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provisions of Title 8 of the GAO Manual for GUIdance of Federal Agencies, 
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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 Identified In a specific 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 Thts request for disposition authonty revision specifies the retention period 
for the records series, leavmq the actual rnecharucs of Implementation and files cut off 
to be set up by Individual offices In the most efficrent method for their work practices. 

This records schedule revision is a combination of records series from the existmq 
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 descnption 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 followinq year combined to create 
the U S. Fish and Wildlife Service The USFWS IS currently a bureau Within the 
Department of the Interior The Service ISthe principal Federal agency responsible for 
conserving, protecting, and enhancing fish, Wildlife, and plants and their habitats for the 
continumq 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 facrhnes across the U.S 



About the Functional Categories 

Alaska 
These records document the Service-wide activities in Alaska as well as those Service 
records peculiar to Alaska, most importantly the Service's role In administering the 
subsistence provisrons of the Alaska National Interest Lands Conservation Act. The 
Federal role ISthe result of a litigious 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 wildlife refuges The National Wildlife Refuge 
System is spread across North America, the Pacific Ocean, and Caribbean Sea These 
lands and facihties 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 responsibilities the Service performs for 
conservation on the national wildlife refuges under the provrsions of the National Wildlife 
Refuge System Administration Act, on private property under the various provrsions 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 IS provided upon request from persons and entitles 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 activities under the Endangered Species Act, for 
which the Service has responsibility along with the National Oceanic and Atmospheric 
Administration (NOAA) Fisheries This category includes records documenting the 
research and studies to Identify 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 Critical habitats. 

Enforcement 
These records document the Service's role In 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 Dlvrsion Investigates wildlife crimes, regulates wildlife 
trade, helps Americans understand and obey wildlife protection laws, and works In 



partnership with international, state, and tnbal 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 registration, hazardous waste sites, water quality 
standards, and dredging and disposal of matenals affecting fish and wildlife and their 
habitats. 

Grants 
The Fish and Wildlife Service administers a variety of natural resource assistance grants 
to governmental, foreign entities, 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 In lawsuits to which the Service ISa party Included are copies of 
the administrative record complied under the provisions of the Administrative Policy Act 
requiring that an agency document its policy making decisions 

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

Below IS 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 followmq types of activities: enhancement of survival, Incidental take 
associated with Habitat Conservation Plans, recovery, and Interstate commerce 

International Affairs (Management Authority) IS responsible for administering the 
Convention on International Trade in Endangered Species of Wild Fauna and Flora 
(CITES) for the United States. The Service pnmarily issues permits to Import and export 
species that are protected by CITES and by vanous other Wildlife 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 
followinq types of activities falconry, raptor propagation, scrennflc collecting, 
rehabilitation, conservation education, migratory game bird propagation, salvage, take of 
depredating birds, taxidermy, and waterfowl sale and disposal These offices also 
administer permit actrvrties 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 international 
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 objectives The records also document the 
contact between the Service and mdrvidual 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. havinq a Service 
contractual or regulatory condition, or documenting the administration 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 In 
land through lease, purchase, exchange, donation, withdrawal from the Public 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 sciennfic research and Investigation of Wildlife, wildlife 
habitat, fish health, fishery biology, fishery management, and SCientific research and 
investigation of contaminants. The records are created and maintained by USFWS 
stations, offices, laboratones, project teams, and by mdivroual 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 busmesses or 
other organizations, or may be In conjunction With various research Institutes or 



consortia. This category 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 similar laws and regulations 
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About this Document. 

This IS a schedule revision to the U S Fish and Wildlife 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 
Administration (NARA), this schedule will replace all exrstmq USFWS records retention 
authorities 

This document IS a combination of records series from the existrnq USFWS records 
retention schedule and proposed new records series In some cases, the new records 
series supersede existmq records series Record series In this schedule are arranged by 
the categories listed 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 administrative records such as budget, personnel, procurement, and travel 
records are covered by NARA's General Records Schedules (GRS) and are not Included 
In this schedule revisron 

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

2.) [33J 

Some currently scheduled records series will be replaced by new records series These 
are Identified with a shaded box around the records series title and a strike-through line 
through the title The proposed new Item generally follows the strike-through Item and 
Includes a reference to the existmq authority Item number being replaced Because 
replaced records series will not be In the new schedule, they do not have a new schedule 
Item number See example below . 

NC1-22-78-1 [22J 



,. 

Category Page 

Administration 1
 
Alaska 11
 
Archaeology 14
 
Audits 16
 
Conservation 17
 

Consultations and Technical Assistance 21
 
Endangered Species 26
 
Enforcement 30
 
Environmental Contaminants 33
 
Facilrties and Buildings 38
 
Fiscal and Budget 46
 

Grants 47
 
Litigation 53
 
Permits 54
 
Personnel, Non-Employee 61
 
Policy, Legislation, and Treaties 63
 
Program Management 69
 
Publications, Public Relations, and Audio Visual 77
 
Realty 89
 
Research 97
 
Safety 105
 



USFWS Schedule Revision 08/02/2004 

Periodic re addressing varying periods of time submitted to no higher level than 
Assocrate/Assistaf ector In either the Washington Office or Regional Offices by subordinate 
managers or supervisors e reports are used to descnbe In varying detail accomplishments, 
objectives. plans, goals, and requi nts They may address technical, SCientific or 
administrative issues but have as their pu e the providing of information for management use 

Often the information provided IS used In the prep on of broader-based reports to higher 
authonty While these reports can have endunng value, t tlvlty reports themselves do not, 
except as reference matenal for Service personnel 

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 It IS
 
yrs old
 

Annual program advices provide current-year national program gUidance, regional gUidance, 
and control schedules for the a vement of the objectives and pohcies described In the PMOs 
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	 TEMPORARY. Destroy 5 yrs after effective y 

b. All other copies 

DISPOSITION TEMPORARY Destroy when 7 yrs old or when no longer of refere 
value, whichever occurs first 

NC1-22-78-1 [791 

Annual work plans (AL ovide for the portions of the Service addressed and approved plan for 
the expenditure of funds budge for the accomplishment of programs descnbed In PAs The 
ALP record file Includes the surname c of the document Itself as well as any significant, 
substantive documentation In support of the 

a. Record copy 

DISPOSITION	 TEMPORARY Destroy 3 yrs after effec 

b. All other copies 

DISPOSITION TEMPORARY Destroy when 7 yrs old or when no longer nee 

2.) Briefing Statements 

Documents statements created by USFWS offices Intended to bnef region level and higher 
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echelon management about Service actions, activities, and Issues 

DISPOSITION	 PERMANENT Transfer to NARA when 20 years old 

~y£fgetlB~!p!taflln~~ti~io«,fimf~R~ol1i~rWeJrt ~c:9r~:r,-:~ NC1-22-78-1 [80J 

a.	 Bu tatements - estimates and Justification 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 responsibility,
 
reporting, evaluation, execu and procedure gUidelines
 

DISPOSITION	 TEMPORARY Sepa file Into 2-year sets and transfer the set to a 
Federal records center whe s 4 yrs old Destroy the set when It IS 8 yrs 
old 

b.	 Substantive documentation - appropnatron language sheets, tive statements, related 

schedules and data and so forth - used In the preparation of the fma non of the foregoing l 
records I p..tl" (","'_oJ1.- ~.jJ

\:) ~p,JiDISPOSITION TEMPORARY Destroy 2 yrs after close of fiscal year covered In bu 

tJJ~1'~6";'1
4.) Central Files Databases 

Databases, spreadsheets, and word-processing documents used to track, locate, and print 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
 
entnes
 

[47J 

Correspondence ng to delegation of authonty to the Director, Associate Directors, Assistant 
Directors, Regional Direc 0, ea Managers, and Project Leaders and all other offrcials to 
assume certain operational functions, n agreements, memoranda of understanding, 
contracts, and other binding documents withou r approval 

DISPOSITION	 TEMPORARY Destroy all copies 2 yrs after exp D "1 
Records Schedules Nos 3, 4, and 6 as they relate to G \l"~~s. "J 
requirements, take precedence over the disposition instructions s a r:,~.)Ir" ""<",,.~~I 

Di:FeGtimWisslTaRGe SY8tEJm~: ~i .' . - ,~,,_. - NC1-22-78-1 [3J P. 
w ~,' ,	 \::f 0~ i;.j, ~ f, 7" , :}, / -+.._ :rh 
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entation Issued In accordance with the Service's directives Issuance system (Arranged 

DISPOSITION files Into 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 e 

7.) Policy Documents 

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

DISPOSITION	 PERMANENT Transfer to NARA when 10 years old 

This rep/aces USFWSI3 (See Item above) 

8.) Electronic Mail and Word Processing System Copies. 

Electronic copies of records, including e-mail attachments, that are created on electronic mall and 

word processing systems and used solely to generate a paper or electronic recordkeepmq copy of 
the records covered by the other Items In this schedule Also Includes electronic copies of records 
created on electronic mall and word processing systems that are maintained for updating, 
revision, or dissemination 

a.	 Copies that have no further administrative value after the recordkeepmq copy IS made 
Includes copies maintained by Individuals In personal files, personal electronic mall directories, 
or other personal directories on hard disk or network drives, and copies on shared network 

drives that are used only to produce the recordkeepinq copy 

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

b. Copies used for dissemination, revrsion, or updating that are maintained In addition to the 

record keeping copy 

DISPOSITION TEMPORARY Destroy/delete when dissemination, revision, or updating IS 
completed 

[481 

a.	 Raw data 

DISPOSITION	 TEMPORARY Destroy when app te report has been prepared or 
when data IS4 yrs old 

,L"tO ~ib.	 Reports ~O~u--· ~ .J 
04>'..) \ 0 "., '( r

DISPOSITION	 TEMPORARY Destroy 3 yrs after preparation " p."'<~ 
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DISPOSITION	 TEMPORARY Destroy when obscffetl~~~E:lde~d, 
longer of value 

11.) A-76 Policy and ProceduresFiles 

Correspondence and other records relating to policies and procedures for acqumnq commercial or 
industnal-type products and services needed by USFWS 

a. Correspondence 
Implementing Of

and other records relating to USFWS policres and procedures 
fice of Management and Sudget (OMS) Circular A-76 

for 

DISPOSITION TEMPORARY 
cutoff 

Cut off when superseded or obsolete Destroy 1 year after 

b. Inventory 

matenal 
submissions to OMS, Inventory notices for the Federal Register, and related 

DISPOSITION TEMPORARY Cut off annually Destroy when 2 years old 

c. Copies of OMS Circular A-76, Implementing 
ofUSFWS 

instructions, and related matenals Issued outside 

DISPOSITION TEMPORARY 
reference 

Destroy when superseded, obsolete, or no longer needed for 

Retention periods are taken from NARA retention schedule. 

12.) A-76 Studies 

Correspondence, working papers, tabulations, and other records relating to mdrvidual reviews of 
USFWS commercial or rncustnal-type activities and to productivity reviews required under OMS 

Circular A-76 Procurement files related to A-76 sohcitatrons are filed In the desiqnated 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 Information copies and background matenal 

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

Retention periods are taken from NARA retention schedule 

Page 4 of 111 
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a. 

canceled 

b. Working papers, 
control records 

background rnatenals, requisrtrons, 

DISPOSITION TEMPORARY 
canceled 

Destroy when related form IS discontinue , 

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 complishment of ItS official functions, except as otherwise specified In this 
schedule. 

a.	 ent the organization, functions, pohcies, procedures and essential 
activities of the servi ncluded, but not limited to, staff assistance, program management, 
relationships with the Inte Department, other higher authonty, other equal organizations, 
Industry and the public, or con Information of endunnq value concerning events, 
personages or phenomena of slgnl nce (arranged by subject) 

DISPOSITION PERMANENT Separa lies Into 3-year sets and transfer the set to a 
Federal records center whe IS 3 yrs old Offer set to NARA 5 yrs after ItS 
transfer to Federal records cent 

b.	 Matenal that documents the routine accomplishments 0 

DISPOSITION' TEMPORARY. Separate file Into 1-year sets d transfer the set to a 
Federal records center when It IS4 yrs old Destr 
old 

c.	 Matenal that documents repetitive, Individual, routine transactions and matte 
and other purely facilitative functions 

DISPOSITION	 TEMPORARY Destroy the set when It IS 3 yrs old or no longer nee 

File contains agreements and corresp ce concerning same between the Service and 
organized labor The agreements are normally 0 s duration 

DISPOSITION	 TEMPORARY Destroy 3 yrs after termination of the agn:tilO'-D"IlO.n 
when no longer needed ~~--~	 ~~~~-=~~~~~~~~~
 ~:t-_-I~0:~,~~'''''aMt~O~. 1tdg.~~c~~~ e~. iI:~t,	 NC1-22-78-1 [8] 

Instructions Issued In the form of letters or memoranda a er level In the 

Washington Office or In field offices which govern routine operations accomplished a 
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These instructions provide standardized methods for performing activities of either an J 
administrative or unc I Eo' "1 

",-o.J~ s ~1..1
DISPOSITION	 TEMPORARY Review annually Destroy when obsolete, su 'G ~l'\Ao ~"" I 

or otherwise canceled t"'-~"'( 
~~~~	 NC1-22-78-1 [60J 

Record co ts of studies and reports Including supporting documentation, prepared as required 
by or on behalf 0 Service for purposes deemed sufflcrent by the requestor The studies and 
reports may address te cal, scientific or administrative tOPICS They are prepared for 
essentially managerial as opp to technical, scientifrc or administrative tOPICS They are 
prepared for essentially managerial a osed to technical or screntifrc purposes 

a.	 Final Iterations of studies or reports contribute Significantly to policy and procedural
 
decisrons 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 It IS 5 yrs 0 

old 

b.	 All other records In this series 

DISPOSITION TEMPORARY Separate file Into 1-year sets and transfer to a Fe 
records center when the set IS 3 yrs old Destroy the set when It IS 7 yrs 

~FrmlFriTmci~)f1A~feti~~~	 NC1-22-78-1 [9J 

Service and her foreign counterparts 

a.	 Record copy 

DISPOSITION	 TEMPORARY Destroy 3 yrs after ex 

b.	 All other copies 

DISPOSITION	 TEMPORARY Destroy when memorandum expires or IS can 

:'" NC1-22-78-1 

Annual narrative s a ts that document historically significant events, milestones, 
accomplishments, failures, phe a that apply to a specific activity within the Service such as 
national Wildlife refuges and national fish es These reports are not published, normally 
exist In less than 5 copies and provide historically mea detail otherwise not available 
(arranged chronologically and thereunder alphabetically by title) 

a.	 Paper records 

(1) When reduced to microform 

Page 6 of 111 
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DISPOSITION TEMPORARY Destroy when accuracy of microform 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. 

DISPOSITION Destroy when 10 years old or when no 

b. Microform record 

(1) Record copy 

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

(2) All other copies ~~ ~ Ai 
~~~ ,''''-'

DISPOSITION TEMPORARY Destroy when no longer neede r,o ~.~<y. 
, xu C%. ~'~;:'G+'tJu I" " 'III' III " YR') I f r-"t'lOrg~ni~aJi~nar~!,~91s'"i,,' t ,', .,: :" " . "., \:,,: ;.,~ NC1-22-78-1 [66Jh 

lude the record copy of reports, studies, and other substantive matenals that
 
document decrs s made by senior Service officials regarding organizational structure,
 
manpower requirerne functional responsibilities, and related policy areas Also Included are
 
organizational charts, functi statements, and other similarly significant 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.) PersonalPropertyTrackingDatabases 

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 listings, and property records Item applies to copies that are not required to be filed 
as records elsewhere 

b. 

