REQUEST FOR RECORDS DISPOSITION AUTHORITY

JOB NUMBER

N/ -O¥E-—0&~6

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

TO

Date Recerved
S/5/0&

FROM (Agency or establishment)
Department of the Interior

NOTIFICATION TO AGENCY

2 MAIJOR SUBDIVISION
Office of the Secretary

3 MINOR SUBDIVISION
N/A

In accordance with the provisions of 44 U S C, 3303a. the
disposition request, including amendments, 1s approved except for
items that may be marked disposition not approved or
“withdrawn™ in column 10

4 NAME OF PERSON WITH WHOM TO CONFER {4 TELEPHONE NUMBER

Pamala R Quallich 202-20K8-3909

DATE ARCHIVIST OF THE UNITED STATES

11-18-08| Aty s ane XL, a’/{onmgi

5 AGENCY INFORMATION

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

records proposed for disposal on the attached 4

mls not required [:] 1s attached. or

D has been requested

DATE SIGNATURE OF AGENCY REP?NTATIVE

May 14, 2008 /3,/144&@ (

1 lliel

TITLE
Office of the Secretary Records Officer

7 ITEMNO 8 DESCRIPTION OF ITEM AND PROPOSI:{) DISPOSITION

10 ACTION TAKEN
(NARA USE ONLY)

9 GRS OR
SUPERSEDED 10B
CITATION

1101 - Program Correspondence
1101 I - High-Level Ofticials
1101 2 - All Others

1102 - General Adnunistration Files

1103 - Suspense Files

1104 - Chronological Files

1105 - Transitory Files

1106 - Tracking and Control Files

1107 - Finding Aids/Index Files

1108 - General Reading Files

1109 Daily Schedules, Calendars, and Appointment Books
1109 1 - Secretary, Dep Secretary, Asst Secretaries,
Solicttor, Inspector General
1109 2 - Dep Asst Secretaries, Directors, Staff Assistants
1109 3 - All Others

1110 - Routine Procurement Files

1111 - Working Papers

1112 - Cobell Email Backup Status Notifications

[See Attached List of Record Description and Requested
Disposition Authority ]

[See Attached
Crosswalk]

115-109 PRLVIOUS EDITION NOT USABLE

STANDARD FORM 115 (REV 3-91)
Prescribed by NARA 36 CFR 1228



1100 — Records Common to Most Offices ,

1101 — Program Correspondence. Incoming and outgoing correspondence
concerning the actions, plans, and initiatives of an office.

1101.1 High-level Officials. Correspondence maintained by high-level
officials, including the Secretary, Deputy Secretaries. Assistant
Secretaries, the Inspector General. Solicitor, and Deputy Solicitor.

Disposition: Permanent. -Cut-etf-at-elose-of-ealendar-year—transferto
NARAafrer20veass. Cur ¢ff when ofCic alls Frmuas ol
19 OVEA, fAANSFIA T o Naka AFTER S YEArs, zf- P %5 wu‘w’ /
1101.2 All Others. Correspondence maintained in all other officés. Cha%$® Z;f;( Ll‘”
Ay <
Disposition: Temporary. Cut off at close of calendar year. Destroy after 5

years.

office. and other materials that do not serve as officia
program or the office.

Disposition Temporary. Cut off at close of calendar year. Destroy after 23 ‘_'Jow‘J by
(GRS 23-1) oS 2%

1103- -=Susmn\se Files. Papers arranged in chronological order as a reminder that
an action is required on-a-specific date.

Disposition: Temporary. Cut off when reply is received. no longer (/»QWA bz
Q

needed for agency business. (,)(b (&N
1104 — Chronological Files. Copies of outgoing communications, arranged by
date. and mamtained for periodic review by staff members and as a convenience

file.

Disposition: Temporary. Cut off at close of calendar year. Destroy after 1 year.

nsitory Files. Copies of correspondence messages., and other
documents maintaine 3 3 of documents Wh]Ch require no
official action, letters of transmittal, routing requests Tor 1


http:J.."'N~t:i.ft

involving no administrative or policy decisions and no special b &//2_5
compilations or re C.oJus< Y
2 3~7

Disposition Temporary. Destroy when no longer needed for agency

acking and Control Files. Logs, Registers, and other records used to
control or documen  correspondence, reports. or other records.

Disposition Temporary. Cut off at date of last entry. Destroy after2

23-8) | oS &7

status, subject files, or otlt inent information.

Disposition Temporary. Cut-off when superseded, or
aid/index are disposed. Destroy when no longer needed (if superse
with related records (1f not superseded). Zrb-

1108 — General Reading Files. Documents that contain copies of reports,
correspondence, or other information that concerns a specific subject or group of
subjects, maintained solely as a reference copy.

Disposition: Temporary. Destroy when no longer needed for agency business.

1109 — Daily Schedules, Calendars, and Appointment Books. Calendars,
appointment books, schedules, logs, diaries. and similar records relating to
meetings, appointments, trips, visits, and similar activities.

1109.1 Secretary, Dep. Secretary, Asst. Secretaries, Solicitor,
Inspector General. Daily schedules for the Secretary, Deputy Secretary.
Solicitor, Inspector General. and Assistant Secretaries.

Disposition: Permanent. Cut off when official’s tenure is over. Transfer to
NARA after 5 years

1109.2 Dep. Asst. Secretaries, Directors, Staff Assistants. Daily
schedules for all other officials whose schedule warrants retention, such as
Deputy Assistant Secretaries, Office Directors, and Staff Assistants.

Disposition: Temporary. Cut off when official’s tenure is over. Destroy
after 3 years.

Others. Daily schedules maintained by all other department
employees and contracto



YT,

Drisposttren—Femporan.-Destray when no longer needed for agency C“-‘*’

business. (GRS 23-5b) C{L

0 — Routine Procurement Files. Requisitions, purchase orders, and other

NOTE: Procurement fi
in this schedule.

or purchases in excess of $2.000 are covered elsewhere

o

fiscal year in which final payment is (L*{

3/7“

Disposition Temporary. Cut off at clos€
made. Destroy after 3 years. (GRS 3-3alb)

1111 — Working Papers/Drafts. Drafts, notes, correspondence. and other
working papers generated during program business. Drafts that show substantive
changes should be filed in accordance with the final document’s disposition
instructions

Disposition: Temporary. Cut oft when final version is produced, or at close of
calendar year if no final version will be created Destroy when no longer needed
for agency business

112 - Cobell Email Backup Notifications. These files document the receipt of
agenCy~guidance instructing employees to “print and tile e-mail messages that
relate to thdJhree Functional Areas of 1) American Indian trust reform. including
the High-Level lementation Plan or any of its subprojects; 2) the Cobell v.
Kempthorne litigatioisqr 3) administration of Individual Indian Money (1IM)
accounts.” Messages remihdjng employees of this guidance are received weekly
in electronic format, printed out™apd maintained in paper format by each Office

email access for length of service of employee with employing
longer needed, whichever is sooner. Retire to office files upon depa
employee from office, or to records center. Subsequent legal transfer of t

records to the National Archives of the United States will be as jointly agreed Cch&l bh
between the United States Department of Interior and the National Archives and -3 15-08
Records Administration. fun Aot &
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