

This replaces USFWS/17 (See page 55) 

107.) Special Use Permits Case Files 

Documents the application and approval or denial of permits issued by USFWS for special uses 
on refuge land, usually of short term duration or for a one-time actIvIty Special use actIvItIes may 
include commercial fishing, trapping, air taxi, wildlife photography, transportation, tree cutting, or 
s1m1lar uses May include apphcat1ons, field office recommendation for approval or reJection, 
region office response and assignment form, letters of referral, copy of permit, correspondence, 
and related documentation 

a. Approved Permits 

b. 

DISPOSITION TEMPORARY Destroy 3 years after permit expiration or 3 years after 
termination date of latest applicable cond1t1on, whichever Is later 

Denied Applications 

DISPOSITION TEMPORARY Destroy 1 year after final determination 

This replaces USFWS/17 (See page 55.) 

108.) Permit Tracking Database 

Documents the Service Permit Issuance and Tracking System (SPITS), a database used to track 
information on permits issued by USFWS Information may be entered from USFWS regions, 
headquarters, and ports Contains type of permit, permit number, permIttee name and address, 
region, application received date, effective date, species, and other related information depending 
on the permit type 

a. Input Documents 

Draft working copies, summary sheets, copies of information, input forms, and other materials 
used as source data for database entries not required to be filed as records elsewhere 

DISPOSITION TEMPORARY. Destroy after data have been entered into the database and 
venf1ed 

b. Database Entries 

Database records maintained within the database or automated system on an onlme system 
and regularly backed up to d1g1tal media 

DISPOSITION TEMPORARY Delete entries 10 years after permit expiration 

c. 

(1) 
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Penod,c and on-demand reports printed to paper or d1gItal media containing portions, 
summaries, and analyses of the data and used for convenience, reference or 
d1stribut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Penod1c and on-demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed rn a case file or as a records copy and 
used to document a program, act1v1ty, or dec1s1on 

DISPOSITION Retain for the specified retention period of the case file or records 
where reports are filed 

Systems documentat10n Is covered by GRS/20/11a. 

NC1-22-78-1 [18] 

Files In oranda, Congressional rnqumes, reports, testimony, 
documentat er substantive material relevant to determining 
whether or not an all rred and documenting action taken as the result of a 
confirmed v1olat1on 

a. Proven v1olat1ons 

DISPOSITION TEMPORARY Separate files into - r sets and transfer the sets 3 yrs 
after parties have exhausted all apparent le J 

b. Unproved v1olat1ons - .. .AlC,,.,u--
DISPOSITION TEMPORARY Destroy 3 yrs after that determination has been m C,1.,;6Jt~""' 

a variety of special uses ay not be limited to, agriculture, grazing, mining, and 

~ ...4, t"j\,' • ' 
NC1-22-78-1 [19] ("Jtl( 

denying of perm1ss1on to use Service real estate for 

road, water and power line 

a. Approvals 

DISPOSITION TEMPORARY Destroy 
needed for reference 

b. Denials. 

after permit expiration or when no longer 

DISPOSITION TEMPORARY Destroy 1 year after action 1s ta 

110.) Special Land Use Permit Case Files 

Documents the application and approval or denial of permits issued by USFWS for a variety of 
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short or long term land use on refuges (such as agriculture, grazing, mining, ut1llt1es operation, 
and airport right-of-ways) May include permit apphcat1on, field office recommendation for 
approval or reJect1on, region office response and assignment form, letters of referral, copy of 
permit, correspondence, and related documentation 

a. Approved Permits 

b. 

DISPOSITION TEMPORARY Destroy 3 years after permit expiration or 3 years after 
termination date of latest applicable condition, whichever 1s later 

Denied Applications 

DISPOSITION TEMPORARY Destroy 1 year after fmal determination 

This replaces USFWS/19 (See item above) 

111.) Guide Permit Case Files 

Documents the application and approval or denial of permits, issued by USFWS, resulting from 
the compet1t1ve selection process for determining who may guide on refuge land in guide use 
areas Dec1s1ons may be appealed by guides whose application for a refuge guide permit has 
been reJected May include refuge guide notice or prospectus, guide apphcat1on, guide 
references, scoring summary sheets, not1f1cat1on letter, guide plan of operation, client evaluations, 
appeal determinations, correspondence, and related documentation 

a. Approved Permits 

DISPOSITION TEMPORARY Destroy 3 years after permit expiration 

b. Denied Applications 

DISPOSITION TEMPORARY Destroy 1 year after final determination 

This replaces USFWS/19 (See page 58) 

112.) State Tagger Program Files 

Documents communication and agreements with state fur and tagger programs to 1dent1fy 
ind1v1dual animals listed as endangered species May include correspondence, agreements, 
tagging reports, statistics, and related documentation 

a. Agreements 

DISPOSITION TEMPORARY Destroy 6 years after agreement terminates 

b. Other Records 

DISPOSITION TEMPORARY Destroy when 6 years old 

113.) Tagging Certificates 
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Documents information collected and reported by marking, tagging, and reporting personnel when 
tagging animals required by law or regulation to be tagged, such as walruses, polar bears, and 
sea otters Certificates contain information regarding species, tag number, measurements, sex, 
approximate age, and location of kill or find 

DISPOSITION PERMANENT Transfer to NARA after 20 years 

114.) Title 50 Certificates 

Documents the apphcat1on and cert1f1cat1on by USFWS of fish pathologists under the provIsIon of 
50 CFR 15 13 Once cert1f1ed, fish pathologists can certify that imported hve or unprocessed dead 
fish are disease free 

a. Approved Cert1f1cat1ons 

DISPOSITION TEMPORARY Destroy 3 years after cert1ficat1on expires 

b. Denied Apphcat1ons 

DISPOSITION TEMPORARY Destroy 1 year after final determination 
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Personnel, Non-Employee 

N1-022-02-01 [3] 

a. al Status of the Volunteer Program Report 

Annual report s 1tted to the Director of USFWS by the Service Volunteer Coordinator 
containing information he number and age d1stribut1on of Service volunteers nat1on-w1de, 
number of hours contributed, s of act1vItIes, and resulting benefits to the Service 

DISPOSITION TEMPORARY Destr hen 10 years old 

b. Volunteer Program Report Flies 

Background and reference materials used to create the annua lunteer Program Report 
Includes regional annual reports, related correspondence, draft repo 
comp1lat1ons, and other related materials 

DISPOSITION TEMPORARY Cutoff after final report rs completed 
cutoff. 

N1-022-02-01 [1] 

Personnel fries mam,,~,..,.r1 n USFWS volunteer staff, usually at the office or field station Fries 
include Volunteer Services Agree Parental Approval Forms , 1f volunteer Is under 18 years 
of age, performance evaluations, training in n, certificates of apprecIatIon, 
correspondence, and related materials 

DISPOSITION TEMPORARY Cutoff at the end of the fiscal year m which se 
are terminated Destroy 3 years after cutoff 

t and previous Service volunteers ma1nta1ned at the Regional Office ~nd used to 
verify current or prev volunteer status Rosters are usually maintained in an electronic format 
as a spreadsheet, database, ord processing document and contain volunteer names, dates of 
service, assignment information, an contain home addresses and telephone numbers 

a. Electronic Copies 

DISPOSITION TEMPORARY 

Printed Reports 

nes 8 years after termination of service 

b. 

Volunteer rosters printed for convenience or reference 

DISPOSITION TEMPORARY Destroy when no longer needed or when supersede 
report 

N1-022-02-01 [2] 

Volunteer program admIrnstratIon files documenting routine adm1rnstrat1on, in 
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eneral act1v1t1es, usually maintained at the Regional Office Files include Volunteer 
Apphcat1on,.::,,-1c, co 1es of Volunteer Services Agreements and copies of Parental Approval 
Forms, general correspon nnual Volunteer Services Reports submitted by the offices and 
field stations, and copies of summary an at1onal reports submitted to the national Service .J 
Volunteer Coordinator J )l' 

J't,p>) .. ...J
DISPOSITION TEMPORARY Cutoff at the end of the fiscal year Destroy 

-~~.J•"""':, ~•. Iafter cutoff e,_. A,.,.c 
N1-22-91-1 [2] 

USDI Med1ca rl"l'l:!-"-0L"'t"1n rm1ss1on portion of 
the USDI apphcat1on for 

DISPOSITION. TEMPORARY Transfer to local Federal Recor s•.,....,......t,,,.r 

separation of employee Destroy 40 years after enrollee emplo,vl'r'r~ 
terminated 

at1on form and employment and training adm1rnstrat1on forms, personal and 
stat1st1cal information, an ollee performance evaluation, maintained by part1c1pating US Fish 
and Wildlife Service fac1ht1es 

DISPOSITION TEMPORARY Transfer to loca al Records Center 
30 days after separation of employee De 
after enrollee employment 1s terminated 
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Policy. Legislation, and Treaties 

a. 

International, national, mteragency, and internal bodies of a formal nature and 
tinuIng importance, and pres1dent1al comm1ss1ons for which the Service provides 

spo orsh1p or admin1strat1ve support (arranged alphabetically by body-title, 

PERMANENT Offer to NARA when 10 yrs old 

(2) Internal bodies of ad hoc, informal, temporary nature 

DISPOSITION RARY Destroy 2 yrs after expiration of body 

b. Records created by boards, comm1ss1 s, committees and other s1m1lar bodies 

thereun r chronologically) 

(1) Agenda minutes, final reports, and 
accomplishments of these bodies 

a. for bodies described m 1A(1) above rranged by body-title, thereunder 
chronologically) 

DISPOSITION PERMAN ENT Offer to N when 10 years old 

b. for bodies described in 1 A(2) above 

DISPOSITION TEMPORARY Destroy when 5 yrs o or no longer 
needed for reference, whichever occurs 

(2) All other records 

DISPOSITION TEMPORARY Destroy when 3 yrs old or no longer neede 
reference, whichever occurs first 

Includes ma raph1cal data on 1nd1v1dual 
part1c1pants, tnp an pr reo~L tlon, and proJect status 
reports specific sc1ent1fic mformat1 , ns, including message traffic 
and letter between the Service and ,ts foreign coun e 

DISPOSITION TEMPORARY Destroy when 7 yrs old or no longer needed 

NC1-22-78-1 

Includes copies of all treaties, conve a 
Government 1s a party and for which the Service has su ons1b1ht1es for 
1mplementat1on Also included 1s a record copy of each memorandum of un e 
between the Service and its counterpart agency abroad 
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Record copy of memorandum of understanding and associated legal and technical materials 
anged by treaty) 

DISPOS PERMANENT Offer to NARA when the agreement expires or 1s 

c. Material reflecting routine, repetitive, or housekeeping act1v1 l ~ 
r>"'c}. 

DISPOSITION TEMPORARY Destroy when 3 yrs old or no longer nee G•\l~.,o...,.-',_~'f"J 

ded 

b. 

DISPOSITION TEMPORARY 

NC1-22-78-1 [ttv~'('~ 

leg1slat1ve action from date the Service becomes involved until the bill does or 
does not become File includes nonrecord materials created by Service personnel such as 
studies and pos1t1on pap addressing a proposed piece of leg1slat1on, and materials created by 
others such as record of floor a n, final bill enrollment, a copy of proposed and final public law 
The respons1b1hty for maintenance o ord material in this series rests with the Department of 
the Interior 

a. For enacted leg1slat1on 

b. 