DISPOSITION TEMPORARY 
verified 

Database Records 

Destroy after data have been entered Into the database and 

c. 

Records maintained In electronic form on an online system and regularly backed up on 
computer tape 

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

Reports 

or 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or digital 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 digital 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 specified 
or records where reports are filed 

retention period of case file 

Systems documentation ts covered by GR SI20111a 
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~~-....L.ents maintained for reference purposes such as information copies of reports, day or 
reading file c outgoing correspondence and memoranda, notebooks that have been 
transcribed, and temporary p orms used to control or facihtate Internal work In progress 

DISPOSITION	 TEMPORARY Review file annually e terral when 5 yrs old or "",J h{ -~ 
when no longer of reference value, whichever occurs c"o\J~ ~~"" 

n •• .AJ\4....~23.} Refuge Case Files	 r"'" 

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 Information
 

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 activities on refuges Performed under
 
the provisions of the National Wildlife Refuge System Administration 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 Administration Act 

25.} Reports to Congress 

Annual reports to Congress surnrnanzmq USFWS and 001 activities to enforce vanous 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 In the onqinatmq 
National Office 

DISPOSITION	 PERMANENT Transfer to NARA when 20 years old 

(2) Background Matenals 

Working, reference, and background matenals used In producrnq report May Include 
draft copies, notes, comments from regional staff, statistical compilations, and 
reference matenals 
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DISPOSITION	 TEMPORARY Destroy 5 years after submission of report 

b. Reports, Reference Copies 

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

DISPOSITION	 TEMPORARY Destroy when no longer needed for reference 

[12] 

DISPOSITION	 TEMPORARY Review annually Destroy when 0 superseded, 
or when It ceases to serve the purpose for which It was crea 
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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 
decision These records are created and maintained at USFWS's headquarters office 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

l.eqal References Alaska National Interest Lands Conservation Act 

Although USFWSI11 covers a portion of these records, they should be treated separately due to the 
controversial and litigiOUS nature of Federal subsistence administration In Alaska (See item 129 on 
page 66) 

28.) Customary and Traditional Use Determinations 

Case files on customary and traditional use determinations Customary and traditional use 

determinations are made by the Federal Subsistence Board and determine eligibility to hunt and 
trap on Federal land In Alaska Files Include documentation on initial meetings and public 
meetings, requests for determinations and replies, Federal Subsrstence Board minutes and formal 
determinations 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

Leoal References Alaska National Interest Lands Conservation Act 

29.) Federal Regional Advisory Councils 

Case files for each of the 10 regional Federal Subsrstence Regional AdVISOry Councils that make 

recommendations on subsistence fish and Wildlife proposals to the Federal Subsrstence Board 
Records Include meeting agendas, meeting transcripts, correspondence, charters, and member 
appointment letters 

a. CouncilRecords 

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

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

b. Routine and Administration Records 

Administrative, facihtanve, 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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l.eqal References Alaska National Interest Lands Conservation Act 

Although USFWSI1B1A covers a portion of these records, they should be treated separately due to 
the controversial and litigious nature of Federal suosistence administration In Alaska (See Item 1210n 
page 63.) 

30.) FederalSubsistenceBoard Meetings 

The Federal Subsistence Board administers the Federal Subsistence Management program by 
enacting regulations for the practice of taking fish, wildlife or other wild resources for one's 
sustenance The Board IS 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 D A 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 Administration Records 

Administrative, facilitatrve, 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 USFWSI1 B1A covers a portion of these records, they should be treated separately due to 
the controversial and litigiOUs nature of Federal subsistence administration in Alaska (See Item 121 
on page 63) 

31.) Subsistence BoardStaff CaseFiles 

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 AdVISOryCouncils' reports and recommendations 

DISPOSITION TEMPORARY Destroy when 10 years old. 

Leqal References Alaska National Interest Lands Conservation Act 

Although USFWSI1B1A covers a portion of these records, they should be treated separately due to 
the controversial and litigious nature of Federal subsistence administration in Alaska (See Item 1210n 
page 63) 

32.) Subsistence Hunting PermitCaseFiles 
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Subsistence hunting permit case files for deer, bear, and elk and case working files created In the 
course of Issuing and denyinq permits Case working files Include permits, denial documentation, 
correspondence, copies of regulations, forms, and other rnatenals 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

Leqal References Alaska National Interest Lands Conservation Act 

Although USFWSI17 covers a portion of these records, they should be treated separately due to the 
controversial and litigious nature of Federal subsistence administration In Alaska (See page 55 ) 
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Archaeologv 

33.} Archaeological Resource Inventory and Information Files 

Information and artifact and cultural resource mventones for archaeological, hrstoncal, and cultural 
resource sites and matenals on USFWS lands or In USFWS custody May Include mventones, 
catalogs, descnptrons, site surveys, correspondence, reports, artifact descnptions, and Native 
Amencan Graves Protection and Repatnatron Act (NAGPRA) information, and other 
documentation associated with describmq and tracking archaeological resources 

DISPOSITION	 PERMANENT Transfer to NARA when 20 years old 

Leqal References	 Archaeological Resources Protection Act, Native Amencan Graves Protection and 
Repatnation Act, National Histone Preservation Act 

NC1-22-78-1 [49] 

Includes letters
 
Involvement In such
 nrnn ..... 

Register of Histone	 Places, a 

a. Archeological Permit Apph ,.....,"",... 

(1) Approvals 

DISPOSITION
 
longer needed
 

(2) Denials 

DISPOSITION TEMPORARY Destroy 1 year after 

b. All other matenal 

DISPOSITION TEMPORARY Destroy when 4 yrs old or when no longer neE!Oet'J... 

34.} Archaeological Permit Files 

Case files documenting USFWS Issued permits for archaeological activities on lands administered 

by USFWS. May Include letters, memoranda, permit applications, permits, and other associated 

documentation 

a. Approved 

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

b. Denied 

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 series IS not adequately covered by USFWSI49A (See Item above.) 
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Audits 

35.) Audit Case Files 

Case files documenting an examination of USFWS control and compliance policies 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, Implementation 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 IS later
 

Ttus senes IS not adequately covered by USFWSI51 (See Item 192 on page 98) 

36.) Inspector General Complaint Files 

Case files documenting the reporting, Investigation, and disposition of complaints against USFWS 
filed with the Department of the Interior Office of the Inspector General May Include complaint, 
Investigative report, and recommendation of findings 

a. Complaints Resulting In an Investigation 

Case files developed dunnq investigations of known or alleged fraud and abuse and 

Irregularities and violations of laws and regulations Includes investigative files relating to 

employee and hot line complaints and other miscellaneous complaint files Files consist of 
investigative reports and related documents, such as correspondence, notes, attachments, 
and working papers 

DISPOSITION	 TEMPORARY Destroy 8 years after final disposition 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 Investigation They Include anonymous or vague allegations not warranting 

an investigation,	 matters referred to constituents or other agencies for handling, and support 
files providmq general Information which may prove useful In investigations 

DISPOSITION	 TEMPORARY Destroy when 8 years old 

Thts series is not adequately covered by USFWSI51 (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 provrsions 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, heanngs 
transcripts and tapes, mailing lists, specialist reports, correspondence, and an outreach plan to 
ensure public participation In the planning process 

DISPOSITION	 PERMANENT Transfer to NARA 20 years after superseded 

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

38.) Conservation Accomplishment Tracking Databases 

Databases used as management reporting tools and which contain information on habitat
 
Improvement, financial information, habitat rnorutonnq, and technical assistance, such as the
 
HabiTS database
 

a. Input Documents 

Input forms, copies of correspondence, notes, e-rnails, and other rnatenals used solely to 
enter information In the database 

DISPOSITION	 TEMPORARY Destroy after data have been entered Into the database and 
venfied 

b. Database	 Entnes 

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

DISPOSITION	 TEMPORARY Delete entnes when 10 years old 

c. Reports 

(1) Convenience and Reference Reports 

Penodrc and on-demand reports printed to paper or digital 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 

Penodrc and on-demand reports printed to paper or digital media containing portions, 
summaries, and analyses of the data and filed In a case file or as a record copy and 
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used to document a program, activity, or decrsion 

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

Systems oocumenteiton IS covered by GRSI20111 a. 

39.) Conservation Agreements 

Agreements between USFWS and landowners for preservation of habitat or species Contains
 
conditions and terms for preservation requirements on behalf of the landowner and assurances
 
from the USFWS that conditions and terms of agreement Will stili apply even If 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 1O(a)(1)(A) 

40.) Conservation Easements 

Conservation easements and associated records documenting legally binding restrictions on 
allowable uses upon a parcel of land In exchange for a tax reduction, grant, loan or other tangible 
benefit provided, negotiated, administered, or Initiated 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 coordination and cooperative 
activmes, outreach, funding, and rnorutonnq 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, rnorutonnq documentation and reports, status and progress reports, and 

related documentation 

a. Final plan and subsequent modifications 

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 Information, permit number, functional descnptron, species
 

information, and plan status
 

a. Input Documents 

Draft working copies, summary sheets, copies of information, Input forms, and other matenals 

used as source data for database entnes not required to be filed as records elsewhere 

DISPOSITION	 TEMPORARY Destroy after data have been entered Into database and 
venfied 

b. Database	 Entnes 

Database records maintained Within the database or automated system on an online system 

and regularly backed up to digital media 

DISPOSITION	 TEMPORARY Delete entnes 15 years after plan no longer active 

c. Reports 

(1) Convenience and Reference Reports 

Penodic and on-demand reports pnnted to paper or digital media containing portions, 
summanes, and analyses of the data and used for convenience, reference, or 
distnbutron 

DISPOSITION	 TEMPORARY Destroy when no longer needed 

(2) Record	 and Case File Reports 

Penodic and on-demand reports pnnted to paper or digital media containing portions, 
summanes, and analyses of the data and filed In a case file or as a record copy and 
used to document a program, activity, or decrsion 

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

Systems aocumenteuon IS covered by GRSI20111 a. 

43.) Habitat Conservation Plans 
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Habitat conservation plans (HCP) filed In the regions as part of the Endangered Species Act 
section 1O(a)(1)(8) "Incidental take" permitting process This permit allows for the incidental take 

of listed species dunng the course of otherwise lawful acnvrties such as economic development 
The plan details the measures to provide species protection and habitat conservation dunng the 
permitted activity Plans contain Information on 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 

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

Leqal References Endangered Species Act section 1O(a)(1)(8) 

A section 7 consuiteuon may be part of the section 10 permlttmg process 

44.) Restoration Plan Case Files 

Documents the Involvement of USFWS In planning efforts for restoration activities usually through 

cooperative efforts with other organizations May Include correspondence site plans, development 
stages, rnorutonnq 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 application, cooperative agreement with any 
modifications, financial information, landowner agreements, environmental compliance 
documents, correspondence, quarterly reports, rnorutonnq information, outreach matenals, maps, 
photo documentation, and related documentation 

a. Final plan and subsequent modifications 

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 In the log 

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

b. Database	 Records 

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

DISPOSITION	 TEMPORARY Delete consultation entries 20 years after completion of 
consultation or 20 years after last activity whichever IS later 

c. Reports 

(1) Convenience and Reference Reports 

Penodic and on demand reports printed to paper or digital 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 

Penodrc and on demand reports printed to paper or digital 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 specified retention penod of case file 
or records where reports are filed 

l.eqal References Federal Power Act, Endangered Species Act, 50 CFR 402 02,50 CFR 40213 - 14 

Systems documentation is covered by GRSI20111 a 

46.) SpeciesLists 

List of threatened and endangered species In a specific area provided to Federal agencies
 
planning to engage In a construction or other activity 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 lists prepared as part of a formal consultation process 

DISPOSITION	 TEMPORARY Destroy 20 years after Issuance of biological opinion 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 initiate a consultation, technical assistance, 
or other substantive USFWS activity 

DISPOSITION	 TEMPORARY Destroy 5 years after list IS prepared 

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

47.) Consultations, FERC 

Files documenting USFWS consultation with the Federal Energy Regulatory Commission (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-hcensmq process 

Files may Include copies of license application and pre-application matenals, morutonnq and 
scopmq documents, meeting notes, Initial consultation, Internal environmental compliance, 
studies, phone records, e-mails, correspondence, and NEPA (National Environmental Policy Act) 
review process documents Including application, notice of Intent, environmental assessment, draft 
and final environmental Impact statements, public notice, and public meeting records 

DISPOSITION	 TEMPORARY Destroy records when 60 years old or 10 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 FERC permits vducti may have a maximum Itfe 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 provrsions 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 likely to adversely affect listed species or designated critical 
habitat 

May Include agency biological assessment, associated maps, correspondence, e-mail, 
meeting notes, memoranda to the files, photographs, modifications 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 ISdetermined that a proposed action 

IS likely to Jeopardize the continued existence of listed species or destroy or adversely modify 

designated critical habitat 

Includes agency	 biological assessment, associated maps, correspondence, e-mail, meeting 
notes, memoranda to the files, photographs, modifications or changes to the proposed action 

or project, any necessary Internal compliance documentation, and the biological oprruon and 
Incidental take statement If Issued 

DISPOSITION	 TEMPORARY Destroy 20 years after Issuance of biological opinion and 
Incidental take statement or 20 years after last activity, Including monitoring, 
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 dunnq 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 modified Thrs 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, rnorntonnq and 

scopmq documents, meeting notes, initial consultation, Internal environmental compliance, 
studies, phone records, e-rnails, correspondence, and NEPA (National Environmental Policy Act) 
review process documents Including application, notice of Intent, environmental assessment, draft 
and final environmental Impact statements, public notice, and public meeting records 

DISPOSITION	 TEMPORARY Destroy 10 years after completion of consultation or 10
 
years after last activity, whichever IS later
 

Leqal References Fish and Wildlife Coordination Act 

50.) Fish and Wildlife Coordination Act Reports 

Biological 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 wildlife Done under the provisions of the Fish and Wildlife 
Coordination Act 

DISPOSITION	 TEMPORARY Destroy 10 years after completion of report or 10 years
 
after last activity, whichever IS later
 

Leqal References Fish and Wildlife Coordination 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 provrsion of the National 
Environmental Policy 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, decrsion document, scopinq 
documentation, public comments and responses, meeting notes, studies and analyses, 
correspondence and related documentation 

a. Record Copies, filed In the case, project, or plan file to which they relate 

DISPOSITION	 Dispose of In accordance with approved drspositicn instructions for the case, 
project, or plan file of which they are a part 

b. Other Copies 

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 activities that are environmentally sensitive to ensure the protection of 
threatened and endangered species and habitats Technical assistance IS provided outside the 

regulatory consultation process 

a. Technical	 Assistance Files 

Case file containing documentation of the assistance provided May Include request for 
assistance, correspondence and memoranda, copies of reports, permits, studies, analyses, 
and advrce 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 activity whichever IS 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 activity whichever IS sooner 

Leqal References Fish and Wildlife Coordination Act 
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Endangered Species 

53.} Critical Habitat Case Files 

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

a. Designation Case Files 

DISPOSITION	 TEMPORARY Destroy 20 years after desiqnanon IS revoked or otherwise 
cancelled 

b. Revocation Case Files 

Case files documenting the decision and action to revoke the critical habitat designation for a 
species or specific geographical areas 

DISPOSITION	 TEMPORARY Destroy 20 years after completion of revocation 

c. No Designation Case Files 

Case files documenting the consideratron process for a critical habitat designation where there 

was no designation of a critical habitat 

DISPOSITION	 TEMPORARY Destroy 5 years after last activity 

l.eqal References Endangered Species Act 

[14J 

Record Includes correspo nce, letters and memoranda, Internal direction, reports studies, 
analyses of raw data, and other s antive technical or screntific documentation utilized In the 
screening of candidate species and con status surveys to determine which species should 

be listed as threatened or endangered, and In th ng, dehstmq, or reclassifymq of appropriated 

species 

a. All substantive technical and screntific documentation 

DISPOSITION TEMPORARY Separate files Into one year sets an nsfer set to the 
Federal Records Center when It IS 8 yrs old Destroy set w 
old 

b. Material reflecting repetitive, routine, housekeeping activities 

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

54.} Endangered and Threatened Species Files 

Record Includes	 correspondence, letters and memoranda, Internal direction, reports, studies, 
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analyses of raw data, and other substantive technical or screntific documentation utilized In the 
screening and morutonnq of candidate species and conducting status surveys to determine which 

species should be listed as threatened or endangered, and In the listing, dehstmq, or reclassifymq 

of associated species 

a. Listing Case File 

Case files documenting the placing of a species on the threatened and endangered species 

lists 

DISPOSITION PERMANENT Transfer to NARA when 20 years old 

b. Dehstmq 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. Reclassification 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. Prehstmq and Candidate Case Files 

Case files documenting activities 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 file and 
destroy remaining portions 10 years after that 

(2) Unlisted Species 

DISPOSITION TEMPORARY Destroy file 20 years after last activity 

Leqal References Endangered Species Act 

This rep/aces USFWSI14 (See Item above.) 

