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). J\J. .	 I~t,,~~ .f;¥i ; I LEAVE BLANK 
REQUEST FOR AUTHORITY DAI RECEIVED JOB NO 

TO DISPOSE OF RECORDS	 I 1 FEE 1977 
(See InstructIons on Reverse) NC 1 115 ~7 tTO	 GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDSSERVICE,WASHINGTON, DC 20408 NOTIFICATION TO AGENCY 

; ;' 1 FROM (AGENCY OR ESTABLISHMENT) 
In accordance wIth the prevrsrens of 44 USC 3303a the drsBureau of Reclamation posal	 request. including amendments. IS approved except for 

2 MAJOR	 Items that may be stamped "dIsposal not approved" or "WIth 
drawn" In column 10 

SUBDIVISION 

General Services Division 
3 MINOR SUBDIVISION 

Records Management Branch 
4 NAME OF PERSON WITH WHOM TO CONFER 15 TEL EXT 

343-9447Theodore M. Kilby	 J /.J.1-18 C .. .. ~d-JJ-, 
6 CERTIFICATE OF AGENCY REPRESENTATIVE	 (Date) ( Arch,VIst of the United States 

I ft!~y certIfy that I am authorized to act for this agency In matters pertaimng to the disposal of the agency's records. that the records proposedfor dIsposal In thIs Requestof 
___ pagels) are not now neededfor the businessof thrs agencyor wIll not be neededafter the retenil on periods specihed 

2-3-77	 Chief, Records Management Branch 
Date	 (TItle) 

,." 97 8 DESCRIPTION OF ITEM	 10SAMPLE ORITEM	 NO (WIth Inclusive Dates or RetentIon Periods) ACTION TAKENJOB	 NO 

conversl 
This comprehensive records disposition schedule supersedes 

all previously approved records sched.1es of the Bureau of 

Rec1amat:ion. Da.sposi.t.aonsfor mach.ine-c-eadahLe r-ecords 
appear in the "r·1achine-Reaoable Records Supplement" at 
back of thls schedule. NOTE: If the Bureau should oevel p
a new centralized ADP system, the 11achine-Readable Archiv s 
Divislon of the National Archives should have the opport ity
to review again mach~e-readable records series createo b 
the Bureau. 

Any record series--either textu~l or non-textual--created 
subsequent to, an%r not disposable by, this scheoule 
wlll be covered by supplementary recoros dispositlon
authority to be obta]neo from the ArchivesfT...ltional and 
Recoros Servlce. 

STANDARD FORM 115 
Revised January 1973 
Prescribed by General ServIces 

Admirustranon 
FPMR (41 CFR) 101-11 4 

115-106 
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l~O. ~~neral corre3~o~~ence. 

Correspondence, ~e~oranda, dlrectives, and reports related to 
Cff~ce or	 ?roject adminlstratlon. Subjects 1nclude establishing and 
rev19L~g offlce procedures, rules, and regulations; manage~nt reviews 
1n aroad functional areas; the control and scheduling of management
techniques; data process1ng as a oanage~ent tool; asslgning ldentlfying
names a~d	 sy~bols to Reclamation projects1 features, and structures;
USlng conferences and meet1ngs to promote admlnistrative matters;
deflning services and thelr location withln an office; employee p~
and benflts informatl0n; stock roo~ facilitles and their use;
SOllcitlng charitable contrlbutions; promoting purchase of savings
bonds; and the administration of safety programs. 

Destroy when superseded, revoked, or J years old. 

/100-1. Corresoondence. reports, transcrints of hearings, and related 
documents concerning studies or investigatJ.ons of Recl.amation 

, " administrative and management functions by the Congress. -, 

a. ,'-Commissioner'sOffice--Destroy when 10 years old. 
\ -. ' ~ .~. ! 

b. All other offices--Destroy when J years old. 

~100-2o	 ~Bnagement review case files. 

Destroy when 5 years old. 

/fCO-J.	 Designations of employees to certify items for publication in the 
Federal Register. 

Destroy when revoked or employee vacates position to which 
designation is asslgned. 

I~_f 

777
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100-4. Reclamat10n Instructions or Manuals 

v'a. Formal releases 

1) Record copy (Comnu.ssf.oner's Office )--PEIU1ANEI\T1'. Offer 
superseded releases to NARS when 10 years old. (Arr. by 
volume or ser1es number). ca. 2 cu. ft./yr. 

2) All other copies--Destroy when superseded or obsolete. 

~b. Regional supplements 

1) Record copy (Reg10nal office of or1gin)--PERMANENT. Offer 
superseded releases to NARS when 10 years old. (Arr. by 
volume or series number). ca. 1 cu. ft./yr Bureau-w1de. 

2) All other cop1es--Destroy when 1year old. 

100-5. Manuals of other agenc1es, such as Federal Personnel Manual, Federal 
Property Management Regulat10ns, Federal Procurement regulations,
General Account1ng Office manual and others. 

Destroy in agency when no longer needed for reference. 