Includes correspon e tters and memoranda, cartographic material, des1gnat1on proposals, 
dec1s1on memoranda, and other n'T'!!l.c.c.r,,,.I relative to the establishment or disestablishment by the 
Director of spec1f1c parcels of Service land as I areas (arranged by natural area) 

DISPOSITION PERMANENT Transfer to a Federal records ce 
establishment or disestablishment dec1s1on Offer to NA 
that dec1s1on 

126.} Public Comments Databases 

rs after 

Polley development pubhc comments databases that track public comments regarding proposed 
policies Includes such items as comment number, date received, category of comment or 
question, name of 1nd1v1dual or organization subm1tt1ng the comment, and type of responder 
(md1v1dual or organization type) 

a. Input Documents 

Draft working copies, copies pubic comments, input forms, and other materials used solely as 
source data for database entries 
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DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

b. Database Records 

Database records maintained w1th1n the database on an onhne system and regularly backed 
up to d1g1tal media 

DISPOSITION TEMPORARY Delete entries when 10 years old 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stnbut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed in a case file or as a record copy and 
used to document a program, actIvIty, or decision 

DISPOSITION TEMPORARY Retain for the spec1f1ed retention period of case file 
or records where reports are filed 

Systems documentation is covered by GRSl20/11a 

127.) Economic Compliance Record 

Reports submitted to DOI containing the determination of economic consequences of USFWS 
recommendations and proposed regulations Contains background information, determination of 
maJor or minor impact, and cert1ficat1on Completed under the provIsIons of 0MB requirements as 
mandated by Executive Orders 12866 and 12291 

DISPOSITION TEMPORARY Destroy with the policy directive case file to which 
record pertains 

LeQal References Executive Orders 12866 and 12291 

128.) Regulation Tracking Databases and Logs 

Logs and databases used to number and track proposed USFWS regulations Regulations are for 
publication in the Code of Federal Regulations and may, or may not, become final rules 
Databases and logs list regulation 1dent1f1er number, regulation, and USFWS d1v1s1on proposing 
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rule. Includes the Regulation ldent1f1er Number (RIN) Log 

a. Input Documents 

b. 

Draft working copies, input forms, and other materials used solely as source data for database 
and log entries 

DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

Database and Log Records 

Database records maintained w1th1n the database on an onlme system and regularly backed 
up to dIgItal media 

(1) Adopted Regulations 

DISPOSITION TEMPORARY Delete entries 6 years after regulation Is adopted 

(2) Unadopted Regulations 

DISPOSITION TEMPORARY Delete entries 6 years after entry 

c. Reports 

Periodic and on demand reports printed to paper or d1g1tal media and used for reference and 
d1stribut1on 

DISPOSITION TEMPORARY Destroy when 2 years old or when no longer needed, 
whichever Is later 

Systems documentation ,s covered by GRS/20111a. 

[11] 

Rules a and printed In the Federal Register for 
comment Fm mted m the Register and regulations ultimately 
included m the Code o l"\ts\;R:N.i::I ) The record of this process includes 
correspondence, minutes of me , 
regulations, and other related substantive m 

DISPOSITION TEMPORARY Separate files into 1-year sets and er set to the ~J~1
Federal Records Center when It Is 3 yrs old Destroy set w 
yrs old G,6" 

,o~ ':t""f 
130.) Policy Development Files l\p,•J ~ov 

r ~..>,-r: 

Polley development case files Records documenting maJor revIsIon of USFWS policies Records 
may include planning and step down plans, b1olog1cal mtegnty studies and recommendations, 
draft copies of pohcIes with internal review comments, minutes of meetings, transcripts of public 
hearings, working and reference matenals on policy development, Federal Register notices, public 
comments, and proposed pohc1es Plans and pohc1es may or may not be formally adopted into the 

bllc hearing, copies of rules and 
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Code of Federal Regulations 

a. Adopted Policies 

(1) Polley Masters 

Case file containing one copy of each adopted policy with relevant clearance or 
approval document 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

(2) Case Files 

Development files and background 1nformat1on for pohc1es that are adopted and 
published in USFWS Manual, the Code of Federal Regulations, or other 
USFWS-w1de pohcy documents 

b. 

DISPOSITION 

Policies not Adopted 

TEMPORARY Destroy 10 years after policy Is adopted 

Development files for policies that are not adopted or published m USFWS Manual, the Code 
of Federal Regulations, or other USFWS-w1de policy documents 

DISPOSITION TEMPORARY Destroy 5 years after last actIvIty 

The senes is not adequately covered by USFWS/11. (See item above) 

131.) Public Comments Files 

Public comments received m response to Federal Register notices on proposed permit and 
regulation actIvItIes 

a. Comments Filed Separately 

Pubhc comments files filed separately and not as part of a project or case file 

DISPOSITION TEMPORARY Destroy when 10 years old 

b. Comments Filed in a Case File 

Pubhc comments files filed as part of a project or case file 

DISPOSITION TEMPORARY Retain for the specified retention period of case file or project 
records 

This addresses public comments fifed separately from Rules and Regulations case files, USFWS/11 
(See item 129 on page 66.) 
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includes correspondence and other records concerning the creation, development, and 
1mple tat1on of the convention on Nature Protection and Wildlife Preservation in the Western 
Hemisphere 

a. to policy creation, development, and 1mplementat1on (arranged numerically 

940 

by subJect-numen de) 

(1} Record copy 

DISPOSITION Separate file mto 2-year sets and offer the set to 
NARA when It IS s old 

(2) All other copies 

b. 

DISPOSITION TEMPORARY Destroy when no lo 

Material reflecting repet1t1ve, routine, or housekeeping act1v1t1es 

DISPOSITION TEMPORARY Destroy when 3 yrs old or when no longer nee 
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Program Management 

Record includes 1n o regarding agricultural act1v1tIes undertaken on Service-managed 
lands in accordance with cooper reements Case files include the cooperative agreement 
as well as data concerning crop and amma SPe6i1e.S.._ 

production, and so forth 

DISPOSITION 
terminated 

134.} Airborne Hunting Reports 

Annual reports from the states filed under the prov1s1ons of the Airborne Hunting Act and 50 CFR 
19 on permits issued by the states for airborne hunting or harassing of wildlife Reports contain 
names and addresses of persons issued permits, permit numbers and dates, aircraft numbers, 
animal species, and purpose 

DISPOSITION TEMPORARY Destroy when 6 years old 

Leqal References Airborne Hunting Act, 50 CFR 19 

1elds, acreage, grazing act1v1t1es, forest 

TEMPORARY Destroy 3 yrs after controlling agreement exp1 

Files pertain to the 1ng and programming of the development of Service properties, and to 
their operation and maintena eludes plans for operation and maintenance and for the 
development of physical improvements des area master plans, cartographic materials, 
general and specific activity management plans, o of medium and long range requirements, 
task directives, development concept plans, statements for m!:l"A<:lnoment, and so forth 

DISPOSITION TEMPORARY Review files annually 
longer needed 

136.} Duck Stamp Contest Agreements 

Display and part1c1patIon agreement and reproduction rights agreement signed and submitted by 
artists entering the Federal Duck Stamp Contest These agreements give the Federal 
Government the rights to display and license submitted artwork 

DISPOSITION TEMPORARY Destroy 6 years after artwork 1s returned to artist 

Artwork is returned to artists after contest 

137.) Duck Stamp Contest Quarterly Royalty Report 
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Duck stamp art royalties reports and documentation Includes financial information, hcens,ng 
agreement, terms and conditions, and other materials pertaining to licensing and collecting 
royalties 

DISPOSITION TEMPORARY Cutoff at end of year and destroy when 6 years old 

138.) Duck Stamp Contest System (DSCS) 

Database used to track National Duck Stamp Contest contestants' 1nformat1on and contest 
scoring Includes name, address, entry number, game species, medium, entry fee money order or 
cashiers check number, and contact mformat1on Also used to print marling labels to return 
artwork 

Database also contains a "Judging System" module that provides Judges an entry form for scoring 
Duck Stamp Contest entries The module records scoring results, calculates scoring points totals, 
and Is used to produce reports 

a. Input Documents 

Working copies, copies of entry forms, and other materials used solely as source data for 
database entries 

DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

b. Database Records 

Database records maintained within the database on an onhne system and regularly backed 
up to d1g1tal media 

DISPOSITION TEMPORARY Delete entries 10 years after contest ends 

c. Reports 

Periodic and on demand reports printed to paper or d191tal media and used for reference and 
d1stribut1on 

DISPOSITION TEMPORARY Destroy when 2 years old or when no longer needed, 
whichever Is later 

This database may be a Pnvacy Act system 
Systems documentation 1s covered by GRS/20111a 

139.) Geographical Information System (GIS) Data Files 

Geographical Information System (GIS) data fries used solely to create maps for a variety of 
programmatic and adm1nistrat1ve purposes and which are not used as a documentary record of 
the map The maps, as printed paper of d1g1tal images, become part of the case or event 
documentation and are used to make determmat,ons and dec1s1ons Includes geospat,al data 
files 
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DISPOSITION TEMPORARY Destroy 1 year after production of final version of map 

1 [53] 

Include ice projects abroad including project descriptions, 
budgetary an nd periodic progress and status reports 

a. Initial surveys, pro1ec onzat1on documents, final summaries or reports, and summary 
budgetary records, performan ssessments, substantive press announcements and 
minutes of meetings (arranged by co ) 

DISPOSITION PERMANENT Offer to NA more than 2 yrs after proJect completion 
or cancellation 

b. Extraneous documentation which includes, but 1s not hm1ted to 
periodic reports and audits 

DISPOSITION TEMPORARY Review file annually 
needed 

NC1-22-78-1 [63] 

Map history a art history case files documenting the chronological events in planning, 
surveying, field work, p ct1on and rev1s1on of specific maps, and files containing or describing 
the sources of information for s c maps, including map specifications, location diagrams, 
notes kept by cartographers when mak1 a s or photographs from which information was 
abstracted, correspondence, reports, b1bhograp sts of sources, and papers showing 
information about the origin and spelling of place names 

DISPOSITION 

needed 

142.) Maps 

TEMPORARY Review annually Destroy when map(s) 1ch the 
documentation relates 1s itself destroyed or when material 1s no 

Maps, including paper maps, USFWS annotated USGS maps, maps produced by geographical 
information systems (GIS) and other automated processes that document or display information 
pertaining to USFWS act1v1t1es, land, land status, or structures, and which are not related to the 
real property files Maps are produced for projects, studies, court cases, congressional 1nqu1nes, 
trespass mvest1gat1ons, and other requests 

a. Record copy of maps that document or illustrate a project or act1v1ty and includes all electronic 
files and metadata associated with the map • 

b. 

DISPOSITION TEMPORARY Retain for the specific retention period of the case file or 
records that map 1s associated with 

Informational and reference maps or copies 

DISPOSITION TEMPORARY Destroy when superseded or no longer needed 

c. ProJect Files 
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Project files on maps being produced for program actIvItIes May be fried or named by org 
code prefix or suffix Project folders may contain notes, specrficatrons, preliminary maps, and 
reference to location/ name of frnal map 

DISPOSITION TEMPORARY Retarn for the spec1f1c retention period of the case file or 
records that map rs associated wrth 

d. Hrstoncal Project Maps 

Maps wrth associated electronic fries and metadata selected annually by the project director as 
permanent because they document or illustrate a project that established a precedent for 
changing policy, received extensive media coverage, was reviewed at length rn the Service's 
annual report, resulted In significant controversy, received national or international awards, 
and/or was the subject of extensive lit1gat1on 

DISPOSITION PERMANENT Consult wrth NARA to determine an acceptable format and 
transfer a copy of the master frle to NARA 

e. Historical Systems 

Geographical mformat1on system (data files) selected by a national proJect director as 
permanent because they are large-scale, and national or mult1-reg1onal ,n scope and have 
suff1c1ent rnformatronal content to document USFWS organrzat1on, geographical d1strrbut1on, 
major land uses, or other rnformatron not necessarily recorded elsewhere 

DISPOSITION PERMANENT Consult with NARA to determine an acceptable format and 
transfer a copy of the master file to NARA • 

f. Historical System Documentation 

Current system documentation for h1stoncal systems (item e ), such as data d1ct1onanes, table 
structures, manuals, description of coded mformatron and other system documentation 

DISPOSITION PERMANENT Transfer current copy of system documentation to NARA 
when transferring historical systems 

This replaces USFWS/62A (See page 77) 

NC1-22-78-1 [34] 

Includes corresponden d from the Service of a non-routine nature; notes from internal 
Service meetings, proposals and rec dat1ons for management improvements, population 
and harvest statIstIcs, capture, banding and mar 

DISPOSITION 
needed 

144.) National Wetlands Inventory {NWI) Maps 

Maps showing the charactenstrcs, extent, and status of the nation's wetlands Produced to report 
to Congress on wetland status Final copy rs transferred to the National Archives and Records 
Adm1mstrat1on 

Page 72 of 111 



USFWS Schedule Revision 08/02/2004 

a. Maps 

DISPOSITION PERMANENT Transfer to NARA when 3 years old 

b. Case Files 

Working, reference, and background materials used in producing maps May include draft 
copies, notes, correspondence, and reference materials 

DISPOSITION TEMPORARY Destroy 3 years after map Is completed. 