Includes correspon e ,tters and memoranda, Internal direction, reports, studies, analyses of 
raw data, and other substantive e I or scrennfrc documentation used In the development and 
Implementation of recovery plans for the resto f endangered native species These plans 

Include but are not necessarily limited to proposals for cor measures and recommendations 
for land acquisrtron, management actions, and other efforts designed 0 ce the status of a 

particular species 

a. Approved Plans (arranged by species) 
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PERMANENT Separate files Into 1-year sets and transfer set to Federal 
Records Center when It IS4 yrs old Offer set to NARA 5 yrs after transfer to 
the Federal Records Center 

b. Matenal that supports evelopment and Implementation of a specific plan, including 

preliminary and draft plans 

DISPOSITION TEMPORARY Destroy after the goals of the plan are achieved, the 
plan ISsuperseded or otherwise r red obsolete 

c. Matenal that reflects repetitive, routine, or housekeeping-type 

DISPOSITION TEMPORARY Destroy when 3 yrs old or no longer nee 

56.) Listing Petition Case Files 

Petitions filed to list species as endangered or to dehst species. Petitions are evaluated and may 

initiate a review of a species status, If warranted Onqinal petitions are sent to the region with the 
leadership responsibility for the species evaluation Files may Include findings 

a. Petitions determined to warrant review 

DISPOSITION	 PERMANENT Transfer to NARA when 20 years old 

b. Petitions 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, publications, sciennfic and technical Journal articles, copies of 
correspondence	 and memoranda, and other reference matenals relating to specific species 

These files are technical reference files for species and do not contain any decrsion or activity 

specitic documentation 

DISPOSITION	 TEMPORARY Review annually and destroy superseded and obsolete 
rnatenals 

Leqal References Endangered Species Act 

These flies should not be used to document USFWS activities 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 petitions, listing history, surname 
tracking, species information, Federal Register notices, petitions, recovery plans, and related 
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litigation 

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 mamtamed within the database on an online system and regularly backed 
up to digital media 

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

c. Reports 

(1) Convenience and Reference Reports 

Penodrc and on demand reports printed to paper or digital 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 

Penodic and on demand reports printed to paper or digital 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 specified retention period of case file 
or records where reports are filed 

d. Systems Documentation 

Data systems specifications, file specifications, codebooks, record layouts, user gUides, and 
output specifications (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 violations of wildlife 
regulations and laws Complaint IS logged and sent to office or region for investigation Nature of 
complaint and date are listed 

DISPOSITION.	 TEMPORARY Destroy 6 years after last entry 

Logs are usually	 maintained in reatonet or neiionet oittce 

60.) Investigations, Washington Monitoring 

Copies of investigatory materials from Investigations conducted In the regions that the 
Washington Office IS morutonnq because of the nature of the investigation or the parties Involved 

DISPOSITION	 TEMPORARY Destroy 3 years after case IS closed 

fhv'esil-gat1Ve"'·Case~F.ile':~iJjM;~'~'~-:,,;~i';',,:!Ii'MR,t;G, NC1-22-78-1 [55],
?-W~..m<	 @»;,y';)J!fY;,ahY~ ~ '»~<>:<'M0~ <~~/~'KY~i~>1f¥?~<ti:.w:, 

Files a classified according toe the fish and wildlife law Violated Each classification has Its own 
Identity co nd each case thereunder ISfurther individualized by a number assigned to It A 
case file contat he name, address, place and date of birth, and any other appropriate 

Information concern: one or more individuals being investigated as a result of a Violation of any 
law for which the Service s enforcement 
action 

responsibility Also Includes the results of Investigative 

a. Paper records 

(1) 

DISPOSITION estroy when accuracy of microform has been 
venfied 

(2) When not reduced to microform 

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

b.	 Microforms records 

DISPOSITION TEMPORARY Destroy In Service 20 yrs after close of ca 

62.) Special Operations CaseFiles 

Investigative case files for special operations Special investigations are usually complex, national 
or International In scope, and Investigations 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 USFWSI55 (See Item above) 

63.) Law Enforcement Management Information System (LEMIS) 

Database on a server In Denver, Colorado, containing 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, including names, species, dates, and location
 

The investigations module contains Information on Law Enforcement investigations Including 

nature of investigations, names of parties, relevant dates, investigation synopsis, final 
adrudrcation, and case closure reports Because the investigations module contains approval and 

authorization information 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 Destroy after data have been entered Into the database and 
verified 

b. Database	 Records 

Database records maintained within the database on an online system and regularly backed 

up to digital 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 digital 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 digital 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 specifted retention penod of case file 
or records where reports are filed 
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ThIS is very much like USFWSI55 (See item 64 on page 28) 
Systems documentetton is covered by the General Records Schedule [GRS 20111a1 

64.) Notice of Violations. 

Copies of notice of violations Issued for violations of various wildlife laws and regulations that are 
maintained separately from investigative case files Official or record copies are usually 

maintained In the investigative files 

a. Proven Violations 

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

b. Unproved	 Violations 

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

These are disimct from USFWSI18, Permii vioteuons (See Item 109 on page 58 ) 

65.) Registration of Controlled Products 

Registration matenals 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 001 Solicitor authonzatron to prosecute Native Americans 
for Violations of fish and wildlife laws and regulations Files contain a copy of the report of 
investigation 

DISPOSITION	 TEMPORARY Cutoff at end of the year after case closes Destroy 10
 
years after cutoff
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Environmental Contaminants 

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

livestock, iculture, natural resources, and human beings 

a.	 Materia latlng to policy creation, development, and Implementation (Arranged
 

alphabetica
 

(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 
when It I rs old 

(2) All other copies 

DISPOSITION 

b.	 Material that documents routine accomplishment of the 

DISPOSITION TEMPORARY Separate file Into 1-year sets a transfer set to Federal 
Records Center when It IS4 yrs old Destroy the se hen It IS 10 yrs old f 

c.	 Material that reflects repetitive, routine or housekeeping activities ~~J~ 
DISPOSITION TEMPORARY Destroy when 3 yrs old or when no longer neede r;'~.~~(-J 

~~mm;;;~~~t;mi~~'~~	 NC1-22-78-1 [23J It 

I compilation of animals legally removed for purposes of damage control These 

compilations refle e numbers of each species removed and the techniques used Based on 

tabulations provided by t artlclpatlng states 

a.	 eglon (arranged by region, thereunder chronologically) 

DISPOSITION	 te file Into 5-yr sets and offer Immediately to NARA 

b.	 State reports 

DISPOSITION TEMPORARY
 
compilation
 

c.	 Special compilations 

DISPOSITION 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 
old 

File contains correspondence, docum esearch effort, and other substantive materials 

relative to (a) the development of animal removal technique , alnlng of EPA registration 

of those techniques, and (c) the arranging for the production of registered tec ru 
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RARY Destroy	 yrs a er t e ate 0 a given tec ruque as \DO"'''''''~ ('i_I.'Em3P96~~~~~~3~~~h~~~~~~h:::~~jr- ..• a Jj ~~L"'Ao;"~
been Irrevocably determine 9l>'4~OIlr,.) 

70.) Contaminant Assessment, Cleanup and Restoration Case Files 

Documents the role of USFWS as a trustee for natural resources and Its activities to Identify
 

natural resources (such as endangered and threatened species, migratory birds, habitats, and
 
wildlife refuges) Injured from hazardous substance contamination, recover damage from the
 

responsible parties, and plan and carry out restoration activities as part of the Natural Resource
 
Damage Assessment and Restoration Program (NRDA) These actrvrtres may be conducted on or
 
off refuge land
 

May Include proposals to conduct investigations or cleanup activities, damage assessments,
 
contaminant Identification documentation, requests for funding, budget information, analyses,
 
studies and surveys, court documentation, cooperative agreements, restoration and
 

Implementation plans, monitoring 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 

DISPOSITION	 TEMPORARY Destroy 20 years after last activity or 20 years after 
final disposrtron of case 

(2) Historical Contaminant Case Files 

Completed contaminant 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 the Service's annual report, 
resulted In significant controversy, received national or international awards, and/or 
was the subject of extensive litigation 

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

Leqal References	 Comprehensive Environmental Response, Compensation, and Liability Act
 
(CERCLA), Resource Conservation and Recovery Act (RCRA)OII 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 information collected on-site to Identify and descnbe
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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 ~Igltal data from other systems, and other 
matenals used solely as source data for database entnes 

DISPOSITION TEMPORARY Destroy after data have been entered Into the database and 
venfied 

b. Database	 Records 

Database records maintained Within the database on an online system and regularly backed 

up to digital media 

DISPOSITION TEMPORARY Delete entnes 10 years after all contaminant Issues 
documented by entry have been resolved 

c. Reports 

(1) Convenience and Reference Reports 

Penodic and on demand reports pnnted to paper or digital media containing portions, 
sum manes, and analyses of the data and used for convemence, reference, or 
drstnbutron 

DISPOSITION	 TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Penodic and on demand reports pnnted to paper or digital media contammq portions, 
summanes, 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 specified retention penod of case file 
or records where reports are filed 

Systems documentation is covered by GRSI20111 a 

NC1-22-78-1 [84J 

Files contain correspondence, nd memoranda, reports, studies, surveys, cartographic 
matenals, congressional inqumes and In 

preparation of an IS These statements address the ental Implications of the granting of 
permits and licenses by such Federal agencies as the Federal mission or the nuclear 
Regulatory Comrnissron for the construction of power plants, pumping stan rssion lines, 
storage facrlmes, and the like Environmental Impact Statements also address the acn 
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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 Implications Finally, these statements 
also address a res undertaken In accordance with specific pieces of Federal legislation such 
as the Rivers and Har ct of 1899 or the Federal Water Pollution Control Act of 1972 (NOTE 
Files do not contain the recor vironmental Impact statements 

Agency has responsibility for maintain I at record) 
The Environmental Protection 

a. Approved projects 

b. 

DISPOSITION TEMPORARY 
destroy 

Unapproved projects 

DISPOSITION TEMPORARY Retain for 5 years followi
project and then destroy 

ng any substantive In 

[33J 

DISPOSITION	 TEMPORARY Review file annually 
or when no longer needed 

73.} Hazardous Substance Spill Response Contingency Plans 

Documents planmng activities and development of response contingency plans related to 011 and 

hazardous substance spill and/or releases Includes draft and final plans, logistical and 
administrative procedures, resource Information, correspondence, and related documentation 
May also Include copies of contingency plans received from other orqaruzatrons 

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 activities, 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 denial of proposals to use pesticides on refuge land 
Proposals are approved by region offices 

a. Approved	 Proposals 
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DISPOSITION TEMPORARY Destroy 10 years proposal approved 

b.	 Demed Proposals 

DISPOSITION TEMPORARY Destroy 3 years after final determination 
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Facilities and Buildings 

76.) Employee Quarters Databases 

Databases containing information on government owned housing leased to employees Includes
 

quarters location, rent amount, tenant names, occupation dates, payroll deduction information,
 
and factors In 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 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	 Records 

Database records maintained Within the database on an online system and regularly backed 

up to digital media 

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

c. Reports 

(1) Convenience and Reference Reports 

Periodic and on demand reports printed to paper or digital 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 digital 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 decrsion 

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

Systems documentation IS covered by GRSI20111 a 
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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 rehabilitation of Service Facihtres to Include roads, 
trails, ponds, lakes, dams, utilities, structures, fences, betterments, and so forth, except as 

oted In Item 31 B below 

Record copy of such Items as survey maps specifications, tracings, bluepnnts, 
budgetary Information, and descnpnve matenals that are of sufftcient technical 
administrative value to be Included In the real property files (see Item 38) 

or 

PERMANENT Transfer to appropnate 
completion of given activity 

real property file upon 

(2) Reco copy of such Items as land survey notebooks, indices, computation and 
traverse heets, construction field notebooks, and other than final Iterations of the 
records d cnbed In Item 31A (a) above 

b. Project case files selected 

TEMPORARY Destroy when determined by competent 
to no longer be needed 

r architectural, hrstoncal and technological Significance 

authonty 

DISPOSITION" TEMPORA 
notes 

See General Records Schedule, Item 2a and associated 

c. Acquisrtron/Orsposal case files wlu 
comparable sales Information, locati 
Information 

Include property descnption, local market data, 
maps, value analysis, and any additional pertinent 

(1) For Service acqursrtron 

DISPOSITION TEMPORARY D troy documentation not Included 
property file 2 yrs a r acqursitron IS completed 

In real 

(2) For Service disposal 

DISPOSITION PERMANENT Transfer s stantive 
Destroy all others when no I 

records to new custodian 

(3) For proposed third party acquismon 

a. If acqursmon occurs 

DISPOSITION PERMANENT See Item 31C 

b. If acqursrtron ISdeclined 

DISPOSITION TEMPORARY 

d. Routine correspondence of an enqmeennq-pecuhar nature 

DISPOSITION TEMPORARY Destroy when 4 yrs 

77.) Engineering Drawings and Specifications 

These records document the design, construction, alteration, maintenance and rehabilitation of
 
USFWS facihtres and structures, both natural and man-made Drawings may exist as blue pnnts,
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Mylar, paper copies, or digital files In a computer assisted design (CAD) system Case files 
document activities associated with the construction, alteration, maintenance and rehabilitation of 
USFWS facurtres Including roads, trails, ponds, lakes, dams, utilities, structures, fences 
betterments, and so forth 

a.	 Drawings and Specifications 

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

DISPOSITION	 TEMPORARY Transfer to new custodian If property leaves 
USFWS custody. 

(2)	 Destroyed Structures 

Drawings and specifications 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 facrhty specifications and other long-term 
information for the factlrty or structure 

DISPOSITION	 TEMPORARY Transfer to new custodian If property leaves 
USFWS custody 

(2)	 Case file information of a transitory nature such as budget Information, construction 

contract financial information, and other rnatenals relevant to a specific task or tasks 

but not really providrnq long-term Important information about the structure or 
bUilding 

DISPOSITION	 TEMPORARY Destroy 6 years after completion or termination of 
activity 

ThIS rep/aces USFWSI31A (See Item above.) 

78.) Design Files (Job Files) 

Working files and information compiled In developing specifications for construction projects May 

Include public comment, draft specifications, reports, and cost analyses 

a.	 Substantive documentation and specifications used for long-term structure maintenance and 
modification 

DISPOSITION	 TEMPORARY Destroy 20 years after life of structure Transfer to new 
owner If structure IStransferred from USFWS custody 

b.	 Documentation, comments, analyses, and other rnatenals not used for long-term maintenance 
or modifications 
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DISPOSITION. TEMPORARY Destroy 6 years after project completion 

This rep/aces USFWSI31A1 (See page 38) 

79.) Bridge and Dam Safety 

Structural analyses studies of dams and bridges on property administered by USFWS Analyses 

are done to Identify any deficiencies and contains analyses data, summary information, copies of 
Inspections, and cost estimates to correct deficiencies 

DISPOSITION TEMPORARY Destroy when 20 years old 

These are not really covered by USFWSI31 (See page 38 ) 

DISPOSITION TEMPORARY Destroy 2 yrs after date of report 

80.) Energy Conservation Case Files 

Energy use and conservation materials for USFWS burldmqs, equipment, and vehicles Includes 

periodic energy consumption/conservation reports, data, correspondence, and related materials 

May also Include long-term statistical and trend data compilations and summaries 

a.	 Periodic energy consumption/conservation reports, data, correspondence, and related 

materials 

DISPOSITION TEMPORARY Destroy when 2 years old 

b.	 Long-term statistical and trend data compilations and summaries 

DISPOSITION TEMPORARY Destroy when 15 years old 

This rep/aces USFWSI83 (See Item above) 

81.) Facility Condition Assessments 

Case files for inspections and condition assessments of dikes, dams, buildmqs, roads, and other 
USFWS structures and facilmes Condition assessments are used to make resource allocation 

decrsions Files document all aspects of assistance and Include correspondence, reference 
materials, and inspection reports Files 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 burlt specrficatrons, maintenance information, correspondence, and other 
associated Information filed In engineering drawmq case files 

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 digital media 

DISPOSITION	 TEMPORARY Delete fuel tank Item entries 6 years after fuel tank no longer 
exists or IS otherwise removed from USFWS custody 

c. Reports 

(1) Convenience and Reference Reports 

Penodrc and on demand reports printed to paper or digital 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 

Penodic and on demand reports printed to paper or digital 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 specifred retention period of case file 
or records where reports are filed 

Systems aocumemeuon IS covered by GRSI20111 a 

83.} Leased Space Databases 

Databases containing Information on facilmes and properties leased by USFWS from GSA or
 
others May contain facihty names, descnptions, 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 entnes and not required to be filed as records 

elsewhere 

DISPOSITION	 TEMPORARY Destroy after data have been entered Into the database and 
venfied 

b. Database	 Entnes 

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

DISPOSITION	 TEMPORARY Delete facrlrty or property Item entry 2 years after property or 
facthty IS no longer leased 

c. Reports 

(1) Convenience and Reference Reports 

Penodic and on demand reports pnnted to paper or digital media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
distnbutron 

DISPOSITION	 TEMPORARY Destroy when no longer needed 

(2) Record	 and Case File Reports 

Penodrc and on demand reports pnnted to paper or digital 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 specified retention period of case file 
or records where reports are filed 

Systems documentetton is covered by GR SI20111a 

84.) Maintenance Management System (MMS) 

The Maintenance Management System (MMS) IS a database desiqned to optimize the 

management of deferred maintenance and capital Improvement activities throughout USFWS by 
usmq standardized procedures to document and Prioritize field facilrty and equipment needs and 
to report accomplishments 

a. Input Documents 

Draft working copies, copies of costs estimates, copies of budget Information, Input forms, and 

other matenals	 used solely as source data for database entnes and not required to be filed as 
records elsewhere 
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DISPOSITION	 TEMPORARY Destroy after data have been entered Into the database and 
venfied 

b. Database	 Entnes 

Records maintained In 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 

Penodic and on demand reports pnnted to paper or digital media containing portions, 
summanes, and analyses of the data and used for convenience, reference, or 
distnbutron 

DISPOSITION	 TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Penodic and on demand reports pnnted to paper or digital 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 specified retention penod of case file 
or records where reports are filed 

Systems documentation is covered by GRSI20111a 

85.} Real Property Inventory Database 

Database containing information on Items on Refuges and Fishenes property that are attached or 
affixed to the ground and valued at more than $5,000 Includes General Service Administration 
maintenance codes, estimated replacement cost, type of structure, acquisrtron year, year 
constructed (If 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 matenals 

used solely as source data for database entnes not required to be filed as records elsewhere 

DISPOSITION	 TEMPORARY Destroy after data have been entered Into the database and 
venfied 

b. Database	 Entnes 

Database records maintained within the database on an online system and regularly backed 
up to digital 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 digital 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 digital 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 decisron 

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

Systems documentation is covered by GRSI20111a 

86.) ReimbursableWork Authorizations (RWA) 

Reimbursable work authorizations submitted to the General Service Administration for work on
 
USFWS facilmes 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 facihnes Includes 
memoranda requesting and specfymq building changes, preliminary 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 [1J 

Any and all rec reated by the Fish & Wildlife Service that resulted In proceeds from 

contracts, leases, license, rruts, rights-of-way, easements or trespasses pertaining to lands or 
resources of lands which were WI n 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, P L 96-487,94 Stat dated December 2, 1980 ,.l'i-J ~i 
DISPOSITION	 TEMPORARY These records are to be destroyed when they a G,()~~ 

years old '6~..) '1~o :t.1l( ~ \ 
\~ ~.;A~Y' 
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Grants 

89.) Grant Application Files 

Applications, memoranda, correspondence, and other records relating to the decrsion to accept
 
grant proposals (I e , staff, reviewer, and panelist comments), and correspondence between the
 
staff and applicant
 

DISPOSITION	 TEMPORARY Transfer application to appropriate grant case file upon
 
acceptance
 

Unsuccessful epouceuons 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 specified by grant agreement and 

used solely to document compliance with grant provrsions 

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. Historical	 Final Products 

Record copy of final grant product not otherwise delivered to program office, library, or other 
recipient Final products selected annually by the project director as permanent because the 

product contains new research or conclusions, typifies a significant new method, documents a 
litigious process, received substantl,al media attention, or received substantial attention In 
USFWS annual report, 

DISPOSITION	 PERMANENT Transfer to NARA 6 years after grant IS completed 

91.) Grant Tracking and Transaction Systems 

Grant tracking and transactions systems used to track grants and Initiate payments and other
 
grant transactions Systems may also track and report grant number, grantee Identification
 
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 
001 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 matenals 
used solely as source data for database entnes not required to be filed as records elsewhere 

DISPOSITION	 TEMPORARY Destroy after data have been entered Into the database and 
venfied 

b. Database	 Entnes 

Database records maintained within the database on an online system and regularly backed 

up to digital media 

DISPOSITION TEMPORARY Delete grant Item entnes 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 

Penodic and on demand reports printed to paper or digital media containing portions, 
summanes, and analyses of the data and used for convenience, reference, or 
drstnbutron 

DISPOSITION	 TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Penodic and on demand reports pnnted to paper or digital 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 decrsron 

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

Systems documentation IS covered by GRSI20111 a 

92.) Grant Tracking Databases 

Grant tracking databases not descnbed elsewhere In this schedule Databases containing 
information on grants pertinent to the activity maintaining the database Contains grant amounts, 
grant numbers, proposal numbers, project officer name, and grant recipient Databases are used 

as a grant administration management tool and are not used to initiate payments or revocations 

Grant tracking databases Include the Bird Habitat Conservation grants and proposals tracking
 
database containing grant award and administration information including, grant and matching
 

funds amounts, fiscal Information, grantee name, location Information, project type,
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accomplishments, current status, and land acqursrtron 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 digital 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 digital 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 digital 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 specified 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] 

grants as well as requests 
case file documents project rnuestones-a 
technical, and fiscal aspects of the project, 
progress and completion reports filed by the gra 

DISPOSITION	 TEMPORARY Transfer to the Federal xecoros-cer 
conclusion of grant activity - If all GAO audit requrrerneojs 
satisfied Destroy 4 yrs after transfer to the Federal Re 
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NC1-22-78-1 [20J 

made available under provisions of the
 
(Pittman-Robertson Act), and the Federal Aid In F
 
Act)
 

DISPOSITION	 TEMPORARY Review annually and destroy all materials
 
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 application, grant agreements, grant modifications,
 
backup narrative documents, approval letter, reports, administrative correspondence,
 
certifications, disbursement Information, 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 litigation 

DISPOSITION	 PERMANENT Transfer to NARA 6 years after grant IS completed 

Leoal References 16 USC 669, 16 USC 777 

This rep/aces USFWSI16 and USFWSI20 (See Items above.) 

94.} Habitat Conservation Real Property Grant Case Files 

Wildlife conservation grant project files for grants Issued under the provisrons of various Federal 
laws, treaties, and international conventions that acquire, restore, or preserve real property for 
wildlife habitat These grants create a Federal long-term Interest In the property In the form of an 
easement or other encumbrance May Include grant applications, grant modifications, grant 
reports, property assessments, copies of deeds, easement Information, administrative 
correspondence, certifications, and disbursement Information 

a. Grant Case File 

Grant case file documents and matenals that document the award and administration of grant, 
excluding the documents necessary to document the Government's long-term rights and 
Interests In 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 matenals document the 
Government's long-term nghts and Interests In 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. Histoncal 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 litigation and 
excluding the easement and encumbrance documents descnbed In Item (b) above 

DISPOSITION	 PERMANENT Remove any easement or other encumbrance 
documentation that IS stili applicable and file appropnately Transfer 
remaining portion of file to NARA 15 years after grant IS completed 

Unsuccessful grant applications and. grant edmtnistretion flies are covered by GRSI3113 and 14 

95.} Wildlife and Habitat Conservation Grant Case Files 

Wildlife and habitat conservation grant project files for grants Issued under the provrsions of
 
vanous 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 Amencan 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 
nghts and Interests in real property (see grants-02) May Include grant applications, grant 
modifications, grant reports, grant final products, administrative correspondence, certifications, 
and disbursement information 

a. Grant Case File 

Grant case file documents and matenals that document the award and administration of grant 

DISPOSITION	 TEMPORARY Destroy 6 years after completion of grant 

b. Hrstoncal 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 litigation 

DISPOSITION PERMANENT Transfer to NARA 6 years after grant IS completed 

Leqal References	 Convention on Nature Protection and Wildlife Preservation In the Western 
Hemisphere 

Unsuccessful grant epoucetions and grant admimstration flies are covered by GRSI3113 and 14. 
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Litigation 

96.) Administrative Records (Legal) 

Administrative record compiled and delivered to the Departmentof Justice as part of the litigation 
process, compnsinq a non-record copy set of information assembled to document how and why a 
contested or controversial action or decisron was made by USFWS The administrative record IS 
organized and arranged per legal protocol and Includes an Index 

DISPOSITION	 TEMPORARY Destroy after final adjudication and expiration of all
 
appealpenods
 

[57} 

DISPOSITION	 TEMPORARY. Destroy when obsolete, superseded, or otherwise 
canceled 

NC1-22-78-1 

Includes nonrecord cop orrespondence, letters and memoranda, and all other substantive 
matenals concerning any lawsuit In w Service ISa participant The responsibility for 
maintenance of record rnatenal m thrs senes rests epartment of the Intenor 

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

Record Includes all substa 
of claims brought before the Court of 

DISPOSITION	 TEMPORARY Destroy upon expiration 
governs such claims In the case of tort claims, thc~'tl 

limitations expires In 6 years 
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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 certifications 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
 

[25J 

DISPOSITION	 TEMPORARY Review annually and rl.o",t..",
 
serve the purpose for which It was created
 

101.) Biological MonitoringFiles 

Documents rnorutonnq of permit activity effects on species and habitats to ensure compliance with
 

permit requirements and conditions for permits Issued by USFWS Often results In a periodic,
 
annual, or final morutonnq report May Include collected data, samples, detailed measurements,
 
correspondence, and related documentation
 

a. MOnitoring data that does not result In a periodic, annual, or final report 

DISPOSITION TEMPORARY Review annually, destroy obsolete and superseded material 

b. Monitoring	 data resulting In a periodic, annual, or final report 

DISPOSITION	 TEMPORARY Destroy 90 days after report completed and Information 
verified 

c. Periodic, annual, or final reports 

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

'BI~dm~~J~a~ies"-Il~::O(~Jlt_.';'	 ~'.INC1-22-78-1 [27J 

Includes a summary of the participation 0 r who IS Identified by permit number tJU"J ,,~ 
~~ie'et.te6-_	 Gio\l ' ',JDISPOSITION	 TEMPORARY Review annually and destroy when no longer ne - ffA-"~~ ~4t-~ I 

NC1-22-78-1 [15J
;.;.;:;;....;;.;.;:;;....;~:::::J 

Files Include
 
record copy of Instructions for comnl.oI~;nr,""""'LrI
nl·"f"'~'"
 
materials that descnbed permit policy development
 

DISPOSITION	 TEMPORARY Destroy when obsolete, superseded, or ".n,on",,,,,..., ___
 

canceled
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active, and "old" Inactive Each of these subdrvrsions has a slightly 

different arrangement. Files In s of all permit applications sent to the Service by 
Federal, State, and pnvate organizations, rvation groups, and pnvate Individuals who 
request permits for purposes of Importing, expo arch and other activities concerning 

endangered wild fauna and flora, either domestic or forerq also Include correspondence, 
Internal and external, dealing with the application process 

DISPOSITION	 TEMPORARY Destroy 3 yrs after expiration of permit, or terrm 
date of latest applicable condition 

104.) Recovery Permits Case Files 

Documents the application and approval or denial of permits Issued by USFWS which allow 

researchers to conduct activities Involving a listed species, such as surveymq, captunng, 
recovery, and/or handling, under the Endangered Species Act (Section 1Oa1a) for research 
purposes Case files document the application, permit approval or rejection. and rnorutonnq of 
perrrutee activities Applicants may be tested to ensure they are proficient In Identifying species 

pnor to receiving approval for certain permits May Include application, research proposal, 
application 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. Morutonnq Reports 

Documents penodic reporting by the permittee 
terms and conditions of the permits 

about detailed activities conducted under the 

b. 

DISPOSITION TEMPORARY Destroy 10 years after permit expiration 
termination date of latest applicable condition including 
morutonnq, whichever IS later 

Denied Applications 

or 5 years after 
all appropnate 

DISPOSITION TEMPORARY Destroy 1 year after final determination 

c. Other Case File Records 

DISPOSITION TEMPORARY Destroy 5 years after permit expiration 
termination date of latest applicable condition including 
rnorutormq, whichever IS later 

or 5 years after 
all appropnate 

Leqal References Endangered Species Act 

45 Day Reports are particularly valuable and actIVely used by staff biologists beyond the fife of the 
permit for the mformation they contam about species This replaces USFWSI17. 