LeQal References Emergency Wetlands Resources Act 

The senes 1s not adequately covered by USFWS/62A (See page 77.) 

145.) National Wetlands Inventory (NWI) Maps, Digital Version 

Electronic versions of national wetlands inventory maps maintained at the USFWS National 
Wetlands Inventory Center in Saint Petersburg, Florida 

DISPOSITION PERMANENT Consult with NARA to determine an acceptable format 
and transfer a "snapshot" copy of the Master File to NARA at 5 year 
intervals, the 1nit1al transfer to take place within 5 year~ of the approval 
of this schedule 

a. GIS Data Files 

Electronic versions (d1g1tal lme graph format, a geographical information system, GIS, format 
developed by USGS) of national wetlands inventory maps 

DISPOSITION PERMANENT Consult with NARA to determine an acceptable format and 
transfer a "snapshot" copy of the Master FIie to NARA at 5 year intervals, 
the m1tIal transfer to take place w1th1n 5 years of the approval of this 
schedule 

b. Systems Documentation 

DISPOSITION PERMANENT Transfer current copy of system documentation to NARA 
when transferring the GIS data files 

Leqal References Emergency Wetlands Resources Act 

The senes is not adequately covered by USFWS/62A. (See page 77.) 

NC1-22-78-1 [85] 

mgr-a<::IUlJll!t~ that had its inception more than 25 years ago and which Is 
unique in its content and purpose File inc1uu,~M.ll.JstantIve correspondence, final reports, 
surveys, planning, programming and summary budgetaryri'eeet=ds..._a 
(arranged chronolog1cally thereunder topically) 

a. Record copy 

reements and directions 
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PERMANENT Separate file mto 1-year sets and transfer the set to a 
_.,.,..r,...ral records center when It Is 4 yrs old Offer the set to NARA 6 yrs after 

It has bee red to the records center Lt. 
b. All other copies ~t~ YT 

DISPOSITION TEMPORARY Destroy when no longer needed r;::ti .-/ 

and any other substantive documentation rrn:tweruects the status of a particular program or facet 
thereof 

DISPOSITION TEMPORARY Destroy when 5 yrs old or when no longer neede 

DISPOSITION TEMPORARY Review files annually Destro~y-;;m;:;;aiiei:i'ir-ri1am,~....,__."" 
longer needed to support the program actIvIty of those programs 

a. 

~i9gra,mll\'!Jitl~mlPisvmmt ·1f Nc1-22-1s-1 

ram Management Documents (PMD) descnbe the long-range program policies and goals 
of the ice As such they are the pnnc1pal source of guidance In the areas of policy, 
budget, an ogrammatIc development The PMD addresses a five to ten year time frame, Is 
reviewed annual , nd Is updated as required The PMD Is issued by each national program 
manger with the concu ce of the Director. (arranged alphabetically by program) 

{1) Record copy 

DISPOSITION Separate files mto 4-year sets and offer the set to 

b. 

150.) Species Management Administrative Files 

AdmImstratIve files kept on USFWS's species management actIvIties for species USFWS has an 
interest m, or an authority for, other than the Endangered Species Act, such as the Manne 
Mammal Protection Act of 1972 and the Wild Bird Conservation Act of 1992 Includes previous 
years' budgets, copies of conservation and recovery plans, copies of program ImtIatIves, and 

NC1-22-78-1 [81] J\Ji 

valuations of program status, associated studies and reports, 

NARA when 1t IS old 

(2) All other copies 

DISPOSITION TEMPORARY Destroy when no 

Substantive documentation - correspondence, studies, reports, narra 
data - associated with the development of the PMD 

DISPOSITION TEMPORARY Destroy when 5 yrs old or when no longer nee 
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Federal Register notice files 

DISPOSITION TEMPORARY Cutoff at end of the year and destroy when 5 years old 

LeQal References Manne Mammal Protection Act of 1972, WIid Bird Conservation Act of 1992 

151.) Species Management Files 

Case files documenting USFWS involvement with species USFWS has an interest in, or an 
authority for, other than the Endangered Species Act, such as the Manne Mammal Protection Act 
of 1972 and Wild Bird Conservation Act of 1992 Includes briefing statements, reviews of legal 
settlements, leg1slat1ve development case files, Federal Register not1ficat1on files, conservation 
efforts, records for meetings attended by USFWS staff on unusual mortality for marine mammals 
and manne mammal stranding panels, networks, events, and response actIvItIes 

DISPOSITION TEMPORARY Destroy when 40 years old 

LeQal References Manne Mammal Protection Act of 1972, Wild Bird Conservation Act of 1992 

USFWS/13 and USFWS/14 are more ESA related. (See pages 26-27) 

152.) Refuge Management Information System (RMIS) 

Nationally maintained database containing a wide variety of information on the refuge system 
including general adm1mstrat1on and contact information, refuge vIsItor stat1stIcal information, 
oil/gas and minerals actIvItIes, funding and staffing information, and accomplishment and goals 
tracking information 

Database Is used for numerous reporting, planning, and tracking purposes 

a. Input Documents 

Draft working copies, input forms, copies of d1g1tal data from other systems, and other 
materials used solely as source data for database entries 

DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

b. Database Records 

Database records maintained w1th1n the database on an onhne system and regularly backed 
up to d1gItal media 

DISPOSITION TEMPORARY Delete entries when 15 years old 

c. Reports 

(1) Convenience and Reference Reports 

Penod1c and on demand reports printed to paper or d1g1tal media containing portions, 
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summaries, and analyses of the data and used for convenience, reference, or 
d1stnbut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed m a case file or as a record copy and 
used to document a program, act1v1ty, or dec1s1on 

DISPOSITION TEMPORARY Retain for the spec1f1ed retention period of case file 
or records where reports are filed 

Systems documentat10n Is covered by GRS/20/11a. 

act1v1t1es, v1s1tor impacts on Service fac1ht1es, of v1s1tor transportation, and so forth 

DISPOSITION TEMPORARY Destroy when statistics are 5 yrs old orr-wt'leR..no 
needed 
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Publications, Public Relations. and Audio Visual 

ding aids such as data sheets, shot lists, catalogs, indices, and other 
textual documentation ne..,c.::...,., for the proper 1dent1fication, retrieval, and use of the related 
aud1ov1sual records as well as pro,uu•~1v case files or s1m1lar files which include copies of 
production contracts, scripts transcripts, or o ocumentat1on bearing on the ong,n, acqu1s1t1on, 
release, or ownership of aud1ov1sual productions ma 

DISPOSITION TEMPORARY/PERMANENT D1spos1t1on should be 

which these files relate 

155.) Library Catalog and Finding Aid Databases 

Documents the inventory of and information about collections of publications, periodicals, still 
photographs and images, and s1m1lar items maintained by USFWS, and used for reference and 
retrieval, access, circulation, and inventory purposes 

a. Input Documents 

Draft working copies, summary sheets, copies of information, input forms, and other materials 
used as source data for database entries not required to be filed as records elsewhere 

DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

b. Database Entries 

Database records maintained wtthm the database or automated system on an onllne system 
and regularly backed up to d1g1tal media 

DISPOSITION TEMPORARY Delete entries after collection item disposed of 

c. Reports. 

(1) Convenience and Reference Reports 

Periodic and on-demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stnbut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on-demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed in a case file or as a record copy and 
used to document a program, act1v1ty, or dec1s1on 

r on behalf of the Service 

in 
accordance with 1nstruct1ons governing the aud1ov1sual recor 
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DISPOSITION Retain for the specified retention period of the case file or records 
where reports are filed 

Systems documentation is covered by GRS/20/11a 

s (generally in pencil, ink or colors on paper or tracing cloth), maps made with 
stickup and s1m1la dhes1ves, and maps that bear s1grnf1cant manuscript annotations, changes or 
additions Included ar aps compiled by or on behalf of the Service for admin1strat1ve, sc1ent1fic, 
or exh1b1tory purposes, enclosures to reports or correspondence, original topographic plane 
table sheets terrain sketche nd nautical depth-soundings derived from field observations and 
surveys, final manuscript "smo sheets" and "fair sheets" showing the results of surveys, maps 
or aerial photographic prints anno ed with field survey information, proof sheets or overlays that 
bear annotations resulting from field c eking or venf1cat1on of survey data, or that are annotated 
to show source of 1nformat1on used on tli map 

a. Maps that relate to other files wh1cti ocument actIv1tIes address elsewhere in this control 
schedule Examples Ecological lmpac tatement Files, State Program Files, development 
Planning Document Files 

DISPOSITION PERMANENTffEMPORAR Dispose In accordance with those 1nstructIons 
that apply to the file with which articular map 1s associated 

b. Maps that relate to Real Property Files (see item 38) rranged alphabetically by subJect) 

(1) Record copy 

DISPOSITION PERMANENT Separate file mto 1-
when It Is 2 yrs old 

(2) All other copies 

DISPOSITION 

c. All other maps 

DISPOSITION 
they were created. 

PERMANENTffEMPORARY Dispose of In ac 
instructions that apply to Real Property Files 

TEMPORARY Destroy when thy no longer serve the purpose for w 

al reports, instructional materials, sc1entlf1c or technical treaties, periodic 

NC1-22-78-1 [61] 

survey, or narrative reports ,;:;J\l;l-.LJ. as other wise specified In this schedule Manuscripts of 
published materials are of value only s s they aid In verifying the accuracy of the associated 
publications and that purpose Is served within a SUet:iU.Lc; 

a. Manuscripts of published materials 

DISPOSITION 

b. 

eriod of time 

TEMPORARY Destroy 2 yrs after pubhcat1on 

Manuscripts of unpublished materials, and materials by Service employees pubhshe 
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or other auspices (arranged alphabetically by title) 

DISPOSITION PERMA 1- ear sets and transfer the set to a f 
Federal records center when It Is 3 years o ARA whe~.,rt~ta 

IS 8 yrs old •iftLt,i,~
i.uaKJ~:;:.~~ton~~- : , 1 , Nc1-22-1s-1 [64] .N<"..,,,µ+f
"-'-'-""""'c"'-=----~---

a. Serv1ce-spo ed or produced films intended for d1stnbut1on or public showing, other 
Serv1ce-sponsore reduced films that document agency programs and respons1b1l1t1es, 
inform the public about e ngered and other species, or document scientific events m which 
the Service Is involved Samp Ics include whooping crane egg transplants to Grey's Lake 
National Wildlife Refuge, the bandm whooping crane chicks, the demise of swans from 
lead poisoning at Mattamusket national I e Refuge (arranged by title) 

DISPOSITION PERMANENT 

b. Unedited outtakes and trims, the discards of film production, 
arranged, labeled, and described 

DISPOSITION PERMANENT Offer the original negative or color origma d a work pnnt 
to the NARA Stock Film Library (NNVS) for evaluation when no 
needed for adm1mstrat1ve purposes 

157.) Motion Pictures - USFWS Mission-Related 

Motion pictures created, comm1ss1oned, or acquired by USFWS and illustrating or documenting 
USFWS programs, actIvItIes, or interests This item does not cover motion pictures spec1f1cally 
scheduled or incorporated m another records series 

a. Motion picture films used to document substantive and m1ss1on-related USFWS actIvItIes, and 
having long-term value after completion of the purpose for which they were created 
Long-term value may be created 1f the motion pictures document or illustrate an actIvIty or 
subject that Is a precedent or basis for a s1gmf1cant policy change, Is involved in extensive 
ht1gat1on, receives widespread media attention, Is widely recognized as umque by specialists 
or authont1es outside the government, documents or illustrates a rare species or rare species 
behavior, or Is reviewed at length In the USFWS annual report 

DISPOSITION PERMANENT Transfer the origmal negative or color origmal plus separate 
optical sound track, an intermediate master posItIve or duplicate negative 
plus optical sound track, and a sound projection print to NARA when no 
longer needed for duplication 

b. Motion picture films used to facilitate or illustrate USFWS actives and programs not havmg the 
long-term value to warrant suff1c1ent annotation and long-term retention after completion of the 
purpose for which they were created 

DISPOSITION TEMPORARY Retain for the retention of the case file or records the motion 
pictures illustrate or until superseded or obsolete, whichever 1s sooner 

c. Motion picture films created for the purpose of selecting the best quality film necessary to 
document the subject but not selected as a record copy under categories a and b above 

DISPOSITION TEMPORARY Destroy 90 after record copy selected or when no longer 
needed 
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This replaces USFWS/64. (See item above) 

a. 

NC1-22-78-1 [68] 

Files consist of memoranda and letters to and from the 
Serv1c egardmg such topics as arrangements for conferences and meetings, vIs1ts to 
Service c1ht1es, reference services, lost and found assistance, and other s1m1lar public 
relations fu t1ons 

b. L1a1son Files tters and memoranda to and from the service relating to routine interaction 
with other Feder and State 

c. Publications Files NAGERIAL PUBLICATIONS FILE includes copies of those publications 
created by or on beha of the Service that contnbute to an understanding of the organization, 
functions, pohc1es, and ocedures of the Service Included herein are annual reports such as 
Conserving our Fish and ldhfe Heritage, Federal Aid to Fish and Wildlife Restoration, 
Adm1rnstrat1on and Status R ort of the Manne Mammal Protection Act of 1972, and one-time 
reports and studies of part1cula ollcy-making s1gnif1cance TECHNICAL PUBLICATIONS 
FILE includes copies of numerou series of periodic pubhcatIons created by or on behalf of 
the Service that address various sc ntific or technical aspects of the mIssIon of the Service 
and the accomplishment of that m1ssI Examples of such publications series are Wildlife 
Review, Fish Disease Leaflets, The Pro essIve Fish Cultunst, Endangered Species Technical 
Bulletin series POPULAR PUBLICATION FILE includes copies of a large number of items 
created by or on the behalf of the Service fo he education of the general public about the 
aims and actIvItIes of the Service Examples o uch publications are Desert Bighorn Sheep, 
Better Hunting and Fishing on Small Watershed oJects, Buffalo Management, The Bald 
Eagle, and pubhcat1ons from the Conservation Not series, and similar items 

(1) Publications pnnted by the Government Pnnt1 Office (GPO) Examples include the 
maJority of the titles m the series listed m C abo under "Managerial PubhcatIons" 
and "Technical Publications" A copy of each Is a matIcally provided by GPO to 
NARA 

(2) Pubhcat1ons printed by the Department of the Interior o ther non-GPO 
organizations Examples include the Endangered Species J"echrncal Bulletin senes, 
B1olog1cal Services Program News senes, and a minority of les m the senes listed 
in C above under "managerial Publications" and "Technical P 

a. Record copy. (arranged by pubhcat1on) 

DISPOSITION PERMANENT Separate file into 1-year set 
to NARA when 6 months old 

b. All other copies 

DISPOSITION TEMPORARY 
superseded, obsolete, or no longer circulated 

d. Press Release File (arranged chronolog1cally) 
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Record copy (bound m volumes) 

PERMANENT Separate file into 1-year sets and transfer to a 
Federal records center when the set Is 3 yrs old Offer the set to 
NARA when It Is 10 yrs old 

(2) 

DISPOSITION RY Destroy when 4 yrs old or when no longer needed 

e. Speech File File consist of copies of spee s delivered by the Director or other high-ranking 
agency officials on substantive topics relating to Service (arranged chronolog1cally) 

(1) Record copy 

DISPOSITION PERMANENT Separate file into 2-year 
when It 1s 5 yrs old 

(2) All other copies 

DISPOSITION TEMPORARY Destroy when 3 yrs old or when no longer nee 

158.) Public Relations Project Files 

Documents outreach, commumcatIon, and related pubhc relations actIv1t1es by USFWS for 
educational or informational purposes, or to communicate 1nformat1on about programs, pohc1es, 
services, and events related to the mIssIon of the Service Records may also document ha1son 
act1vIt1es with other Federal and state agencies, national and regional conservation orgamzat1ons, 
educational instItutIons, youth groups, and other s1m1lar orgarnzat1ons May include outreach 
requests, event planning documentation, documentation of media coverage and advertising, 
copies of ma1hng hsts, follow-up evaluations, copies of outreach materials, correspondence, and 
related documentation 

DISPOSITION TEMPORARY Destroy when 3 years old 

This replaces USFWS/68 (See Item above) 

159.) Official News Releases 

Official USFWS news releases issued for public d1sseminat1on 

a. Record Copy, maintained by office of origin 

DISPOSITION PERMANENT Cutoff annually Separate into 5 year sets and transfer to 
NARA when most recent record Is 5 years old 

b. Other copies 

DISPOSITION TEMPORARY Destroy when no longer needed 

This replaces USFWS/68 (See page 79) 
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160.) Publications 

Published records produced by or for the USFWS or any of ,ts departments, programs, or offices 
and made available to the pubhc Publications are created to contribute to an understanding of the 
organIzat1on, functions, pohc1es, and procedures of the Service They may include one-time 
reports and studies, publications of pohcy-makmg s1gmf1cance, publtcat1ons that address sc1ent1fic 
or technical aspects related to the Service's mIss1on, snapshots of Service Internet sites, technical 
bulletins, and pubhcat1ons created to educate the general public about the aims and actIv1t1es of 
the USFWS (such as newsletters, periodicals, pamphlets, brochures, posters, and s1m1lar items) 

a. Record Copy, maintained by office of origin 

DISPOSITION PERMANENT Separate mto five year sets and transfer to NARA when most 
recent publication 1s 5 years old 

b. Other Copies 

DISPOSITION TEMPORARY Destroy when superseded, obsolete, or no longer needed 

c. Original graphics and working files which document the design and production of USFWS 
publications 

May include working papers, mock-ups, art work, samples, camera ready copy, print requests, 
approvals, orders, and related documentation 

DISPOSITION TEMPORARY Destroy 3 years after final product published, 3 years after 
proJect withdrawn, or when no longer needed for publication or reprinting, 
whichever 1s later 

This replaces USFWS/68. (See page 79 ) 

161.) Speeches and Comments 

Documents speeches or comments delivered by the Director or other high-ranking agency 
off1c1als on substantive topics relating to the m1ss1on, programs, or act1v1t1es of USFWS 

a. Record Copy, maintained by office of origin 

DISPOSITION PERMANENT Cutoff annually Separate mto 5 year sets and transfer to 
NARA when most recent record 1s 5 years old 

I 

b. Other copies 

DISPOSITION TEMPORARY Destroy when no longer needed 

This replaces USFWS/68 (See page 79) 

=-------~;..;:::....;:.....;;;;..;..., 
NC1-22-78-1 [69] 

One copy of each published map and portfolio produced by or on behalf of the 
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::::;ng_d;v;ar~1a;n~t,~a~n~dia~ll~re~l~at~e;d~m~d;1c;e;s~(~a:rr;an:g:e:d~b:y~to:p:1c:)~l.§l!!.!!~~~--- _ • ..~ ~f 
:DISPOSITION PERMANENT Separate file into set to NARA C'..0~~,..) ~ 

when 2 yrs old p~"':<~0,- 1 
• 1 

a. 

[70] I\ 

Recordings These records are created by the Radio/TV Programs Staff, Assistant 
Directo Public Affairs (arranged by title) 

(1) bile service radio announcements concerning endangered species, Federal laws 
tha rotect flora and fauna, and wildlife information, radio news feature spots on 
selec d flora and fauna, other broadcasts that h1ghhght current Service proJects and 
1mporta sc1ent1fic development to which the Service 1s a contributor An annual 
selection representative public service announcements should be made by the 
Service 

a. Conven nal, mass-produced, multiple copy disc recordings - the master 
tape, mat or stamper, and one disc pressing 

DISPOSITIO PERMANENT Separate files into 5 year sets and offer set 
to NARA when no longer needed or when 5 yrs old 

b. Magnetic audio ta recording (reel-to-reel, cassette, or cartridge) - the 
original tape or the rhest generation of each recording and a "dubbing" 1f 
one exists 

DISPOSITION ENT Separate flies into 5-year sets and offer set 
hen no longer needed or when 5 yrs old 

(2) Audio recording included as part of a oJect file, case file, report or s1m1lar type of 
record 

DISPOSITION PERMANENT TEMPO Y Dispose of In accordance with the 
approved d1spos1t1on mstru ons for the records of which they are 
a part 

b. Video Recordings These records are created by the Radio Programs Staff, Assistant 
Director - Public Affairs (arranged by title) 

(1) Pubhc service TV announcements concerning such actl 1tIes as endangered species 
research and recovery programs, law enforcement efforts, nd anrmal damage 
control proJects, feature spots narrated by celebnt1es such a Lorne Greene 
(discussing various laws and regulations governing 1mportatI0 of w1ldl1fe and wildlife 
products into the U.S ) and Paul Newman (attempting to educat the public 
regarding the protected status of birds of prey), announcements c cerning the 
annual Duck Stamp Contest, and s1m1lar presentations An annual s ect1on of 5 
representative public service TV announcements and public service sp ts should be 
made by Service 

DISPOSITION PERMANENT For public service TV announcements an 
service spots, separate mto 5-year sets For news features, 
separate mto 1-year sets Offer to NARA when no longer nee 
or when set 1s 5 yrs old 
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Video recordings included as part of a project file, case file, report or s1m1lar type of 
ecord 

PERMANENTfTEMPORARY Dispose of rn accordance with 
proved d1spos1t1on instructions for the records of which they are 

ap 

se of 1n accordance with approved 
d1spos1t1on instructions e records of which they are a part 

(3) Public Service TV Announcements and public serv1 

DISPOSITION TEMPORARY Destroy when no longer nee 

163.) Audio Recordings - USFWS Mission-Related 

Audio recordings created, commissioned, or acquired by USFWS and illustrating or documenting 
USFWS programs, act1v1t1es, or interests This item does not cover audio recordings specifically 
scheduled or incorporated in another records senes 

a. Audio recordings used to document substantive and m1ss1on-related USFWS act1v1t1es, and 
having long-term value after completion of the purpose for which they were created 
Long-term value may be created 1f the audio recordings document or illustrate an act1v1ty or 
subject that 1s a precedent or basis for a s1gmf1cant policy change, 1s involved rn extensive 
ht1gat1on, receives widespread media attention, 1s widely recognized as unique by specialists 
or authorities outside the government, documents or illustrates a rare species or rare species 
behavior, or 1s reviewed at length m the USFWS annual report 

DISPOSITION PERMANENT Cutoff at end of the year in which original no longer needed 
for duphcat1on purposes Transfer onginal or earliest generation of recording 
and a dubbing to NARA in 3-year sets when the most recent are 3 years old 

b. Audio recordings used to facilitate or illustrate USFWS actives and programs not having the 
long-term value to warrant suff1c1ent annotation and long-term retention after completion of the 
purpose for which they were created 

DISPOSITION TEMPORARY Retain for the retention of the case file or records that the 
audio recordings document or until superseded or obsolete, whichever 1s 
sooner 

c. Audio recordings created for the purpose of selecting the best quality audio recording(s) 
necessary to document the subJect but not selected as a record copy under categories a and 
b above 