105.) Native Species Permit Application Case Files 

Documents the application and approval or denial of permits Issued by USFWS to protect plants 
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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 vanety of purposes related to migratory birds and bald 
and golden eagles 

May Include applications, statement of findings, biological 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 If denied permit decisron ISappealed 

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

DISPOSITION Dispose of In accordance with disposition Instructions for the project or case 
file of which they are a part, or 3 years after permit expiration or latest 
applicable condition, whichever IS later 

b. 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 condition, whichever IS 
later 

(2) Denied Applications 

DISPOSITION TEMPORARY. Destroy 1 year after final determination 

Leqal References Endangered Species Act 

See separate series for Recovery Permits Case Files. This replaces USFWSI17. (See page 55 ) 

106.) Import/Export PermitApplication CaseFiles 

Documents the application 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 In 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 Information, Justifications for activity, movement and holding information, Import/export 
declaration forms, exemption certificates, 
advice, and related documentation May 
decision IS appealed 

scientiftc exchange certificates, exceptions, 
also contain appeal documentation If denied 

scrennfic 

permit 

a. Approved Permits 

DISPOSITION TEMPORARY Destroy 3 years after permit expiration 

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

ThIS rep/aces USFWSI17 (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 
Similar uses May Include applications, 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 

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

b. Denied Applications 

DISPOSITION	 TEMPORARY Destroy 1 year after final determination 

ThIS rep/aces USFWSI17 (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 matenals 
used as source data for database entnes not required to be filed as records elsewhere 

DISPOSITION	 TEMPORARY. Destroy after data have been entered Into the database and 
venfred 

b. Database	 Entnes 

Database records maintained Within the database or automated system on an online system 
and regularly backed up to digital media 

DISPOSITION	 TEMPORARY Delete entnes 10 years after permit expiration 

c. 

(1) 
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Periodic and on-demand reports printed to paper or digital 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 digital media containing portions, 
summaries, and analyses of the data and filed In a case file or as a records copy and 

used to document a program, activity, or decisron 

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

Systems documentation IS covered by GRS120111a. 

a.	 Proven violations 

DISPOSITION	 TEMPORARY Separate files Into - r sets and transfer the sets 3 yrs 
after parties have exhausted all apparent Ie 

b.	 Unproved violations 

DISPOSITION TEMPORARY Destroy 3 yrs after that determination has been m 

7 NC1-22-78-1 [19J 

a. 

DISPOSITION TEMPORARY Destroy after permit expiration or when no longer 
needed for reference 

b.	 Denials.
 

DISPOSITION TEMPORARY Destroy 1 year after action ISta
 

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, utilities operation, 
and airport nght-of-ways) May Include permit application, 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 

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

b. Denied Applications 

DISPOSITION TEMPORARY Destroy 1 year after final determination 

ThIS rep/aces USFWSI19 (See item above) 

111.) Guide Permit Case Files 

Documents the application and approval or denial of permits, Issued by USFWS, resulting from 
the competitive selection process for determining who may gUide on refuge land In gUide use 
areas Decrsrons may be appealed by gUides whose application for a refuge gUide permit has 
been rejected May Include refuge gUide notice or prospectus, gUide application, gUide 
references, sconng summary sheets, notification 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 rep/aces USFWSI19 (See page 58 ) 

112.) State Tagger Program Files 

Documents commurucatron and agreements With state fur and tagger programs to Identify 
mdrvidual 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 50Certificates 

Documents the application and certification by USFWS of fish pathologists under the provrsion of 
50 CFR 15 13 Once certified, fish pathologists can certify that Imported live or unprocessed dead 
fish are disease free 

a. Approved Certifications 

DISPOSITION TEMPORARY Destroy 3 years after certification expires 

b. Denied Applications 

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

a. al Status of the Volunteer Program Report 

b. 

Annual report s itted to the Director of USFWS by the Service Volunteer Coordinator 
containing information he number and age distribution of Service volunteers nation-wide, 
number of hours contributed, s of activities, and resulting benefits to the Service 

hen 10 years old 

Volunteer Program Report Files 

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

DISPOSITION TEMPORARY Cutoff after final report IS completed 
cutoff. 

N1-022-02-01 [1J 

Files 

a. 

b. 

DISPOSITION 

Printed Reports 

TEMPORARY tnes 8 years after termination of service 

Volunteer rosters printed for convenience or reference 

DISPOSITION TEMPORARY Destroy when no longer needed 
report 

N1-022-02-01 [2J 

or when supersede 

Volunteer program administration files documenting routine admm 
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eneral activities, usually maintained at the Regional Office Files Include Volunteer 
Application copies 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 atronal reports submitted to the national Service ., 
Volunteer Coordinator J J.t,. 

J'L~ , .ttJDISPOSITION	 TEMPORARY Cutoff at the end of the fiscal year Destroy _G.6.:~,~""',)~	 •. I 
after cutoff ~,..... A\JIC 

N1-22-91-1 [2J 

USDI Medical history for ent, Injury and treatment forms, parental permission portion of 
the USDI application forms Mamtame S Fish & Wildlife Service 

DISPOSITION.	 TEMPORARY Transfer to local Federal Recor s 0 days after 
separation of employee Destroy 40 years after enrollee employ 
terminated 

anon form and employment and training administration forms, personal and 
statistical information, an ollee performance evaluation, maintained by participating U S Fish 

and Wildlife Service facihtres 

DISPOSITION	 TEMPORARY Transfer to loca al Records Center 
30 days after separation of employee De 7 years 
after enrollee employment ISterminated 
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a. 

International, national, Interagency, and Internal bodies of a formal nature and 
Ulng importance, and presidential commissions for which the Service provides 

tp or administrative support (arranged alphabetically by body-title, 
r chronologically) 

PERMANENT Offer to NARA when 10 yrs old 

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

DISPOSITION Destroy 2 yrs after expiration of body 

b. Records created by boards, cornrruss , committees and other similar bodies 

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

ated records that document the 

a. for bodies descnbed 
chronologically) 

In 1A(1) above rranged by body-title, thereunder 

DISPOSITION PERMANENT Offer to when 10 years old 

b. for bodies descnbed In 1A(2) above 

DISPOSITION TEMPORARY Destroy when 5 yrs 
needed for reference, whichever occurs 

(2) All other records 

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

DISPOSITION TEMPORARY Destroy when 7 yrs old or no longer needed 

Il1te'rl)ltlQn.JI Ji!l're~ty,~C:cfY:!!l~i«( 

Includes copies of all treaties, conve a reements to which the United States 

Government IS a party and for which the Service has su onsibihnes for 
Implementation Also Included IS a record copy of each memorandum of un erstCme~..ex 
between the Service and ItS counterpart agency abroad 
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Record copy of memorandum of understand
anged by treaty) 

DISPOS PERMANENT Offer to NA
s eded 

mg and associated legal and technical materials 

RA when the agreement expires or IS 

b. Copies of treaties, conventions, 

DISPOSITION TEMPORARY 

c. Material reflectmg routine, repetitive, or housekeeping actrvi 

DISPOSITION TEMPORARY Destroy when 3 yrs old or no longer nee 

legislative 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 position pap addressmg a proposed piece of legislation, and materials created by 
others such as record of floor a n, final bill enrollment, a copy of proposed and final public law 
The responsibility for mamtenance 0 ord material m this senes rests with the Department of 
the Intenor 

a. For enacted legislation 

b. 

DISPOSITION PERMANENT Transfer to a Federal 
establishment or disestablishment de
that decision 

records 
cisron Offer to 

126.) Public Comments Databases 

Policy development public comments databases that track public comments regardmg proposed 
policies Includes such Items as comment number, date received, category of comment or 
question, name of Individual or orqaruzatron submitting the comment, and type of responder 
(Individual or orqaruzation type) 

a. Input Documents 

Draft workmg copies, copies pubic comments, Input forms, and other matenals used solely as 
source data for database entnes 
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DISPOSITION	 TEMPORARY Destroy after data have been entered Into the database and 
venfied 

b. Database	 Records 

Database records maintained within the database on an online system and regularly backed 

up to digital media 

DISPOSITION	 TEMPORARY Delete entnes when 10 years old 

c. Reports 

(1) Convenience and Reference Reports 

Penodic and on demand reports pnnted to paper or digital media containing portions, 
summaries. and analyses of the data and used for convenience, reference, or 
drstnbution 

DISPOSITION	 TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Penodrc and on demand reports pnnted to paper or digital media containing portions, 
sum manes, 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 specified retention penod of case file 
or records where reports are filed 

Systems documentation is covered by GRSI20111a 

127.) Economic ComplianceRecord 

Reports submitted to 001 containing the determination of economic consequences of USFWS 

recommendations and proposed regulations Contains background information, determination of 
major or minor Impact, and certification Completed under the provisrons of OMS 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 Databasesand 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 Identifier number, regulation, and USFWS divrsron proposing 
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rule. Includes the Regulation Identifier Number (RIN) Log 

a. Input Documents 

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 

b. Database and Log Records 

Database records maintained within the database on an online system and regularly backed 

up to digital media 

(1)	 Adopted Regulations 

DISPOSITION TEMPORARY Delete entries 6 years after regulation ISadopted 

(2)	 Unadopted Regulations 

DISPOSITION TEMPORARY Delete entries 6 years after entry 

c. Reports 

Penodic and on demand reports printed to paper or digital media and used for reference and 

distribution 

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

Systems	 documenteiton IS covered by GRSI20111 a. 

[11] 

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 (;,6\1yrs old 

v"}o'-"~ '1:"1 
130.) Policy Development Files	 ()p'.. ~on/lr ~~'t 

Policy development case files Records documenting major revisron of USFWS pohcies Records 
may Include planning and step down plans, biological Integrity studies and recommendations, 
draft copies of polrcres with Internal review comments, minutes of meetings, transcripts of public 

hearings, working and reference materials on policy development, Federal Register notices, public 
comments, and proposed pohcies Plans and policres mayor may not be formally adopted Into the 
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Code of Federal Regulations 

a. Adopted Policies 

(1) Policy 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 Information for policies that are adopted and 
published In USFWS Manual, the Code of Federal Regulations, or other 
USFWS-wlde policy documents 

DISPOSITION	 TEMPORARY Destroy 10 years after policy IS adopted 

b. Policies not Adopted 

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

DISPOSITION TEMPORARY Destroy 5 years after last activity 

The senes is not adequately covered by USFWSI11. (See Item above) 

131.) Public Comments Files 

Public comments received In response to Federal Register notices on proposed permit and
 

regulation activities
 

a. Comments Filed Separately 

Public 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 

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

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

This addresses pub/tc comments fIled separately from Rules and Requletsans case tiles, USFWSI11 
(See Item 129 on page 66.) 
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Includes correspondence and other records concerning the creation, development, and 
irnple tatron of the convention on Nature Protection and Wildlife Preservation In the Western 

Hemisphere 940 

a.	 Matenal re to policy creation, development, and Implementation (arranged numencally 

by subject-nurneri 

(1)	 Record copy 

DISPOSITION	 Separate file Into 2-year sets and offer the set to 
NARA when It IS sold 

(2)	 All other copies
 

DISPOSITION TEMPORARY Destroy when no 10
 

b.	 Matenal reflecting repetitive, routine, or housekeeping activities
 

DISPOSITION TEMPORARY Destroy when 3 yrs old or when no longer nee
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Record Includes	 In 0 regarding agricultural activities undertaken on Service-managed 

lands In accordance with cooper reements Case files Include the cooperative agreement 
as well as data concerning crop and animal s ields, acreage, grazing activities, forest 
production, and so forth 

DISPOSITION	 TEMPORARY Destroy 3 yrs after controlling agreement expt 
terminated 

134.) Airborne Hunting Reports 

Annual reports from the states filed under the provrsions 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 

Files pertain to the Ing and programming of the development of Service properties, and to 

their operation and mamtena cludes plans for operation and maintenance and for the 

development of physical Improvements des area master plans, cartographic materials, 
general and specific activity management plans, 0 

task directives, development concept plans, statements 

of medium and long range requirements, 
for m ment, and so forth 

DISPOSITION TEMPORARY 
longer needed 

Review files annually 

136.) Duck Stamp Contest Agreements 

Display and participation 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 IS 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, hcensrnq 
agreement, terms and conditions, and other materials pertaining to hcensmq 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' information and contest 
scoring Includes name, address, entry number, game species, medium, entry fee money order or 
cashiers check number, and contact information Also used to print mailing 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 online system and regularly backed 
up to digital media 

DISPOSITION	 TEMPORARY Delete entries 10 years after contest ends 

c. Reports 

Periodic and on demand reports printed to paper or digital media and used for reference and 
distribution 

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 IS covered by GRSI20111a 

139.) Geographical Information System (GIS) Data Files 

Geographical Information System (GIS) data files used solely to create maps for a variety of 
programmatic and administrative purposes and which are not used as a documentary record of 
the map The maps, as printed paper of digital Images, become part of the case or event 
documentation and are used to make determinations and decisions Includes geospatlal data 
files 
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DISPOSITION	 TEMPORARY Destroy 1 year after production of final version of map 

1	 [53J 

Includes reco aterials relative to Service projects abroad Including project descnptions, 
budgetary and contra I documents, and periodic progress and status reports 

a.	 Initial surveys, proiec onzation documents, final sum manes 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 IS not limited to
 

periodic reports and audits
 

DISPOSITION TEMPORARY Review file annually
 
needed
 

Map history a art history case files documenting the chronological events In planning,
 
surveymq, field work, p ction and revrsion of specific maps, and files containing or descnbmq
 
the sources of information for s c maps, Including map specifications, location diagrams,
 
notes kept by cartographers when maki a s or photographs from which information was
 
abstracted, correspondence, reports, bibhoqrap sts of sources, and papers showing
 

Information about the origin and spelling of place names
 

DISPOSITION	 TEMPORARY Review annually Destroy when map(s)
 
documentation relates IS Itself destroyed or when matenal IS no
 
needed
 

142.) Maps 

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 activities, land, land status, or structures, and which are not related to the
 

real property files Maps are produced for projects, studies, court cases, conqressronal mqumes,
 
trespass Investigations, and other requests
 

a.	 Record copy of maps that document or Illustrate a project or activity and Includes all electronic 
files and metadata associated with the map 

DISPOSITION	 TEMPORARY Retain for the specific retention penod of the case file or 
records that map IS associated with 

b.	 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 filed or named by org 
code prefix or suffix Project folders may contain notes, specifications, preliminary maps, and 

reference to location/ name of final map 

DISPOSITION	 TEMPORARY Retain for the speciftc retention period of the case file or 
records that map IS associated With 

d. Historical	 Project Maps 

Maps With associated electronic files 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 In the Service's 
annual report, resulted In Significant controversy, received national or international awards, 
and/or was the subject of extensive litigation 

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

e. Historical	 Systems 

Geographical information system (data files) selected by a national project director as 

permanent because they are large-scale, and national or multi-regional In scope and have 
suffrcient informational content to document USFWS organization, geographical distribution, 
major land uses,	 or other Information 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 historical systems (Item e ), such as data dictionaries, table 

structures, manuals, descnptron of coded Information and other system documentation 

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

ThIS rep/aces USFWSI62A (See page 77 ) 

NC1-22-78-1 [34J 

DISPOSITION	 TEMPORARY Review annually
 
needed
 

144.) National Wetlands Inventory (NWI) Maps 

Maps showing the characteristics, extent, and status of the nation's wetlands Produced to report 
to Congress on wetland status Final copy IStransferred to the National Archives and Records 

Administration 
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a. Maps 

DISPOSITION PERMANENT Transfer to NARA when 3 years old 

b. Case Files 

Working, reference, and background matenals used In producing maps May Include draft 
copies, notes, correspondence, and reference materials 

DISPOSITION TEMPORARY Destroy 3 years after map IS completed. 

Leoal References Emergency Wetlands Resources Act 

The series IS not adequately covered by USFWSI62A (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, Flonda 

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 initial transfer to take place within 5 years of the approval 
of this schedule 

a. GIS Data Files 

Electronic versions (digital line 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 File to NARA at 5 year Intervals, 
the initial transfer to take place Within 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 series is not adequately covered by USFWSI62A. (See page 77.) 