DISPOSITION TEMPORARY Destroy 90 days after records copy selected under 
categories a and b above 

This replaces USFWSllO (See item above) 

164.) Video Recordings - USFWS Mission-Related 

Video recordings created, comm1ss1oned, or acquired by USFWS and illustrating or documenting 
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USFWS programs, act1v1t1es, or interests This item does not cover video recordings spec1f1cally 
scheduled or incorporated m another records series 

a. Video recordings used to document substantive and m1ss1on-related USFWS acbv1t1es, and 
having long-term value after completion of the purpose for which they were created 
Long-term value may be created 1f the video recordings document or illustrate an act1v1ty or 
subJect that 1s a precedent or basis for a s1gnif1cant policy change, 1s involved in extensive 
ht1gat1on, receives widespread media attention, 1s widely recognized as unique by specialists 
or authorities outside the government, documents or illustrates a rare species or rare species 
behavior, or 1s reviewed at length in the USFWS annual report 

DISPOSITION PERMANENT Cutoff at end of year 1n which original no longer needed for 
duplication purposes Transfer original or earliest generation of recording 
and a dubbing to NARA in 3-year sets when most recent records are 3 years 
old 

b. Video recordings used to fac1htate or illustrate USFWS actives and programs not having the 
long-term value to warrant suff1c1ent annotation and long-term retention after completion of the 
purpose for which they were created 

DISPOSITION TEMPORARY Retain for the retention of the case file or records that the 
video recordings illustrate or until superseded or obsolete, whichever 1s 
sooner 

c. Video recordings created for the purpose of selecting the best quality video record1ng(s) 
necessary to document the subject but not selected as a record copy under categories a and 
b above 

DISPOSITION TEMPORARY Destroy 90 days after record copy selected or when no 
longer needed 

This replaces USFWSllO. (See page 82.) 

NC1-22-78-1 [73} 

a. General Su Photographs maintained m the Washington Office by the Audio Visual 
Staff, Assistant D tor- Public affairs and by Pubhc Affairs Officers in the regional offices 
Subjects include Servi ac1ht1es such as fish hatcheries and wildlife refuges, examples of 
flora, fauna, habitats and an I damage, and other documentation in areas such as land 
history and human history The p graphs are either created or received by Service 
personnel (prints are arranged alphab ally by subject Negatives are arranged 
numerically) 

(1) Washington Office 

a. 

DISPOSITION PERMANENT Separate file into ar sets and offer set 
to NARA when no longer needed or wti 

b. Color photography - the original color transparency or color nega 
captioned print, and an mternegat1ve, 1f available 

Black and white photographs - the original n 

Page 85 of 111 



TEMPORARY/ PERMANENT Dispose of m accordance with 

USFWS Schedule Revision 08/02/2004 

eparate file into 5-year sets Offer original transparency to 

DISPOSITION PERMANENT Separate file into 5-year sets and offer set 
to NARA when no longer needed or when 10 yrs old 

b. Endan ed and Unendangered Species File 35 mm color transparencies ma1nta1ned in the 
Washmgto ff1ce by the Audio Visual Staff, Assistant Director-Public Affairs Photographs 
are of many spe s of flora and fauna such as the whooping crane and snail darter The 
subject matter Is not heated In 72A above (arranged by category, thereunder by name of 
species) 

DISPOSITION PERMANEN 
NARA when no Ion 

c. Original Artwork Original sketches, drawIn an paintings created by Service staff artist m 
the Washington Office, who Is a member of the dI0 Visual Staff, assistant Director-Public 
Affairs. Subjects include all types of flora and fauna me of the original work appears in 
Service pubhcat1ons, or on posters used for pubhc1ty pur (arranged by subject) 

DISPOSITION PERMANENT Separate file into 5-year sets 
longer needed or when 10 years old 

d. Photographs included as part of a project file, case file, report, or sIm1lar 

DISPOSITION 
instructions for records of which they are a part 

165.) Still Photographs and Images - USFWS Mission-Related 

Still photographs and images created, comm1ss1oned, or acquired by USFWS and IllustratIng or 
documenting USFWS programs, actIvIties, or interests This item does not cover photographs and 
images specifically scheduled or incorporated in another records series 

a. Photographs and images used to document substantive and m1ss1on-related USFWS 
act1v1ties, and having long-term value after completion of the purpose for which they were 
created, including off1c1al portraits of USFWS Directors and other senior management 
Long-term value may be created 1f the photographs or images document or illustrate an 
actIvIty or subJect that Is a precedent or basis for a significant policy change, Is involved in 
extensive ht1gat1on, receives widespread media attention, Is widely recognized as unique by 
spec1ahsts or authont1es outside the government, documents or illustrates a rare species or 
rare species behavior, or Is reviewed at length in the USFWS annual report 

(1) Black-and-white and color negative photography. 

DISPOSITION PERMANENT Transfer original negative and a captioned pnnt to 
NARA In 5-year sets when the most recent are 5 years old 

(2) Color transparency and slide photography 

DISPOSITION PERMANENT Transfer captioned original transparency or shde to 
NARA m 5-year sets when the most recent are 5 years old 

(3) D1g1tal photographs 
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DISPOSITION PERMANENT Transfer captioned copy to NARA 1 year after 
completion or termination of actIv1ty or purpose for which the d1g1tal 
photograph was created Consult with NARA to determine 
acceptable format for transfer 

b. Still photographs and images used to facilitate or illustrate USFWS actives and programs not 
having the long-term value to warrant sufficient annotation and long-term retention after 
completion of the purpose for which they were created 

DISPOSITION TEMPORARY Retain for the retention period of the case file or records that 
the images illustrate or until superseded or obsolete, whichever Is sooner 

c. Still photographs and images created for the purpose of selecting the best quality 1mage(s) 
necessary to document the subJect but not selected as a record copy under categories a and 
b above 

DISPOSITION TEMPORARY Destroy 90 days after record copy selected or when no 
longer needed 

This replaces USFWSll3 (See item above) 

[76} 

new technology and repres 

(1) 

Vertical and ob e film in black and white, color or "false color", including photo indices 
(controlled or unco olled mosaics), flight line indices or coordinate gnd systems used In fmdmg 
aids that 

a. Provide documen tIon of the properties, operations, and conditions of the Service, or contain 
information that is un ue In substance, arrangement or manner of presentation and 
unavailable m another fo , or document actual events or phenomena which are s1gmficant 

t an advance in the state of the art 

DISPOSITION T Separate files into 1-year sets and offer set to 
NARA when 1 10 years old or when no longer needed, 
whichever occurs st 

(2) copy negatives, internegatIves, rect1f1e egatIves and glass plate negatives that are 
annotated 

DISPOSITION PERMANENT Separate files to 1-year sets and offer set to 
NARA when It Is 10 yrs old or wh no longer needed - whichever 
occurs first 

(3) Annotate prints - one copy 

DISPOSITION PERMANENT Separate files into 1-year sets d offer set to 
NARA when It Is 10 yrs old or when no longer ne 
occurs fIrst 

b. Are not permanent records as described above 

DISPOSITION TEMPORARY Destroy when no longer needed 
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eluded as part of project file, case file, report or a sImIlar type of record 

DISPOSITION PERMANENTrr accordance with the approved 
d1spos1t1on instructions applicable to the records of w Ic 

166.) Aerial Photographs 

Aerial photographs of USFWS refuges, properties, project sites, and other areas of interest 
Photographs may exist as negatives, prints, or d1g1tal images 

a. Aerial photographs comm1ss1oned by USFWS and aerial photographs that have been 
annotated by USFWS staff to document program actIvItIes 

(1) Photographs 

DISPOSITION PERMANENT Transfer originals to NARA 3 years after 
photographs are no longer of use to USFWS 

(2) D1g1tal Images 

DISPOSITION PERMANENT Transfer copy to NARA 1 year after images are no 
longer of use to USFWS Consult with NARA to determine 
acceptable format for transfer 

b. Reference or informational aerial photographs used by USFWS 

DISPOSITION TEMPORARY Destroy when no longer needed 

This replaces USFWS/"76. (See item above ) 
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Realty 

167.} Alaska Land Bank Agreements 

Agreements created with native corporations giving management nghts to native owned lands 
affecting USFWS lands under the Alaska National Interest Lands Conservation Act and the 
Alaska Native Claims Settlement Act 

DISPOSITION TEMPORARY Destroy 6 years after final termination of agreement 

Leqal References Alaska National Interest Lands Conservation Act, Alaska Native Claims Settlement 
Act 

168.} Alaska Native Land Claims 

Native village selection claims filed under the Alaska Native Land Claims Settlement Act (ANCSA) 
that pertain to land in USFWS custody Includes claims submitted under section 14h(1) of 
ANCSA pertaImng to cemetery and h1stoncal sites May contain field reports, surveys, maps, 
copies of native enrollments, and application determinations 

a. Land Claims 

Native village selection claims filed under the Alaska Native Land Claims Settlement Act, 
associated correspondence and copies of Native enrollments Usually maintained in Regional 
Office Realty office 

(1) Successful Claims 

DISPOSITION TEMPORARY Destroy 6 years after claim Is awarded 

(2) Unsuccessful Claims 

DISPOSITION TEMPORARY Destroy 6 years after final determination 

b. Refuge Copies 

Correspondence from the Realty office concerning Alaska Native Land Claims Settlement Act, 
copies of Native village selection claims, and copies of Native enrollments maintained m 
Refuge offices 

DISPOSITION TEMPORARY Destroy after resolution or termination of claim 

Leqal References Alaska Native Land Claims Settlement Act (ANCSA) 

169.} Escrow Files 

Escrow case files documenting funds raised by USFWS permitting actIvItIes on select lands that 
are held in escrow for Alaska native entItIes 
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DISPOSITION TEMPORARY Destroy 6 years after disbursement of funds 

These records are probably frozen by the Cobell /1tigatlon 

170.) Land Acquisition Priority System {LAPS) 

The Land Acqu1s1t1on Priority System Is a database used to document and pnontIze land 
acqu1sItIon needs, opportunities, and requests Information Is also used in the formulation of the 
annual land acquIsItIon budget request Information details the case for the b1ologIcal necessity or 
des1rab1hty for preserving species and habitat on refuges by acquinng land 

a. Input Documents 

Draft working copies, copies of costs estimates, input forms, and other materials used solely 
as source data for database entries 

DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

b. Database Records 

Database records maintained within the database on an onhne system and regularly backed 
up to d1g1tal media 

DISPOSITION TEMPORARY Delete entries when 10 years old 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
distribution 

DISPOSITION TEMPORARY. Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed m a case file or as a record copy and 
used to document a program, actIvIty, or dec1s1on 

DISPOSITION TEMPORARY Retain for the specified retention period of case file 
or records where reports are filed 

This system may have been merged into the RPMIS system (See item 181 on page 93) 
Systems documentation is covered by the General Records Schedule. [GRS 20/11 a] 
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171.) Property Acquisition and Disposal Records 

Acqu1s1t1on/D1sposal case files which include property description, local market data, comparable 
sales information, location, maps, contaminant surveys, value analysis, appraisals, and any 
add1t1onal pertinent information Case files document property acqu1s1tion and disposal act1v1t1es 
for USFWS and for third party act1v1t1es where the USFWS advised or assisted 

a. For USFWS acqu1s1t1on 

DISPOSITION TEMPORARY Destroy documentation not included in property file 2 years 
after acqu1s1t1on 1s completed 

b. For USFWS disposal 

DISPOSITION TEMPORARY Transfer to new property owner/custodian 

c. For proposed third party acqu1s1t1on 

(1) If acquis1t1on occurs 

DISPOSITION TEMPORARY Transfer to new property owner/custodian 

(2) If acqu1s1t1on 1s declined 

DISPOSITION TEMPORARY Destroy record 2 years after declination 

This replaces USFWS/31 C (See page 38) These records supplement the Real Property Files, item 
180 