~a!iE~:wW&1f$'@l1rQve"'Q1q{Y1tBJi!~ifi~Q>~Yit~\~~a'iNC1-22-78-1 [85J 

~~TI\ It that had ItS inception more than 25 years ago and which IS 

unique In ItS content and purpose File me stantive correspondence, final reports, 
surveys, planning, programming and summary budgetary a reements and directions 
(arranged chronologically thereunder topically) 

a. Record copy 
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b. 

valuations of program status, associated studies and reports,
 
and any other substantive documentation ects 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-n:m;-;aifieii'rnSla~~~'f'\
 
longer needed to support the program activity of those programs
 

1• P"rogt1m\fMahageme",i:i_oCumen£fEile",i~;tf~ ~Y 1"7~ ~~	 yo 
- JII". _NC1-22-78-1'::',_:sf"~;141 

»;-:~~ ,!I 'N:;'>.	 </J~~' ~;':r&; ,~ h 

a.	 ram Management Documents (PMD) descnbe the long-range program policies and goals 

of the Ice As such they are the pnncipal source of gUidance In the areas of policy, 
budget, an ogrammatlc 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 Into 4-year sets and offer the set to 
NARA when It IS old 

(2) All other copies 

DISPOSITION TEMPORARY Destroy when no 

b.	 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 

150.} Species Management Administrative Files 

Administrative files kept on USFWS's species management activities for species USFWS has an
 

Interest In, or an authonty 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 Initiatives, and
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Federal Register notice files 

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

Leqal References Marine Mammal Protection Act of 1972, Wild 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 Marine Mammal Protection Act 
of 1972 and Wild Bird Conservation Act of 1992 Includes briefing statements, reviews of legal 
settlements, legislative development case files, Federal Register notification files, conservation 
efforts, records for meetings attended by USFWS staff on unusual mortality for marine mammals 
and marine mammal stranding panels, networks, events, and response activities 

DISPOSITION	 TEMPORARY Destroy when 40 years old 

Leqal References Marine Mammal Protection Act of 1972, Wild Bird Conservation Act of 1992 

USFWSI13 and USFWSI14 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 administration and contact Information, refuge visrtor statistical 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 digital 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 within the database on an online system and regularly backed 
up to digital media 

DISPOSITION	 TEMPORARY Delete entries when 15 years old 

c. Reports 

(1) Convenience and Reference Reports 

Penodic and on demand reports printed to paper or digital media containing portions, 
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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 digital 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 specified retention period of case file 
or records where reports are filed 

Systems documentation IS covered by GRS120111a. 

NC1-22-78-1 [72J 

number of vrsitors, total visrtor hours, types of vrsitor 
activrtres, visrtor Impacts on Service facIlities, of vrsitor transportation, and so forth 

DISPOSITION	 TEMPORARY Destroy when statistics are 5 yrs old or 
needed 
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ndlng aids such as data sheets, shot lists, catalogs, indices, and other 
textual documentation ne for the proper Identification, retneval, and use of the related 
audiovisual records as well as pro case files or similar files which Include copies of 
production contracts, scnpts transcnpts, or 0 ocurnentation beanng on the onqm, acquismon, 
release, or ownership of audiovisual productions ma r on behalf of the Service 

DISPOSITION	 TEMPORARY/PERMANENT DIsposition should be In
 
accordance with Instructions governing the audrovisual recor
 
which these files relate
 

155.) Library Catalog and Finding Aid Databases 

Documents the Inventory of and information about collections of publications, penodrcals, stili
 
photographs and Images, and similar 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 matenals 

used as source data for database entnes not required to be filed as records elsewhere 

DISPOSITION	 TEMPORARY Destroy after data have been entered Into the database and 
venfied 

b. Database	 Entnes 

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

DISPOSITION	 TEMPORARY Delete entnes after collection Item disposed of 

c. Reports. 

(1) Convenience and Reference Reports 

Penodic and on-demand reports pnnted to paper or digital media containing portions, 
surnmanes, and analyses of the data and used for convenience, reference, or 
distnbutron 

DISPOSITION	 TEMPORARY Destroy when no longer needed 

(2) Record and Case File Reports 

Penodrc and on-demand reports pnnted to paper or digital 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 
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DISPOSITION	 Retain for the specified retention period of the case file or records 
where reports are filed 

Systems documenietton is covered by GRSI20111 a 

(generally In pencil, Ink or colors on paper or tracing cloth), maps made with 
stickup and strrul hesives, and maps that bear significant manuscript annotations, changes or 
additions Included ps compiled by or on behalf of the Service for administrative, screntific, 
or exhibitory purposes, enclosures to reports or correspondence, original topographic plane 

table sheets terrain SIl''''TI~n''' nd nautical depth-soundings derived from field observations and 
surveys, final manuscript "sm sheets" and "fair sheets" showmq the results of surveys, maps 
or aerial photographic prints nnotateo with field survey information, proof sheets or overlays that 
bear annotations resulting from field ng or verification of survey data, or that are annotated 

to show source of information used on ap 

a.	 Maps that relate to other files whi ment activities address elsewhere In thrs control 
schedule Examples Ecological I Files, State Program Files, development 
Planning Document Files 

DISPOSITION PERMANENTITE Dispose In accordance with those Instructions 
that apply to the file with which cular map IS associated 

b. Maps that relate to Real Property Files (see Item rranged alphabetically by subject) 

(1) Record copy 

DISPOSITION PERMANENT Separate file Into 1 
when It IS 2 yrs old 

(2) All other copies 

DISPOSITION PERMANENTITEMPORARY Dispose of In '::","r'lC\rn 

Instructions that apply to Real Property Files 

C.	 All other maps 

DISPOSITION TEMPORARY Destroy when thy no longer serve the purpose for 
they were created. 

Files contain Infor al reports, instructional materials, scrennfrc or technical treaties, penodic 
survey, or narrative reports as other wise specified In this schedule Manuscripts of 
published materials are of value only s s they aid In venfyinq the accuracy of the associated 

publications and that purpose IS served within a s enod of time 

a.	 Manuscripts of published materials 

DISPOSITION	 TEMPORARY Destroy 2 yrs after publication 

b.	 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 0 ARA whe~lt~UJ 

IS8 yrs old '~flLi\i'r,~
n;;;;;&i;;~~W;H::H ,.{,AIJ4J.'~t%~ NC1-22-78-1 ~,,"4~-rf"Ii:	 [64J
~~~::.-::.-..;;;;;;;;.::.-~ 

a.	 Servrce-spc ed or produced films intended for distnbutron or public showing, other 
Servrce-sponsore roduced films that document agency programs and responsibilities, 
Inform the public about e ngered and other species, or document scienuflc events In which 
the Service IS Involved Samp ICSInclude whooping crane egg transplants to Grey's Lake 
National Wildlife Refuge, the bandm whooping crane chicks, the demise of swans from 
lead poisorunq at Mattamusket national e Refuge (arranged by title) 

DISPOSITION	 PERMANENT 

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

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

157.} Motion Pictures - USFWS Mission-Related 

Motion pictures created, commissioned, or acquired by USFWS and Illustrating or documenting
 
USFWS programs, activities, or Interests This Item does not cover motion pictures specifically
 

scheduled or Incorporated In another records senes
 

a.	 Motion picture films used to document substantive and mission-related USFWS activities, and 
having long-term value after completion of the purpose for which they were created 

Long-term value may be created If the motion pictures document or Illustrate an activity or 
subject that IS a precedent or basis for a significant policy change, IS Involved In extensive 

litigation, receives widespread media attention, ISwidely recognized as unique by specialists 
or authonnes 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 onqmal negative or color onqmal plus separate 
optical sound track, an Intermediate master positive or duplicate negative 
plus optical sound track, and a sound projection pnnt to NARA when no 
longer needed for duplication 

b.	 Motion picture films used to facihtate 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 of the case file or records the motion 
pictures Illustrate or until superseded or obsolete, whichever IS 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 categones a and b above
 

DISPOSITION	 TEMPORARY Destroy 90 after record copy selected or when no longer 
needed 
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ThIS rep/aces USFWSI64. (See Item above) 

NC1-22-78-1 [68J 

a. Relations Administration Files Files consist of memoranda and letters to and from the 

ardlng such tOPICSas arrangements	 for conferences and meetings, VISitSto 
htres, reference services, lost and found assistance, and other similar public 

b.	 rs and memoranda to and from the service relating to routine interaction 
..."",,,,r,,,, and State 

c.	 Publications Files ERIAL PUBLICATIONS FILE Includes copies of those publications 

created by or on be of the Service that contribute to an understanding of the organization, 
functions, policies, and res of the Service Included herein are annual reports such as 

Conserving our Fish and dllfe Hentage, Federal Aid to Fish and Wildlife Restoration, 
Administration and Status of the Manne Mammal Protection Act of 1972 , and one-time 

reports and studies of particul hcy-makinq significance TECHNICAL PUBLICATIONS 
FILE Includes copies of n es of penodrc publications created by or on behalf of 
the Service that address various or technical aspects of the mission of the Service 
and the accomplishment of that rrussi Examples of such publications senes are Wildlife 
Review, Fish Disease Leaflets, The P Fish Cultunst, Endangered Species Technical 
Bulletin senes POPULAR PUBLICATI FILE Includes copies of a large number of Items 

created by or on the behalf of the Service fo education of the general public about the 
alms and activities of the Service Examples publications are Desert Bighorn Sheep, 
Better Hunting and Fishing on Small Watershed cts, Buffalo Management, The Bald 

Eagle, and publications from the Conservation and similar Items 

(1)	 Publications pnnted by the Government Pnnt Office (GPO) Examples Include the 

rnsjonty of the titles In the senes listed In C a under "Managenal Publications" 
and "Technical Publications" A copy of each IS a atically provided by GPO to 

NARA 

(2)	 Publications pnnted by the Department of the Intenor 0 

organizations Examples Include the Endangered Spec: chrucal Bulletin senes, 
Biological Services Program News senes, and a rrunonty In the senes listed 
in C above under "managenal Publications" and "Technical P 

a.	 Record copy. (arranged by publication) 

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

b.	 All other copies 

DISPOSITION	 TEMPORARY Review annually Destroy when revi 
superseded, obsolete, or no longer circulated 

d.	 Press Release File (arranged chronologically) 
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Record copy (bound In 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 tOPICSrelating to Service (arranged chronologically) 

(1) Record	 copy 

DISPOSITION	 PERMANENT Separate file Into 2-year 
when It IS 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, communication, and related public relations activities by USFWS for 
educational or informational purposes, or to communicate Information about programs, pohcres, 
services, and events related to the mission of the Service Records may also document liaison 
activities with other Federal and state agencies, national and regional conservation organizations, 
educational institutions, youth groups, and other similar organizations May Include outreach 

requests, event planning documentation, documentation of media coverage and advertising, 
copies of mailing lists, follow-up evaluations, copies of outreach materials, correspondence, and 
related documentation 

DISPOSITION	 TEMPORARY Destroy when 3 years old 

This rep/aces USFWSI68 (See Item above) 

159.) Official News Releases 

Official USFWS	 news releases Issued for public dissemination 

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 rep/aces USFWSI68 (See page 79 ) 
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160.} Publications 

Published records produced by or for the USFWS or any of Its departments, programs, or offices 
and made available to the public Publications are created to contnbute to an understanding of the 
organization, functions, policies, and procedures of the Service They may Include one-time 
reports and studies, publications of policy-making significance, publications that address scientific 

or technical aspects related to the Service's mission, snapshots of Service Internet sites, technical 
bulletrns, and publications created to educate the general public about the alms and activities of 
the USFWS (such as newsletters, penodrcals, pamphlets, brochures, posters, and similar Items) 

a.	 Record Copy, maintained by office of onqm 

DISPOSITION	 PERMANENT Separate Into five year sets and transfer to NARA when most 
recent publication IS 5 years old 

b.	 Other Copies 

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

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

May Include working papers, mock-ups, art work, samples, camera ready copy, pnnt 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 repnntmq, 
whichever IS later 

This rep/aces USFWSI68. (See page 79 ) 

161.} Speechesand Comments 

Documents speeches or comments delivered by the Director or other high-ranking agency
 
officials on substantive tOPICSrelating to the rrussron, programs, or activities of USFWS
 

a.	 Record Copy, maintained by office of onqm 

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 rep/aces USFWSI68 (See page 79 ) 

One copy of each published map and portfolro produced by or on behalf 
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a.	 Recordmgs These records are created by the Radio/Tv Programs Staff, Assistant 
ubhc Affairs (arranged by title) 

(1)	 ICservice radio announcements concerning endangered species, Federal laws 
flora and fauna, and wildlife mformatron, radio news feature spots on 

flora and fauna, other broadcasts that highlight current Service projects and 
screntific development to which the Service IS a contnbutor An annual 

representative public service announcements should be made by the 
Service 

a.	 Con nal, mass-produced, multiple copy disc recordmgs - the master 
tape, m or stamper, and one disc pressmg 

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

b.	 Magnetic audio recording (reel-to-reel, cassette, or cartndge) - the 
onqmal tape or the rhest generation of each recording and a "dubbing" If 
one exists 

DISPOSITION ENT Separate files Into 5-year sets and offer set 
en no longer needed or when 5 yrs old 

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

DISPOSITION PERMANENT TEMPO Dispose of In accordance with the 
approved disposition mstru ns for the records of which they are 
a part 

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

(1)	 Public service TV announcements concernmg such res as endangered species 

research and recovery programs, law enforcement nd animal damage 
control projects, feature spots narrated by celebnties such Lorne Greene 
(discussing vanous laws and regulations governing tmportati of wildlife and wildlife 
products Into the U.S) and Paul Newman (attemptmg to e public 

regarding the protected status of birds of prey), announcements rnlng the 
annual Duck Stamp Contest, and similar presentations An annual on of 5 

representative public service TV announcements and public service should be 
made by Service 

DISPOSITION PERMANENT For public service TV announcements a 
service spots, separate into 5-year sets For news features, 
separate into 1-year sets Offer to NARA when no longer neeoea 
or when set IS 5 yrs old 
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Video recordings Included as part of a project file, case file, report or similar type of 
ecord 

PERMANENTfTEMPORARY Dispose of In accordance with 
proved drsposrtron instructions for the records of which they are 

ap 

ose of In accordance with approved 
disposmon instructions e records of which they are a part 

(3) Public Service TV Announcements and public servi ots not offered to NARA 

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, activities, or Interests Thrs Item does not cover audio recordings specifically 
scheduled or Incorporated In another records senes 

a.	 Audio recordings used to document substantive and mission-related USFWS activitres, and 
havmq long-term value after completion of the purpose for which they were created 

Long-term value may be created If the audio recordings document or Illustrate an activity or 
subject that IS a precedent or baSISfor a significant policy change, IS Involved In extensive 
litigation, receives widespread media attention, ISwidely recognized as unique by specialists 
or authontres 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 Cutoff at end of the year In which onqmal no longer needed 
for duplication purposes Transfer onqrnal 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 facihtate or Illustrate USFWS actives and programs not havmq 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 of the case file or records that the 
audio recordings document or until superseded or obsolete, whichever IS 
sooner 

c.	 Audio recordings created for the purpose of selecting the best quality audio recordmqts) 
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 rep/aces USFWSIlO (See Item above) 

164.) Video Recordings - USFWS Mission-Related 

Video recordings created, commissioned, or acquired by USFWS and Illustrating or documenting 
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USFWS programs, activities, or interests This Item does not cover video recordings specifically 
scheduled or Incorporated In another records series 

a.	 Video recordings used to document substantive and mission-related USFWS acnvttres, and 
having long-term value after completion of the purpose for which they were created 
Long-term value may be created If the video recordings document or Illustrate an activity or 
subject that IS a precedent or basis for a siqruficant policy change, IS Involved In extensive 
litigation, receives widespread media attention, ISwidely recogmzed as unique by specialists 
or authorities 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 Cutoff at end of year In 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 facihtate 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 of the case file or records that the 
video recordings Illustrate or until superseded or obsolete, whichever IS 
sooner 

c.	 Video recordings created for the purpose of selecting the best quality video recordmqts) 
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 rep/aces USFWSnO. (See page 82.) 

a.	 General Su t File Photographs maintained In the Washington Office by the Audio Visual 
Staff, Assistant D tor- Public affairs and by Public Affairs Officers In the regional offices 

Subjects Include Servi acrhtres 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.	 Black and white photographs - the original n 

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 mterneqanve, If available 
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DISPOSITION PERMANENT 
to NARA when 

Separate file Into 5-year sets and offer set 
no longer needed or when 10 yrs old 

b. ed and Unendangered Species File 35 mm color transparencies maintained In the 

Washlngto ffice 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 eparate file Into 5-year sets Offer onqmal transparency 
NARA when no Ion needed or when 10 yrs old 

to 

c. Onqrnal Artwork Onqmal sketches, drawirt an paintings created by Service staff artist In 
the Washington Office, who IS a member of the dro Visual Staff, assistant Director-Public 
Affairs. Subjects Include all types of flora and fauna me of the onqinal work appears In 

Service publications, or on posters used for publicity pur (arranged by subject) 

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

sets 

d. Photographs Included as part of a project file, case file, report, or similar 

DISPOSITION TEMPORARY I PERMANENT Dispose of In accordance 
Instructions for records of which they are a part 

with 

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

Stili photographs and Images created, commissioned, 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 senes 

a.	 Photographs and Images used to document substantive and mission-related USFWS 

activities, and having long-term value after completion of the purpose for which they were 
created, including official portraits of USFWS Directors and other senior management 
Long-term value may be created If 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 litigation, receives widespread media attention, ISwidely recognized as unique by 
specialists or authonties 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 onqmal 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 onqmal transparency or slide to 
NARA In 5-year sets when the most recent are 5 years old 

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

b.	 Stili photographs and Images used to facilrtate 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.	 Stili photographs and Images created for the purpose of selecting the best quality Image(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 

ThISrep/aces USFWSfl3 (See Item above) 

[76J 

Vertical and e film In black and white, color or "false color", including photo Indices 
f"'''''Iltrf'\'led mosaics), flight line Indices or coordinate grid systems used In finding 

a.	 on of the properties, operations, and conditions of the Service, or contain 

e In substance, arrangement or manner of presentation and 

unavailable In another , or document actual events or phenomena which are significant 
new technology and rep an advance In the state of the art 

(1) 

DISPOSITION Separate files Into 1-year sets and offer set to 
10 years old or when no longer needed, 

(2)	 copy negatives, mterneqanves, rCf"TITIC."'C'Iatives and glass plate negatives that are 
annotated 

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

(3)	 Annotate prints - one copy 

DISPOSITION PERMANENT Separate files Into 1-year 
NARA when It IS 10 yrs old or when no longer ne - whichever 
occu rs fl rst 

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 PERMANENTfT accordance with the approved 
disposition Instructions applicable to the records of W 

166.} Aerial Photographs 

Aerial photographs of USFWS refuges, properties, project sites, and other areas of Interest 
Photographs may exist as negatives, prints, or digital Images 

a. Aerial photographs commissioned 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) Digital 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 rep/aces USFWSI76. (See Item above) 
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Realty 

167.) Alaska Land Bank Agreements 

Agreements created with native corporations giVing management rights 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 pertaining to cemetery and historical 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 In 
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 Coben htiqeuon 

170.) Land Acquisition Priority System (LAPS) 

The Land Acqursitron Priority System IS a database used to document and Prioritize land 
acqursrtion needs, opporturuties, and requests Information IS also used In the formulation of the 
annual land acqursrtron budget request Information details the case for the biological necessity or 
desirability for preserving species and habitat on refuges by acqumnq 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 online system and regularly backed 
up to digital 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 digital 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 

Penodic and on demand reports printed to paper or digital 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 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 20111a]
 

Page 90 of 111 



USFWS Schedule Revision 08/02/2004 

171.) Property Acquisition and Disposal Records 

Acqursrtron/Drsposal case files which Include property description, local market data, comparable 
sales information, location, maps, contaminant surveys, value analysis, appraisals, and any 
additional pertinent Information Case files document property acquisitron and disposal activities 

for USFWS and for third party activities where the USFWS advised or assisted 

a. For USFWS acqursrtron 

DISPOSITION	 TEMPORARY Destroy documentation not Included In property file 2 years 
after acquisitron IS completed 

b. For USFWS disposal 

DISPOSITION TEMPORARY Transfer to new property owner/custodian 

c. For proposed third party acquisitron 

(1) If acquisrtron occurs 

DISPOSITION TEMPORARY Transfer to new property owner/custodian 

(2) If acqursinon IS declined 

DISPOSITION	 TEMPORARY Destroy record 2 years after declination 

Ttus replaces USFWSI31 C (See page 38) These records supplement the Real Property Files, Item 
180 

172.) Land Status Determinations 

Determinations on whether land IS considered public lands and available for conveyance to native 
corporations or other suitable entities Conducted by the Bureau of Land Management under 43 
C F R 26552 

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 administered lands including reserved or outstanding 
subsurface rights Files Include status map~ with tract numbers and boundaries, copy of deed, 
and legal opiruons concerning the status of provrsions 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.} Mineralsand Mining Files 

Case files on minerai and mining leases on USFWS administered land Issued by the Bureau of 
Land Management (BLM) and minerai and mining exploration and production activities as allowed 
to existmq subsurface rights holders Files document USFWS Involvement In ensuring that leases 
or claims are valid, that activities are conducted under any stipulated conditions, that the Wildlife 
and habitat are protected, and that restoration and rehabilitation IS completed after expiration of 
lease or abandonment of activities 

Files may Include copies of leases, plans and studies, permits, correspondence, activity logs and 

memoranda and reports documenting actrvmes, and other Information documenting USFWS's role 
In evaluating and administering 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 64,2931 and 29 32 

176.} Mining Claim CaseFiles 

Mining claim case files for mining claims on USFWS administered land Includes lists of claims, 
copies of mining claims, correspondence, and other associated materials for administering mining 

claim activities on USFWS lands Official mining claims are maintained by the Bureau of Land 
Management 

DISPOSITION	 TEMPORARY Review annually and cutoff expired claims and 
obsolete documents Destroy 10 years after cutoff 

Leqal References	 Mining Law, 30 USC 22, National Wildlife Refuge System Administration Act, 50 
CFR 27,50 CFR 70 4 
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[35J 

DISPOSITION	 TEMPORARY Destroy 4 yrs after year In which lease exprr 

178.) Oil and Gas Files 

Case files on 011 and gas leases Issued by the Bureau of Land Management (BLM) and 011 and 
gas exploration and production activities on USFWS administered land as allowed to existmq 
subsurface rights holders Files document USFWS Involvement In ensuring that leases are valid, 
that activities are conducted under any stipulated conditions, that the wildlife and habitat are 
protected, and that restoration and rehabilitation IS completed after expiration of lease or 
abandonment of activities 

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, activity logs and memoranda and reports documenting activities, and other
 
Information documenting USFWS's role In evaluating and administering the lease
 

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

Leqal References 16 USC 3101,30 USC 181, 30 USC 351, 43 CFR 3101 5 

USFWSI31 mentions copies of USGS records only Thts replaces USFWSI31. (See page 38.) 

179.) Pre-acquisition ContaminantSurveys 

Documents the review and survey of land conducted by USFWS contaminants specialists prior to 

USFWS acqumnq the land May Include notes, analyses and studies, reports, correspondence, 
and related documentation 

a. If land IS acquired by USFWS 

DISPOSITION TEMPORARY Destroy 20 years after completion of survey 

b. If land IS not acquired by USFWS 

DISPOSITION	 TEMPORARY Destroy when 3 years old 

c. Other Copies, filed In the case, project, or plan file to which they relate 

DISPOSITION	 Dispose of In accordance With approved disposition Instructions 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 
bluepnnts or structures, utility outlet plans, equipment location plans, inspection reports, 
building and equipm nagement and maintenance records, allowance lists and the title 

a. All records with the exce 

b. 

DISPOSITION roperty IS no longer 
Transfer to new custodian upon etten of sa
proceedings, or acceptance of purchase 

Site maps and surveys 

under Service 
le, trade, or donation 
mortgage 

custody 

DISPOSITION SEE ITEM 62 of this schedule 

181.) Real Property Management Information System (RPM IS) 

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 Inquires from the public, Congress, other government 
agencies, and to produce obligation reports 

a. Input Documents 

Draft working copies, copies of cost information, Input forms, and other matenals used solely 
as source data for database entnes 

DISPOSITION TEMPORARY Destroy after data have been entered Into the database and 
venfied 

b. Database	 Records 

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

DISPOSITION	 TEMPORARY Delete entnes 6 years after property IS no longer under 
USFWS custody 

c. Reports 