172.) Land Status Determinations 

Determinations on whether land 1s considered pubhc lands and available for conveyance to native 
corporations or other suitable ent1t1es Conducted by the Bureau of Land Management under 43 
CF R 2655 2 

DISPOSITION TEMPORARY Destroy 30 years after final determination 

Leqal References 43 C F R 2655 2 

173.) Land Title Status Records 

Records documenting title status of USFWS adm1n1stered lands mcludmg reserved or outstanding 
subsurface rights Files include status map~ with tract numbers and boundaries, copy of deed, 
and legal opinions concerning the status of prov1s1ons for subsurface rights 

Usually maintained at the field station level 
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DISPOSITION TEMPORARY Review annually and cutoff superseded or obsolete 
materials Destroy superseded or obsolete materials 6 years after 
cutoff 

174.} Leases, Site Use 

General and airport leases for USFWS site use granted to local governments, states, Indian 
tribes, and native villages 

a. Case Files, Granted Leases 

DISPOSITION TEMPORARY Destroy 20 years after lease terminates and appeal rights 
are exhausted 

b. Case Files, Leases Not Granted 

DISPOSITION TEMPORARY Destroy 6 years after last actIvIty 

175.) Minerals and Mining Files 

Case files on mineral and mining leases on USFWS administered land issued by the Bureau of 
Land Management (BLM) and mineral and mImng exploration and production actIv1t1es as allowed 
to existing subsurface rights holders Files document USFWS involvement in ensuring that leases 
or claims are vahd, that actIvItIes are conducted under any stipulated cond1t1ons, that the w1ldhfe 
and habitat are protected, and that restoration and rehab1htat1on Is completed after expiration of 
lease or abandonment of act1vItIes 

Files may include copies of leases, plans and studies, permits, correspondence, actIvIty logs and 
memoranda and reports documenting actIvItIes, and other information documenting USFWS's role 
m evaluating and admmistenng the lease, claim, or actIvItIes 

DISPOSITION TEMPORARY Destroy 20 years after lease or claim terminates and 
appeal rights are exhausted 

Leqal References 30 USC 181, 30 USC 351, 50 CFR 27 64, 29 31 and 29 32 

176.) Mining Claim Case Files 

M1mng claim case files for mmmg claims on USFWS adm1mstered land Includes hsts of claims, 
copies of mImng claims, correspondence, and other associated materials for adm1mstenng mining 
claim activItIes on USFWS lands Official mining claims are ma1nta1ned by the Bureau of Land 
Management 

DISPOSITION TEMPORARY Review annually and cutoff expired claims and 
obsolete documents Destroy 1 O years after cutoff 

Leqal References Mmmg Law, 30 USC 22, National Wildlife Refuge System Administration Act, 50 
CFR 27, 50 CFR 70 4 
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·ec-c~s..._:subm1tted to or received from U S Geological Survey (USGS) 

NC1-22-78-1 [35] 

regarding 011 and gas operat1ons?'NCL-'"'"sed Service lands Included herein are logs, plugging 
records, production records, exploratory stuu,o.,,.,.....,. d lease status reports The record copy of this 
data IS maintained by USGS i t,4. 
DISPOSITION TEMPORARY Destroy 4 yrs after year 1n which lease exp,r QtJt:;....-..:,,.f 

f,>- IA J.,
178.) Oil and Gas Files r-

Case files on 011 and gas leases issued by the Bureau of Land Management (BLM) and 011 and 
gas exploration and production actIv1tIes on USFWS administered land as allowed to existing 
subsurface rights holders Files document USFWS involvement m ensuring that leases are valid, 
that actIv1ties are conducted under any stipulated cond1t1ons, that the wildlife and habitat are 
protected, and that restoration and rehab1htat1on is completed after expIrat1on of lease or 
abandonment of act1v1t1es 

Files may include copies of leases, copies of plugging records, plans and studies including 
Comprehensive Conservation Plans and 011 and Gas Management Plans, permits, 
correspondence, act1v1ty logs and memoranda and reports documenting act1v1ties, and other 
1nformat1on documenting USFWS's role in evaluating and administering the lease 

DISPOSITION TEMPORARY Destroy 20 years after lease terminates and appeal 
rights are exhausted 

Lef,lal References 16 USC 3101, 30 USC 181, 30 USC 351, 43 CFR 3101 5 

USFWS/31 mentions copies of USGS records only This replaces USFWS/31. (See page 38.) 

179.) Pre-acquisition Contaminant Surveys 

Documents the review and survey of land conducted by USFWS contaminants specialists pnor to 
USFWS acquiring the land May include notes, analyses and studies, reports, correspondence, 
and related documentation 

a. If land 1s acquired by USFWS 

DISPOSITION TEMPORARY Destroy 20 years after completion of survey 

b. If land 1s not acquired by USFWS 

DISPOSITION TEMPORARY Destroy when 3 years old 

c. Other Copies, filed m the case, project, or plan file to which they relate 

DISPOSITION Dispose of In accordance with approved d1spos1t1on Instruct1ons for the case, 
project, or plan file of which they are a part 
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ds include, but may not be limited to, site maps and survey, plot plans, diagrams or 
blueprints or structures, ut1hty outlet plans, equipment location plans, inspection reports, 
building and equ1pm""n...rn,..nagement and maintenance records, allowance lists and the title 

a. All records with the exce 

DISPOSITION roperty Is no longer under Service custody 
Transfer to new custodian upon etIon of sale, trade, or donation 
proceedings, or acceptance of purchase l'V'h"W"0 " mortgage 

b. Site maps and surveys 

DISPOSITION SEE ITEM 62 of this schedule 

181.) Real Property Management Information System (RPMIS) 

Realty database used to track, inventory, manage, and report on USFWS real property Includes 
relevant dates, tract name, acreage, cost information, deed transfer status, and approval 
information Reports are used to answer Inqu1res from the public, Congress, other government 
agencies, and to produce obligation reports 

a. Input Documents 

Draft working copies, copies of cost rnformat1on, rnput forms, and other materials used solely 
as source data for database entries 

DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

b. Database Records 

Database records marntamed w1th1n the database on an onhne system and regularly backed 
up to d1g1tal media 

DISPOSITION TEMPORARY Delete entries 6 years after property Is no longer under 
USFWS custody 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d1g1tal media contammg portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stribut1on 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed m a case file or as a record copy and 
used to document a program, actIvIty, or dec1s1on 

DISPOSITION TEMPORARY Retarn for the spec1f1ed retention period of case file 
or records where reports are filed 
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Systems documentat10n ts covered by GRS/20/11a 

182.) Maps, Real Property 

Maps, site maps, surveys, and other associated cartographic materials associated with the real 
property files 

DISPOSITION PERMANENT Retain until property Is no longer under USFWS 
custody and then transfer to NARA 

This replaces USFWS/62B (See page 77) 

NC1-22-78-1 [42] 

Files docu eluding applications and amendments 
thereto for state p , ral"l~•c and streams, state letters of approval, 
materials pertaining to proo -~--· s of time therefore, pertinent 
cartographic materials, documentation her substantive 
correspondence 

DISPOSITION TEMPORARY Destroy 3 yrs after rights terminate or dispute Is 
resolved 

Logs contain v ,ri?+.......ti".:.,. and reservoirs located on 
Service-owned or Serv1ce-u 

DISPOSITION TEMPORARY Retain until reservoir Is no Tl",AQOI" in custody of Service tJZ.J Q>i 
Upon sale or rehnqu1shment of easement rights conve 0::,oJUZ.. 
purchase(orowner(in case of easement relat1onsh1p) fP..""j, 6 ~ f 

185.) Wilderness Studies A.>'t~._,.. 
1 

Wilderness studies conducted to determine the su1tab1hty or nonsu1tab1hty of refuge land for 
preservation as wilderness under the provIsIons of the WIiderness Act of 1964 Studies and 
recommendations become part of the DOI recommendations to the president Studies result in a 
congressional wilderness area des1gnatIon, no congressional des1gnat1on, or were withdrawn 

May contain copies of environmental impact statements, wilderness study reports, 
recommendations to the president, legIslat1ve bills, and summary environmental impact 
statements 

a. Wilderness Studies 

Wilderness studies and recommendations presented to DOI 
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DISPOSITION PERMANENT Transfer to NARA 20 years after completion of study 

b. Wilderness Studies Case Files 

Case working files and reference materials used to produce Wilderness Studies and 
recommendations May contain copies of environmental impact statements, wilderness study 
reports, reference materials, leg1slat1ve bills, correspondence, and summary environmental 
impact statements 

DISPOSITION TEMPORARY Destroy 20 years after completion of study 

LeQal References Wilderness Act, 16 U S C 1131-1136 
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Research 

Contains corres~ll'1°nce from hunters and other partIc1pants reporting band recoveries, 
worksheets generated by anding Laboratory personnel, and no-routine correspondence 
concerning the program 

a. Paper copy 

DISPOSITION 

b. Microfilm record 

DISPOSITION TEMPORARY Review annually and destroy when no longer n 

See also Blfd Banding Summanes under Permits (See ,tern 102 on page 54.) 

Machine-readable s contain banding data on both game and non-game species found on 
the North American contmen des data on the species, age , sex, location and direction of 
flight of the banded bird as well as the na,~l.t_ anding, type of band and band number S1m1lar 
1nformat1on Is noted when the band Is recovered a es from 1920 to the present and Is used 
to facilitate research m the dIstributIon, mIgratIon, population s and environmental roles of D~1 
various species 4 

A-~•

o-JU":"-....,..) 
,DISPOSITION PERMANENT Offer to NARA annually ~e,J~:of->,-rf~..,,.<" 

NC1-22-78-1 [29} 

n-game birds found on the North 
American continen ,....::u~u bserved, the date, time, location 
and climatic cond1t1ons of th ,frl'P,,_...,+,,.... The data Is used to study 
population ranges and d1stribut1ons, and o pr ental impact 
statements The census Is taken annually during Ap , u , from 1966 to JU 
the present G,«>~£ "1 
DISPOSITION PERMANENT Offer to NARA annually D~v '~~ij

11 A~,,..-
189.) Fish and Wildlife Surveys fl 

Survey information, data, and summary reports of fish and wildlife numbers and locations, 
including fish counts, weir monitoring stat1st1cs, commercial harvest data, escapement, stream 
surveys, fish flow data, habitat data, species counts for fish passage at dams and nvenne and 
coastal structures, animal counts, herd statistics, habitat data, tagging and transponder data, and 
aerial count information These surveys are used to produce publications and reports that track 
long-term trends 
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DISPOSITION TEMPORARY Destroy when 20 years old 

The senes Is not adequately covered by USFWS/878. (See item 195 on page 87) 

Machine-readable recor es data on commercial and sport fishing on the Great Lakes smce 
1971 
species caught Data Is used to study the populatI0,._..,_,.,.,, 

DISPOSITION 
needed 

191.) Historical Wild Fish Health Survey Database 

Includes identity of vessel, meth"1J~mr1 value of catch, place, date, and time of catch, and 
Ics of several species of fish 

TEMPORARY Review annually Destroy data which Is no•7n<~,,.r 

Colorado State University H1stoncal Collection (CSUHC) fish health survey database currently 
maintained under contract by Montana State University Predecessor (1981 - 1998) database to 
the National Wild Fish Health Survey Database containing s1m1lar information (Information on 
pathogen and parasite Inc1dence among fish collected or studied by USFWS, state agencies, local 
governments, and tnbes ) Contains fish species, location information, test results and 1dentIties of 
pathogens and parasites, and dates 

Data collection for this database was not as carefully controlled as for National Wild Fish Health 
Survey Database and consequently the data are not as trustworthy 

a. Input Documents 

Draft working copies, copies raw data, input forms, and other materials used solely as source 
data for database entries 

DISPOSITION TEMPORARY Destroy after data have been entered mto the database and 
verified 

b. Database Records 

Database records maintained within the database on an onhne system and regularly backed 
up to d1g1tal media 