(1) Convenience and Reference Reports 

Penodic and on demand reports pnnted to paper or digital media containing portions, 
sum manes, and analyses of the data and used for convenience, reference, or 
drstnbution 

DISPOSITION	 TEMPORARY Destroy when no longer needed 

(2) Record	 and Case File Reports 

Penodic and on demand reports pnnted to paper or digital media containing portions, 
sumrnanes, and analyses of the data and filed In a case file or as a record copy and 

used to document a program, activity, or decisron 

DISPOSITION	 TEMPORARY Retain for the specifted retention perrod of case file 
or records where reports are filed 

Page 94 of 111 



USFWS Schedule Revision 08/02/2004 

Systems documentation IS covered by GRSI20111 a 

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 rep/aces USFWSI62B (See page 77 ) 

NC1-22-78-1 [42] 

Logs contain volume an technical Information regarding wells and reservoirs located on 
Service-owned or Service-utilized rear=....,r,,,,r 

DISPOSITION	 TEMPORARY Retain until reservoir IS no In custody of Service ~z.J ~i 
Upon sale or relinquishment of easement rights conve ~oJ(ft-
purchaseror owner (In case of easement relationship) 0 'f,.J',6~ f 

(t'- ~ .....1 
185.) Wilderness Studies	 A J't' 

Wilderness studies conducted to determine the suttabthty or nonsurtabihty of refuge land for
 
preservation as wilderness under the provrsions of the Wilderness Act of 1964 Studies and
 
recommendations become part of the 001 recommendations to the president Studies result In a
 

congressional wilderness area designation, no congressional designation, or were withdrawn
 

May contain copies of environmental Impact statements, wilderness study reports,
 
recommendations to the president, legislative bills, and summary environmental Impact
 
statements
 

a. Wilderness Studies 

Wilderness studies and recommendations presented to 001 
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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, legislative bills, correspondence, and summary environmental 
Impact statements 

DISPOSITION TEMPORARY Destroy 20 years after completion of study 

Leqal References Wilderness Act, 16 USC 1131-1136 
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Research 

Contains corresp nce from hunters and other participants reporting band recoveries, 
worksheets generated by andlng 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 Bird Banding Summaries under Permits (See Item 102 on page 54.) 

[28J 

various species 

DISPOSITION PERMANENT Offer to NARA annually 

DISPOSITION PERMANENT Offer to NARA annually 

189.) Fish and Wildlife Surveys 

Survey Information, data, and summary reports of fish and wildlife numbers and locations, 
including fish counts, weir morutonnq statistics, commercial harvest data, escapement, stream 

surveys, fish flow data, habitat data, species counts for fish passage at dams and riverine 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 USFWSI87B. (See item 195 on page 87 ) 

[32] 

species caught 

DISPOSITION	 TEMPORARY Review annually Destroy data which IS
 
needed
 

191.) Historical Wild Fish Health Survey Database 

Colorado State University Historical 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 similar Information (Information on 
pathogen and parasite Incidence among fish collected or studied by USFWS, state agencies, local 
governments, and tribes) Contains fish species, location information, test results and Identities 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 Into the database and 
verified 

b. Database	 Records 

Database records maintained within the database on an online system and regularly backed 

up to digital 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 digital media containing portions, 
summaries, and analyses of the data and used for convenience, reference, or 
distribution ' 

DISPOSITION	 TEMPORARY Destroy when no longer needed 
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(2) Record	 and Case File Reports 

Penodrc and on demand reports pnnted to paper or digital media containing portions, 
summanes, and analyses of the data and filed In a case file or as a record copy and 
used to document a program, activity, or decrsion 

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

d. Systems Documentation 

Data systems specifications, file specifications, codebooks, record layouts, user gUides, and 
output specifications (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, mspec anagement surveys, studies and investigations of the Service
 
by or on the behalf of the Congress, Inten ment and other Executive activities, and the
 

Service Itself
 ~ ~i 
G>o.Jbp..~

DISPOSITION TEMPORARY Destroy when 4 yrs old or when no longer neede 
[\~-J ~t>~~ ..~ 

193.) National Wild Fish Health Survey Database	 \""' P.wA '" 

Wild fish health survey database Including Information on pathogen and parasite incidence among
 

fish collected or studied by USFWS, state agencies, local governments, and tnbes, and contains
 

fish species, location information, test results and Identities 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 matenals used solely as source data for database 
entnes 

DISPOSITION	 TEMPORARY Destroy after data have been entered Into the database and 
venfied 

b. Database	 Records 

Database records maintained within the database on an online 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 digital 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 digital 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 specified retention period of case file 
or records where reports are filed 

d.	 Systems Documentation 

Data systems specifications, file specifications, codebooks, record layouts, user gUides, and 

output specifications (regardless of medium) relating to this electronic records keeping 

system 

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

Records maintained at the project management level and present a complete picture of each 

project from In tion to termination Projects Include, but are not limited to, the following 1) In the 

area of fish and wll production - the National Broodstock Project, Cooperative Striped Bass 
Project, Disease Control ects, Atlantic Salmon Restoration Project, 2) In the area of wildlife 

assistance - Columbia River B Improvement projects, Indian Assistance projects, Agricultural 
Assistance projects, 3) In the area 0 ulation management - waterfowl population surveys 
(e g , mourning dove, raptors), waterfowl ase control project, polar bear population control 
project, and satellite-supported Arctic goose pro ction project, 4) in the area of land 
management - Elk Refuge Range Rehabilitation Pro] Musk Ox Reduction Project, Crop 

Management projects-, 5) In the are of 'land and water res es - the Garrison Diversion Project, 
MIssouri River Project, Trans- Alaska Pipeline studies, water an astal resources analysis 

projects, 6) In the area of habitat preservation - Bald Eagle Pollutant , Pesticide Effects 

Study, Grassland Control projects, Black Duck Habitat Evaluation, 7) In the a of Interpretation 
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) 
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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. 

a. petent scientific or technical personnel either to be 
technical reports or elsew In project case files, or to be of such a routin
nature that their retention would n d significantly to the project file 

duplicated In 
e or fragmentary 

DISPOSITION TEMPORARY Destroy 6 
related project or projects 

ths after completion or termination of the 

b. Data determined by competent scientific or technical person to be of sig
beyond the life of the project on behalf of which they were compile 

DISPOSITION TEMPORARY Separate files Into 1-year sets and transfer 
Federal records center when It IS 5 yrs old Destroy the se
old 

~maJBfF~~h¥~77jiiR~7;: NC1

nificant value 

set to a J 
t when I 0 yrs (;~IJ~ lollS

fp',,~i 
-22-78-1 [88J Pc"" ? ..tt 

NC1-22-78-1 

Records are intamed at the laboratory or comparable level, and present a complete history of 
each project from I Ion to termination (completion) Includes procurement files, consisting of a 

copy of each contract or a ment for research services with appropriate modifications, changes 
or addenda, project authorization ments, technical characteristics, test results, drawings, 
specifications and photographs deeme ssary to document design modification, and 
engineering development, technical and progres orts, notice of completion or cancellation, 
reference to the location prototype models, films, or ot ems to bulky for inclusion In course of 
action on a project 

a. All substantive technical and screntific documentation 

DISPOSITION TEMPORARY Separate file Into 1-year sets and trans 
Federal records center when It IS 8 years old Destroy the 
yrs old 

e set to a 
set 

b. Material reflecting repetitive, routine, or housekeeping activities 
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Include r rts submitted by laboratones and other similar activities to document the Initiation and
 
degree of com on of projects, and consolidated reports prepared therefrom
 

a. 

DISPOSITION RARY Destroy 1 year after completion or cancellation of related 
projects 

b.	 consolidated reports, except as indicated In Item C 

DISPOSITION	 TEMPORARY Destroy up 

c.	 Consolidated reports, consisting of the record copy 0 h consolidated report and any 
feeder reports used for preparation thereof that contain tech I or sciennflc data not fully 
documented In the consolidated reports 

DISPOSITION TEMPORARY Destroy when 7 yrs old Transfer technic r scientific data 
considered by competent authonty not to already exist In the meal lJAi. 
Report Files (Item 91 of this schedule) to those files If that data con es to(;.o" 
be germane ' l1':/ \It) 

IQlandzD'1jtechnlclan~e""ort"Fne~'f .> ·¥j·~:~··d;!:;trf\':I·I;.;·lll NC1-22-78-1[91J ~",,,,.S\O~-r4_~.	 "".~. ._-..:t_..~,~". .,.d . 8> _ffll~fd~I!!liL/\ff1t:. , . - p-..JIJ"~~ ., 

Includes rec opy of unpublished manuscnpts of reports prepared In conjunction with projects,
 
article repnnts, stati and graphic compilations, sumrnanzations, and analyses
 

W annually Destroy when no longer needed 

200.) Patent Case Files 

Copies of reports of rnventrons, employee suggestions for pate 
agreements, and related matenal necessary to a patent case 

DISPOSITION	 TEMPORARY Destroy when 10 years old or when no longer nee
 
for administrative purposes, whichever comes first
 

201.) Research Studies 

These records document USFWS sciennfic research and Investigation of wildlife, wildlife habitat,
 
fish health, fishery biology, fishery management, and scientrnc research and investigation 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 Individual staff
 
researchers Species studies Included In this schedule may be funded directly through USFWS
 

appropnanons, by other government agencies, by grants, by contracts with pnvate-sector
 
businesses or other organizations, may be In conjunction with vanous 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
 
similar laws and regulations
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Files may contain Incoming and outgoing correspondence, memoranda, e-mail printouts, 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, specifications, preliminary and final research 
data, statistical analyses, tables, charts, graphs, computer printouts or analyses of scientrftc or 
engineering data, reprints 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. Historical 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 
International or national awards, and/or was the subject of extensive litigation 

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 

.I ,.:_~,"'R."'. -&,:.j£i; [39J,_.';',i-- NC1-22-78-1 

Machine-readable recor s information on sea lamprey population In the great Lakes
 

Physical characteristics, liVing environ , methods of collection are Identified Data IS used 0 .
 
to study population dynamics and the Impact of spo rnercial fishing on the population {~ r 1-,'f,<J .o~
 

Q,OUdUl'l.-:.l "'1 
DISPOSITION- TEMPORARY Review annually Destroy when no longer nee . ~T\4.0"';~ 

NC1-22-78-1 [40J
"---"-- ..... 

purposes 

DISPOSITION TEMPORARY Review annually 

Files Include miscellany of raw technical a a mulated at a refuge, hatchery or like 
activity, and Includes but IS not limited to, climatological readings, wa e s migratory 
or resident population counts, and production figures 
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Includes repo ared by Service personnel that document the accomplishment of an 

essentially technical or Iflc nature These reports are normally prepared by personnel 
working outside of the headqua vironment They are designed to show the status of either 
an mdividual or team effort and may be file rther a voluntary or mandatory basis These 
reports are not of enduring value 

DISPOSITION	 TEMPORARY Destroy 4 years after the completion rrnmatron of , 8....1 
the effort about which the document report or when the doc (;.0 ,,~£d v7« 
ceases to be of value, whichever occurs first p(Z.4lJio...w A<Af ~40MTj 

NC1-22-78-1 [44J 

DISPOSITION	 TEMPORARY Review annua y roy that material that has ceased 
to serve the purpose for which It was crea I~f

Coo" LP-I\I t.d,..... " 

,,..1.'01 ;~~ A\J,~II-" ~i 

Page 104 of 111 



USFWS Schedule Revision 08/02/2004 

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 case of loss of life of any human being on Service lands or 
In Service-utilized facrlrtres 

a. Record copy 

DISPOSITION 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 

"NUJ,"' .... ions performed by the Service personnel as a result of either 
perceived or suspected the health of either Service employees or other Individuals 

Files also Include records of any fo Inspections made as required by officials of the 

inspecting office 

a. Record copy 

DISPOSITION TEMPORARY Separate files Into sets and transfer the set to the 
Federal Records Center when It IS4 yrs estroy set when It IS9 yrs old 

b. All other copies 

DISPOSITION TEMPORARY Destroy when 7 years old or when no 10 oernesoeo 
whichever occurs first 

[1OJ 

File contain pleted Department of the Interior forms, DI-134 and 134C These forms are 
completed and fo 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 Identity 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 [ ~. I 

Gc()t.ll-tftd " 

~(1-'L ~ ,/O~ • ..Lt 
:'(~O~ " AJ\
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Index 
Record Series Title 

A-76 Policy and Procedures Files 

A-76 Studies 

Accountable Officers' Records (GRS Exception) 

Activity Report Files 

Administrative Records (Legal) 

Aenal Photographs 

Agncultural Cooperative Program 

Airborne Hunting Reports 

Alaska Land Bank Agreements 

Alaska Native Land Claims 

Alaska Subsistence Frshenes Case Files 

Animal Damage Control Central File 

Animal Damage Control Removal File 

Animal Damage Control Research File 

Annual National Status of the Volunteer Program Report Files 

Applicant Test Matenals 

Archaeological Permit Files 

Archaeological Resource Inventory and Information Files 

Audio Recordings - USFWS MISSion-Related 

Audiovisual Finding Aids and Production Documentation Files 

Audit Case Files 

Band Issuance Records 

Banded-Bird Recovery Letters File 

Biological Morutonnq Files 

Bird Banding Summanes 

Bird Banding Survey 

Boards, Commissions, Committees, and other Similar bodies In which the Service 
participates or has an otherwise definable Interest 
Breeding Bird Survey 

Bndge and Dam Safety 

Bnefing Statements 

Budget Preparation, Presentation, and Apportionment Records 

Central Files Databases 

Complaint Violations Logs 

Item Number 

11 

12 

88 

1 

96 

166 

133 

134 

167 

168 

27 

67 

68 

69 

115 

99 

34 

33 

163 

154 

35 

100 

186 

101 

102 

187 

121 

188 

79 

2 

3 

4 

59 
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Comprehensive Conservation Plans 

Congressional Inquiry Files 

Conservation Accomplishment Tracking Databases 

Conservation Agreements 

Conservation Easements 

Conservation Plans 

Consultation Tracking Logs 

Consultations, FERC 

Consultations, Section 7 

Consultations, Water Projects 

Contaminant Assessment, Cleanup and Restoration Case Files 

Contaminants Assessment Databases 

Critical Habitat Case Files 

Customary and Traditional Use Determinations 

Delegations of Authority 

Design Files (Job Files) 

Development Planning Documents Files 

Duck Stamp Contest Agreements 

Duck Stamp Contest Quarterly Royalty Report 

Duck Stamp Contest System (DSCS) 

Economic Compliance Record 

Electronic Mall and Word Processing System Copies 

Employee Quarters Databases 

Endangered and Threatened Species Files 

Endangered Species Recovery Plan File 

Energy Conservation Case Files 

Engineering Drawings and Specificanons 

Equipment Utilization Records 

Escrow Files 

Executive Orders and Proclamations Files 

Facihty Condition Assessments 

Fatal ACCident Investigation File 

Federal Regional Advisory Counctls 

Federal Subsistence Board Meetings 

Fish and Wildlife Coordination Act Reports 

Fish and Wildlife Surveys 

37 

5 

38 

39 

40 

41 

45 

47 

48 

49 

70 

71 

53 

28 

6 

78 

135 

136 

137 

138 

127 

8 

76 

54 

55 

80 

77 

9 

169 

10 

81 

207 

29 

30 

50 

189 
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FIsh Harvesting - Great Lakes
 

Forestry Records
 

Forms FIle
 

Fuel Tank Databases
 

General Correspondence FIles
 

General Perrrut FIles
 

Geoqraphrcal lnformatron System (GIS) Data FIles
 

Grant Apphcatron FIles
 

Grant Product FIles
 

Grant Tracking and Transactron Systems
 

Grant Trackinq Databases
 

GUIde Perrmt Case FIles
 

Habrtat Conservation Plan Database (HCP)
 

Habitat Conservation Plans
 

Habitat Conservation Real Property Grant Case FIles
 

Hazardous Substance Spill Response Contmqency Plans
 

HIstorical WIld FIsh Health Survey Database
 

Import/Export Perrrut Apphcatron Case FIles
 

lnspectron, Survey and lnvesnqatron FIles
 

Inspector General Complaint FIles
 

lnternatronal Country FIle
 

lnternational Project FIle
 

lnternatronal Treaty, Conventron, and Agreement FIle
 

lnvestiqatrons, WashIngton MOnitoring
 

lnvestiqatrve Case FIle
 

Land Acquisrtron Priority System (LAPS)
 

Land Status Deterrnmatrons
 

Land TItle Status Records
 

Law Enforcement Management lnformatron System (LEMIS)
 

Leased Space Databases
 

Leases, SIte Use
 

Legal Decrsion FIles
 

l.eqrslatrve Action FIle
 

LIbrary Catalog and FindIng AId Databases
 

Listmq Pennon Case FIles
 

LItIgatIon Case FIles
 

190 

72 

13 

82 

14 

103 

139 

89 

90 

91 

92 

111 

42 

43 

94 

73 

191 

106 

192 

36 

122 

140 

123 

60 

61 

170 

172 

173 

63 

83 

174 

97 

124 

155 

56 

98 
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Local Operating Procedures Files 

Maintenance Management System (MMS) 

Managerial Studies, Reports and Supporting Papers 

Manuscript Files 

Map History Case Files and Source Material 

Maps 

Maps, Real Property 

Memorandum of Agreement Files 

Migratory Webless Game Bird Management 

Minerals and Mining Files 

MIning Claim Case Files 

Motion Pictures - USFWS MIssion-Related 

Narrative Reports 

National Environmental Policy Act (NEPA) Files 

National Wetlands Inventory (NWI) Maps 

National Wetlands Inventory (NWI) Maps, Digital Version 

National Wetlands Inventory Classmcation System 

National Wild Fish Health Survey Database 

Native Species Permit Application Case Files 

Natural Area Files 

Notice of Violations 

Official News Releases 

011and Gas Exploration and Production Records 

011and Gas Files 

Organizational Records 

Patent Case Files 

Permit Tracking Database 

Permit Violations Files 

Personal Property Tracking Databases 

Plans and Schedules Files 

Policy Development Files 

Policy Documents 

Pre-acqursitron Contaminant Surveys 

Program Evaluation Files 

Program Files 

Program Management Document File 

15 

84 

16 

156 

141 

142 

182 

17 

143 

175 

176 

157 

18 

51 

144 

145 

146 

193 

105 

125 

64 

159 

177 

178 

19 

200 

108 

109 

20 

21 

130 

7 

179 

147 

148 

149 
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Project Files 

Property Acquisition and Disposal Records 

Public Comments Databases 

Public Comments Files 

Public Relations Project Files 

Publications 

Published Maps 

Rand D Data Files 

Rand D Program Files 

Rand D Project Case Files 

Rand D Summary Progress Reports Files 

Rand D Technical Report Files 

Real Property Files 

Real Property Inventory Database 

Real Property Management Information System (RPM IS) 

Recovery Permits Case Files 

Reference Files 

Refuge Case Files 

Refuge Compatible Uses Reports 

Refuge Contaminant Assessment Reports 

Refuge Management Information System (RMIS) 

Refuge Pestrcide Use Proposals 

Registration of Controlled Products 

Regulation Tracking Databases and Logs 

Reimbursable Work Authonzations (RWA) 

Renovations 

Report of Accident/Incident File 

Reports to Congress 

Research Studies 

Restoration Plan Case Files 

Rules and Regulations 

Sea Lamprey Data 

Special Land Use Permit Case Files 

Special Operations Case Files 

Specral Surveys 

Speciat Use Permits Case Files 

194 

171 

126 

131 

158 

160 

162 

195 

196 

197 

198 

199 

180 

85 

181 

104 

22 

23 

24 

74 

152 

75 

65 

128 

86 

87 

208 

25 

201 

44 

129 

202 

110 

62 

203 

107 

Page 110 of 111 



USFWS Schedule Revision 08/02/2004•
Species Lists 46
 

Species Management Administrative Files 150
 

Species Management Files 151
 

Species Reference Files 57
 

Specific Authorizations 66
 

Speeches and Comments 161
 

State Fish and Wildlife Conservation Grant Case files 93
 

State Tagger Program Files 112
 

Statistical Information Files 204
 

Statistics on VISitors to Service Facurtres 153
 

Stili Photographs and Images - USFWS MIssion-Related 165
 

Subsistence Board Staff Case Files 31
 

Subsistence Hunting Permit Case Files 32
 

Tagging Certificates 113
 

Technical/Scientific 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 MIssion-Related 164
 

Volunteer Personnel Files 116
 

Volunteer Personnel Rosters 117
 

Volunteer Program Administration Files 118
 

Water Rights Case Files 183
 

Well Logs and Reservoir Capacity Logs 184
 

Western Hemisphere Convention File 132
 

Wilderness Studies 185
 

Wildlife 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.) Policy Documents 

Took out" May exist as paper or electronic versions" As confusing In media neutral schedule 

8.) Electronic Mall and Word Processing System Copies 

Added 'TEMPORARY' to sub Items 'a' & 'b' disposition to make consistent with rest of schedule 

29.) Federal Regional Advisory Councils 

Corrected spelling of 'temporary' In sub Item 'b' 

30.) Federal Subststence 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 discussion with Subsrstence 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 "expirations" 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.) Biological MOnitoring Files 
Changed 'compliance to' to "compliance with' 

104.) Recovery Permits Case Files 

Added Item for other case file records 

142.) Maps 



Added Items d, e, and f to account for permanent maps, systems, and systems documentation 

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

Added Item for permanent systems documentation 

165.} Stili Photographs and Images - USFWS MIssion-Related 

Added 'captioned' to disposition Instructions for a2 & a3 

171.} Property Acqursrtron 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 meaning more clear as relates to predecessor 
database Dropped 'copies raw data' from 'a' description 
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