DISPOSITION PERMANENT Transfer a copy of the Master File to NARA upon approval of 
this schedule 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
d1stnbut1on ' 

DISPOSITION TEMPORARY Destroy when no longer needed 
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(2) Record and Case File Reports 

PenodIc and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed in a case file or as a record copy and 
used to document a program, actIvIty, or dec1s1on 

DISPOSITION TEMPORARY Retain for the spec1f1ed retention period of case file 
or records where reports are filed 

d. Systems Documentation 

Data systems spec1ficat1ons, file spec1ficatIons, codebooks, record layouts, user guides, and 
output spec1f1cat1ons (regardless of medium) relating to this electronic records keeping 
system 

DISPOSITION PERMANENT Transfer a copy of current systems documentation to NARA 
with system master file 

Includes appraisals, inspec ....,,T_,__, anagement surveys, studies and investigations of the Service 
by or on the behalf of the Congress, lnten ment and other Executive actIvItIes, and the 
Service itself ~ t'{ 

r.-~o"'hP...,
DISPOSITION TEMPORARY Destroy when 4 yrs old or when no longer neede \:.:> '""'...) ·~ 

C\p...'i-J 1,D • li..~11 'I 
f' Ji. ..A"\ r193.) National Wild Fish Health Survey Database 

Wild fish health survey database including 1nformat1on on pathogen and parasite incidence among 
fish collected or studied by USFWS, state agencies, local governments, and tribes, and contains 
fish species, location information, test results and 1dent1t1es of pathogens and parasites, and 
dates The predecessor database (Colorado State University Histoncal Collection fish health 
survey database, 1981-1998) to the National Wild Fish Health Survey Database Is currently 
maintained by Montana State University Data collection for the predecessor database was not as 
carefully controlled as for the National Wild Fish Health Survey Database and consequently the 
data incorporated into the new database are not as trustworthy 

a. Input Documents 

Draft working copies, input forms, and other materials used solely as source data for database 
entries 

DISPOSITION TEMPORARY Destroy after data have been entered into the database and 
verified 

b. Database Records 

Database records maintained within the database on an onhne system and regularly backed 
up to digital media 
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DISPOSITION PERMANENT Transfer a "snapshot" copy of the Master File to NARA at 5 
year intervals, the initial transfer to take place within 5 years of the approval 
of this schedule 

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
distribution 

DISPOSITION TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Periodic and on demand reports printed to paper or d1g1tal media containing portions, 
summaries, and analyses of the data and filed m a case file or as a record copy and 
used to document a program, actIvIty, or dec1sIon 

DISPOSITION TEMPORARY. Retain for the spec1f1ed retention penod of case file 
or records where reports are filed 

d. Systems Documentation 

Data systems specifications, file spec1f1cat1ons, codebooks, record layouts, user guides, and 
output spec1f1cat1ons (regardless of medium) relating to this electronic records keeping 
system 

DISPOSITION PERMANENT Transfer a copy of current systems documentation to NARA 
with system snapshot 

NC1-22-78-1 [37] 

Records maintained at the proJect management level and present a complete picture of each 
project from m tIon to termmatIon Projects include, but are not hm1ted to, the following 1) m the 
area of fish and w1I roduct1on - the National Broodstock Project, Cooperative Striped Bass 
ProJect, Disease Control ects, Atlantic Salmon Restoration Project, 2) In the area of w1ldhfe 
assistance - Columbia River B Improvement projects, Indian Assistance projects, Agricultural 
Assistance projects, 3) In the area o ulat1on management - waterfowl population surveys 
(e g , mourning dove, raptors), waterfowl ase control project, polar bear population control 
project, and satellite-supported Arctic goose pro tIon project, 4) in the area of land 
management - Elk Refuge Range Rehab1htat1on Proj Musk Ox Reduction Project, Crop 
Management projects-, 5) In the are of 'land and water res es - the Garrison DIvers1on ProJect, 
Missouri River ProJect, Trans- Alaska Pipeline studies, water an astal resources analysis 
projects, 6) m the area of habitat preservation - Bald Eagle Pollutant , Pest1c1de Effects 
Study, Grassland Control projects, Black Duck Habitat Evaluation, 7) m the 
and recreation - Urban Park studies, Environmental Education projects 

a. ProJect authorization documents, final summaries or reports, summary budgeta ecords, and 
substantive correspondence, for example, correspondence that influenced the cours 
action on a proJect (arranged by project) 

a of InterpretatIon 
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PERMANENT Separate files into 1-year sets and transfer sets to Federal 
ecords Center when 5 yrs old Offer sets to NARA when 10 yrs old 

b. 

Technical a c1ent1fic data accumulated from the conduct of research and development ma 
laboratory or s1m1la vironment 

a. Data determined b petent sc1ent1fic or technical personnel either to be duplicated in 
technical reports or elsew m project case files, or to be of such a routine or fragmentary 
nature that their retention would n d s1gnif1cantly to the proJect file 

DISPOSITION TEMPORARY Destroy 6 ths after completion or termination of the 
related proJect or projects 

b. Data determined by competent sc1ent1fic or technical person to be of significant value 
beyond the hfe of the project on behalf of which they were compile 

DISPOSITION TEMPORARY Separate files mto 1-year sets and transfer set to a J 
Federal records center when It Is 5 yrs old Destroy the set when 1 0 yrs <?.,,..JfM ,Jl'5 
old fp,J~' 

'@]v~JI~·. , • ...;;;.;......;;..;....;::::;.._, NC1-22-78-1 [88] ~""1-c\4-'-"\t"f 

Includes program documen , ules, and correspondence maintained by the offices 
responsible for execution, review and ana y IS""t,~,~rvIce research and development programs, 
and material relating to the general planning and supervIs1orn:irt-M:10s 

DISPOSITION 

Records are 
each proJect from 1 I0n to termination (completion) Includes procurement flies, consisting of a 
copy of each contract or a ment for research services with appropriate mod1f1cat1ons, changes 
or addenda, project authonzatIon uments, technical charactenst1cs, test results, drawings, 
spec1ficat1ons and photographs deeme ssary to document design mod1f1cat1on, and 
engineering development, technical and progre~i:enorts, notice of completion or cancellation, 
reference to the location prototype models, films, or ot ems to bulky for mclus1on in course of 

·nta1ned at the laboratory or comparable level, and present a complete history of 

action on a proJect 

a. All substantive technical and sc1ent1fic documentation 

DISPOSITION TEMPORARY Separate file mto 1-year sets and trans e set to a 
Federal records center when It Is 8 years old Destroy the set 
yrs old 

b. Material reflecting repetItIve, routine, or housekeeping actIvIt1es 
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rts submitted by laboratories and other s1m1lar actIvItIes to document the mItIatIon and 
degree of com on of projects, and consolidated reports prepared therefrom 

a. Copies of rep 

DISPOSITION RARY Destroy 1 year after completion or cancellation of related 
projects 

b. consolidated reports, except as indicated m item C 

DISPOSITION TEMPORARY Destroy up 

c. Consolidated reports, consIstIng of the record copy o h consolidated report and any 
feeder reports used for preparation thereof that contain teen 
documented m the consolidated reports 

DISPOSITION TEMPORARY Destroy when 7 yrs old Transfer techrnc r sc1ent1fic data 
considered by competent authority not to already exist m the meal tJ,AiJ 
Report Files (item 91 of this schedule) to thqse files 1f that data con es to~o~ 
be germane -U, 4 ._, 

lnclu nuscripts of reports prepared m conJunctIon with proJects, 
article repri , mp1latIons, summarizations, and analyses 

w annually Destroy when no longer needed 

200.) Patent Case Files 

Copies of reports of inventions, employee suggestions for pate 
agreements, and related material necessary to a patent case 

DISPOSITION TEMPORARY Destroy when 10 years old or when no longer nee 
for adm1rnstrat1ve purposes, whichever comes first 

201.) Research Studies 

These records document USFWS sc1ent1fic research and mvestIgatIon of wildlife, wildlife habitat, 
fish health, fishery biology, fishery management, and sc1ent1f1c research and mvestIgat1on of 
contaminants Records may exist as any media or physical format The records may be created 
and maintained by any USFWS station, office, laboratory, proJect team, or by md1v1dual staff 
researchers Species studies included m this schedule may be funded directly through USFWS 
appropriations, by other government agencies, by grants, by contracts with private-sector 
businesses or other orgarnzatIons, may be In conJunctIon with various research institutes or 
consortia This item does not apply to InvestIgatIons and studies conducted as part of the 
comment, technical assistance, or permit process under the Endangered Species Act or other 
s1m1lar laws and regulations 

,-="'"."'Fll,i NC1-22-78-1 £911 i~:~.., 
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Files may contain mcommg and outgoing correspondence, memoranda, e-mail pnntouts, copies 
of contracts or other requests for service, technical papers, maps, preliminary and final reports, 
photographs related to the proJect, references or indexes to related electronic records and data, 
periodic progress reports, notes and working papers, spec1f1cat1ons, preliminary and final research 
data, statistical analyses, tables, charts, graphs, computer printouts or analyses of sc1ent1f1c or 
engineering data, repnnts of the final proJect report, study, or journal article, and other records 
accumulated in the process of completing the study 

a. Study Case Files 

DISPOSITION TEMPORARY Destroy 10 years after study Is completed 

b. H1stoncal Study Case Files 

Completed studies case files selected annually by the project director as permanent because 
the study established a precedent for changing policy, received extensive media coverage, 
was reviewed at length in USFWS annual report, resulted in significant controversy, received 
1nternat1onal or national awards, and/or was the subject of extensive ht1gat1on 

DISPOSITION PERMANENT Transfer to NARA 10 years after study Is completed 

c. Final Reports 

Final study reports documenting findings and results of studies 

DISPOSITION PERMANENT Transfer to NARA 10 years after report Is completed 

Machine-readable recoref'1:1~illl s 1nformat1on on sea lamprey population in the great Lakes 
Physical charactenstIcs, living environ , methods of collection are 1dent1f1ed Data Is used O . 
to study population dynamics and the impact of spa merc1al fishing on the population , ~ [ l,.i,<.I ,oc.w 

G,OU~'!d "'1 
DISPOSITION· TEMPORARY Review annually Destroy when no longer nee . fr.A.T'4.o,._\r't 

NC1-22-78-1 [40] 

Files include miscellany of raw technical a a ulated at a refuge, hatchery or like 
actIvIty, and includes but Is not limited to, chmatolog1cal readings, wa e s migratory 
or resident population counts, and production figures 
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Review annually Destroy when data 1s obsolete, a,,04~1 ~~~..Jfµ,J ic'>....~ I"...1'superseded or no longer nee e 

NC1-22-78-1 [74] 

Includes repom::--,i::u:P.,nared by Service personn'el that document the accomplishment of an 
essentially technical or 1f1c nature These reports are normally prepared by personnel 
working outside of the headquan ....~,nvironment They are designed to show the status of either 
an individual or team effort and may be file 
reports are not of enduring value 

1ther a voluntary or mandatory basis These 

DISPOSITION TEMPORARY Destroy 4 years after the completion rmmat1on of 1 0..../ 
the effort about which the document report or when the doc (;o 1Ju,.,,,JU v7. 
ceases to be of value, whichever occurs first p(l.(.Jio..w A'-'t ,--toM Tf 
• • • - NC1-22-78-1 [44] 

Machme-r ,.,...:::,,"\,·rt birds that wintered m Central Maryland 
during the years he study of population dynamics 

TEMPORARY Review annua yDISPOSITION ray that material that has ceased 

to serve the purpose for which 1t was crea ~O\JtP.."'i..Jf;,f " 

/ ,-.r. "' ; • "'\c) A"'-r \-',() ,z..\ ~ 
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Safety 

e basic accident report and any other reports or analyses of the event Highlighted 
are the suspecte confirmed cause(s) of the accident, any remedial recommendations, and 
details of the partIcIpatIon ny Service personnel who reacted to the fatal accident A fatal 
accident case file Is maintained I 

in Service-utilized fac1llt1es 

a. Record copy 

DISPOSITION TEMPORARY Transfer to the e I Records Center 3 yrs after close of 
case Destroy 10 yrs after close of case 

b. All other copies 

DISPOSITION TEMPORARY Destroy when 10 yrs old or when no longer 
whichever occurs first 

Files include reports o ectIons performed by the Service personnel as a result of either 
perceived or suspected hazar o the health of either Service employees or other md1v1duals 
Flies also include records of any fol InspectIons made as required by officials of the 

case of loss of life of any human being on Service lands or 

inspecting office 

a. Record copy 

DISPOSITION TEMPORARY Separate files into ar sets and transfer the set to the 
Federal Records Center when It Is 4 yrs o 

b. All other copies 

DISPOSITION 
whichever occurs first 
TEMPORARY Destroy when 7 years old or when no longe 

NC1-22-78-1 [10}
--------= 

File contain pleted Department of the Interior forms, Dl-134 and 134C These forms are 
completed and forwa~d to the Washington Safety and Security Office on each occasion of an 
on-the-Job accident, illness, nJury involving a Service employee These forms provide such 
information as employee Ident1ty a he date, time, location, and circumstances of the event 
reported 

DISPOSITION TEMPORARY Transfer to the Feder ecords Center 2 yrs after 
close of case Destroy 6 yrs after close of c J $~ 

Gov£.11-ff 
f(L'L" ,'o~. .lt 

~..J..-0~ .,
A~ 
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Index 
Record Series Title Item Number 

A-76 Polley and Procedures Files 11 

A-76 Studies 12 

Accountable Officers' Records (GRS Exception) 88 

Act1v1ty Report Files 1 

Adm1rnstrat1ve Records (Legal) 96 

Aerial Photographs 166 

Agricultural Cooperative Program 133 

Airborne Hunting Reports 134 

Alaska Land Bank Agreements 167 

Alaska Native Land Claims 168 

Alaska Subsistence F1shenes Case Files 27 

Animal Damage Control Central File 67 

Animal Damage Control Removal File 68 

Animal Damage Control Research File 69 

Annual National Status of the Volunteer Program Report Files 115 

Applicant Test Materials 99 

Archaeological Permit Files 34 

Archaeological Resource Inventory and Information Files 33 

Audio Recordings - USFWS M1ss1on-Related 163 

Aud1ov1sual Finding Aids and Production Documentation Files 154 

Audit Case Fries 35 

Band Issuance Records 100 

Banded-Bird Recovery Letters File 186 

81olog1cal Morntonng Fries 101 

Bird Banding Summaries 102 

Bird Banding Survey 187 

Boards, Comm1ss1ons, Committees, and other s1m1lar bodies rn which the Service 121 
part1c1pates or has an otherwise definable interest 
Breeding Bird Survey 188 

Bridge and Dam Safety 79 

Briefing Statements 2 

Budget Preparation, Presentation, and Apportionment Records 3 

Central Files Databases 4 

Complaint V1olat1ons Logs 59 
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Comprehensive Conservation Plans 37 

Congressional Inquiry Flies 5 

Conservation Accomplishment Tracking Databases 38 

Conservation Agreements 39 

Conservation Easements 40 

Conservation Plans 41 

Consultation Tracking Logs 45 

Consultations, FERC 47 

Consultations, Section 7 48 

Consultations, Water Projects 49 

Contaminant Assessment, Cleanup and Restoration Case Files 70 

Contaminants Assessment Databases 71 

Critical Habitat Case Flies 53 

Customary and Trad1t1onal Use Determinations 28 

Delegations of Authority 6 

Design Fries (Job Files) 78 

Development Planning Documents Files 135 

Duck Stamp Contest Agreements 136 

Duck Stamp Contest Quarterly Royalty Report 137 

Duck Stamp Contest System (DSCS) 138 

Economic Compliance Record 127 

Electronic Mall and Word Processing System Copies 8 

Employee Quarters Databases 76 

Endangered and Threatened Species Files 54 

Endangered Species Recovery Plan File 55 

Energy Conservation Case Files 80 

Engineering Drawings and Spec1ficat1ons 77 

Equipment Ut1hzat1on Records 9 

Escrow Files 169 

Executive Orders and Proclamations Files 10 

Facility Condition Assessments 81 

Fatal Accident lnvest1gat1on File 207 
Federal Regional Advisory Councils 29 

Federal Subsistence Board Meetings 30 

Fish and Wildlife Coord1nat1on Act Reports 50 

Fish and Wildlife Surveys 189 
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Fish Harvesting - Great Lakes 190 

Forestry Records 72 

Forms File 13 

Fuel Tank Databases 82 

General Correspondence Files 14 

General Permit Files 103 

Geographical Information System (GIS) Data Files 139 

Grant Apphcat1on Files 89 

Grant Product Files 90 

Grant Tracking and Transaction Systems 91 

Grant Tracking Databases 92 

Guide Permit Case Files 111 

Habitat Conservation Plan Database {HCP) 42 

Habitat Conservation Plans 43 

Habitat Conservation Real Property Grant Case Files 94 

Hazardous Substance Spill Response Contingency Plans 73 

Historical Wild Fish Health Survey Database 191 

Import/Export Permit Apphcat1on Case Files 106 

Inspection, Survey and lnvest1gat1on Files 192 

Inspector General Complaint Files 36 

International Country File 122 

International ProJect File 140 

International Treaty, Convention, and Agreement FIie 123 

lnvest1gat1ons, Washington Momtonng 60 

lnvest1gat1ve Case File 61 

Land Acqu1s1t1on Pnonty System (LAPS) 170 

Land Status Determinations 172 

Land Title Status Records 173 

Law Enforcement Management Information System (LEMIS) 63 

Leased Space Databases 83 

Leases, Site Use 174 

Legal Dec1s1on Files 97 

Leg1slat1ve Action FIie 124 

Library Catalog and Finding Aid Databases 155 

Listing Pet1t1on Case Files 56 

L1t1gat1on Case Files 98 
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Local Operating Procedures Files 15 

Maintenance Management System (MMS) 84 

Managerial Studies, Reports and Supporting Papers 16 

Manuscript Files 156 

Map History Case Files and Source Material 141 

Maps 142 

Maps, Real Property 182 

Memorandum of Agreement Fries 17 

Migratory Webless Game Bird Management 143 

Minerals and Mining Files 175 

Mining Claim Case Files 176 

Motton Pictures - USFWS M1ss1on-Related 157 

Narrative Reports 18 

National Environmental Polley Act (NEPA) Files 51 

National Wetlands Inventory (NWI) Maps 144 

National Wetlands Inventory (NWI) Maps, D1g1tal Version 145 

National Wetlands Inventory Class1f1cat1on System 146 

National Wild Fish Health Survey Database 193 

Native Species Permit Apphcat1on Case Fries 105 

Natural Area Files 125 

Notice of V1olat1ons 64 

Off1c1al News Releases 159 

011 and Gas Exploration and Production Records 177 

Ori and Gas Files 178 

Organrzat,onal Records 19 

Patent Case Files 200 

Permit Tracking Database 108 

Permit V1olat1ons Fries 109 

Personal Property Tracking Databases 20 

Plans and Schedules Files 21 

Policy Development Fries 130 

Policy Documents 7 

Pre-acqu1s1tion Contaminant Surveys 179 

Program Evaluation Files 147 

Program Files 148 

Program Management Document File 149 
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ProJect Files 194 

Property Acquis1t1on and Disposal Records 171 

Public Comments Databases 126 
Pubhc Comments Files 131 

Public Relations Project Files 158 
Publications 160 
Published Maps 162 

R and D Data Files 195 

R and D Program Files 196 
R and D Project Case Files 197 

R and D Summary Progress Reports Files 198 
R and D Technical Report Files 199 
Real Property Files 180 
Real Property Inventory Database 85 
Real Property Management Information System (RPMIS) 181 
Recovery Permits Case Files 104 
Reference Files 22 
Refuge Case Files 23 
Refuge Compatible Uses Reports 24 

Refuge Contaminant Assessment Reports 74 
Refuge Management Information System (RMIS) 152 

Refuge Pest1c1de Use Proposals 75 

Reg1strat1on of Controlled Products 65 

Regulation Tracking Databases and Logs 128 
Reimbursable Work Authorizations (RWA) 86 
Renovations 87 
Report of Acc1dent/lnc1dent File 208 
Reports to Congress 25 
Research Studies 201 

Restoration Plan Case Files 44 

Rules and Regulations 129 
Sea Lamprey Data 202 
Special Land Use Permit Case Files 110 

Special Operations Case Files 62 
Special Surveys 203 

Special Use Permits Case Files 107 
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Species Lists 46 

Species Management Adm1nistrat1ve Files 150 

Species Management Files 151 

Species Reference Flies 57 

Specific Authonzat1ons 66 

Speeches and Comments 161 

State Fish and Wildlife Conservation Grant Case files 93 

State Tagger Program Files 112 

Statistical Information Files 204 

Stat1st1cs on V1s1tors to Service Fac1ht1es 153 

Still Photographs and Images - USFWS M1ss1on-Related 165 

Subsistence Board Staff Case Files 31 

Subsistence Hunting Permit Case Files 32 

Tagging Certificates 113 

Technical /Sc1enbf1c Report Files 205 

Technical Assistance Case Files 52 

Threatened and Endangered Species System 58 

Title 50 Certificates 114 

Training Aids File 26 

Video Recordings - USFWS M1ss1on-Related 164 

Volunteer Personnel Files 116 

Volunteer Personnel Rosters 117 

Volunteer Program Adm1rnstrat1on Files 118 

Water Rights Case Files 183 

Well Logs and Reservoir Capacity Logs 184 

Western Hemisphere Convention File 132 

Wilderness Studies 185 

Wildhfe and Habitat Conservation Grant Case Files 95 

Winter Bird Survey 206 

Youth Conservation Corps Enrollee Medical Records 119 

Youth Conservation Corps Enrollee Records 120 
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"Pen and Ink" Changes 

May 24, 2005 

7.) Polley Documents 

Took out " May exist as paper or electronic versions " As confusing in media neutral schedule 

8.) Electronic Mail and Word Processing System Copies 
Added 'TEMPORARY' to sub items 'a' & 'b' d1spos1t1on to make consistent with rest of schedule 

29.) Federal Regional Advisory Councils 
Corrected spelling of 'temporary' in sub item 'b' 

30.) Federal Subsistence Board Meetings 
Corrected spelling of 'temporary' in sub item 'b' 

31.) Subsistence Board Staff Case Files 

Changed retention from permanent to temporary based on NARA archival reference staff comments and 
after further d1scuss1on with Subsistence Board staff 

37.) Comprehensive Conservation Plans 

Changed retention to permanent based upon comments from archival reference that the Plans are asked 
for and used as reference in the archives 

82.) Fuel Tank Databases 
Changed "drowning" to "drawing" in item description to correct typographical error 

83.) Leased Space Databases 
Removed 's' from "exp1rat1ons" in description sentence two to correct typographical error 

91.) Grant Tracking and Transaction Systems 
Changed 'which' to 'that' and added 'Services' to Health and Human in 2nd paragraph of description 

101.) B1olog1cal Monitoring Files 
Changed 'compliance to' to "compliance with' 

104.) Recovery Permits Case Files 

Added item for other case file records 

142.) Maps 



Added ,terns d, e, and f to account for permanent maps, systems, and systems documentation 

145.) National Wetlands Inventory (NWI) Maps, D1g1tal Version 

Added item for permanent systems documentation 

165.) Still Photographs and Images - USFWS M1ss1on-Related 
Added 'capt1oned' to d1spos1t1on instructions for a2 & a3 

171.) Property Acqu1s1t1on and Disposal Records 

Added note about real property files to comment 
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193.) National Wild Fish Health Survey Database 
Rewrote series description to make meanrng more clear as relates to predecessor 
database Dropped 'copies raw data' from 'a' description 
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