100-6. Correspondence relat1ng to arrangements for V1S1tS, tr1ps, meetings, 
v--' and conferences, includ1ng accomodations and approvals of attendance. 

Destroy in agency when 6 months old. 

100-7	 Case records report~ publ~c acc~dents, ~~es, fa~t~es and ~sab~~t~es w~th 

related correspondence and mcludmg sl.llll.lar case records for occurences mvolv:LDg 

contractor employees: 

• Destroy 6 years after date of ~rx:wentv or 3 yeax:s_a~t~~_s_ettl~e:E;_o!" ~_ cIaam, 

"lOrE;	 USE Retention and Da sposd tion Instructions 975-1 and 975-2.for occvrreures 
'"""0\"1 11.5 i="eJ.~ ~I~f.e.s. 

100-8: Safety and Accidents Summary or Progress Reports. 

Destroy 1n agency when 5 years old. 

100-9. Safety program publlcatlons, posters, safety reminders, and other sl~llar 
/" promot1onal materials. 

Destroy when 1 year old. 

100-10. F1re fight1ng agreements and related correspondence. 

Destroy 1n agency upon terminatlon of the agreement. 
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110. Authorizatlons and Pollcles Flles. 

Correspondence, reports, and studies regardlng Reclamatlon authorltles 
and pollcies relatlng to the establlshment of nationwlde and reglonal
boundarles of Reclamatlon authorlties; and includlng comment from the 
public or other sources concernlng Reclamatlon authorities, actlvlties,
accompllshments, and related matters. 

a.	 Record copy of correspondence, memoranda, and public comments 
regardlng Congresslonal delegation of natlonal Reclamatlon 
authoritles, delegations of those authorlties to Reglonal and other 
levels of Reclamatlon organizatlon, and other Reclamatlon-wlde 
matters of a broad admlnistratlve nature. (Commissloner's Offlce)--
PERMANENT. Offer to NARS when 25 years old. (Ar-r, alphabetically 
by office, thereunder chr ono'Logaca'Ll.y}, 1 m/yr. C'a. - ~ c<.·..-f'i Iljt" 

b.	 Record copy of authorlties and publlc comments pertalnlng to 
reglon-wide Jurlsdictional matters, such as establlshment of 
fleld locatlons, delegatlons to field locatlons, and matters 
concerning establishment of field location boundaries and Ilmlts 
of authoritv (R~£donal LOffilli of Offer..	 e recordh-PERrv'.A...Tl!ENT. toc r.ec..res+ t',tS(~1A lC~N V.f~ orr. o-NARSAwnen 2,;/yea s o.ia, . a.Lphabet rcal.Ly by of'f'ace, and 
thereunder chr ono'Logacal.Iy}, ea. 1 in/yr. c:« ~ C{.~I'I./ /0 Lfrs 

c.	 All other coples--Destroy when 5 years old. 

110-1. Delegatlon of authority flIes. 

In-house delegatlons of slgnatory and other temporary authorltles 
lncludlng designatlons of Construction ~ngineers as representatlves of 
the contractlng offlcer. 

Destroy In agency when revoked, wlthdrawn, or expired. 

http:ono'Logacal.Iy
http:a.Lphabetrcal.Ly
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120.
 

120-1. 

A IJD-I. 
120-2. 

120-3. 

v' 

Natural Resource Conservation Reference Fil~. 

Letters of transmittal and other correspondence, reference reports,
and courtesy copies of studies created by other agencies, and related 
to major natural resources conservation programs. 

Destroy in agency when 5 years old. 

Natural Resource ConservatJ.on T,~orkingPapers. 

Statistical and other raw data, and preliminary reports related to 
maJor programs of resource conservation. 

Transfer to FARC when 5 years 018. Destroy when 10 years old. 
Ge,"!fher-ma..l I'nlleS"hgCL-+icl'l":.-- see, :rt~ A I~O-I) Mtl.c i-tl Vle.- YXea.ollAbie S()pple~'II~
Reclamation Eesource Conservation Responsibilities. 

Correspondence, memoranda, reports, and studies defining or interpreting

Reclamation's authorities in the development and use of natural resources,

including delegations from the Secretary of the Interior or Congress.
 

a.	 Co.emissi oner 's Office--PERM4JTENT. Transfer to FARC when 10 years

old. Offer to N&~S when 25 years old. (Arr. chronologically, and
 
thereunder by subject). ca. 1 cu. ft./ 10 years.
 

b.	 All other offices--Transfer to FARC when 10 years old. Destrmy when
 
25 years old.
 

Records relating to environmental impact statements. (~~'fM:Io:at;:t:..f.t+:b~
·'It'''13ce S FPIt?",t't.-t-) 

a.	 Heclamation copies of draft and final statements assigned D2S and FES
 
contro+ numbers and transmitted to Council on 2nvironmental Quality.
 

1)	 Commissioner's Office--Transfer to FARC when 10 years old.
 
gestroy when 25 years old.
 

2)	 All other offices--Destroy in agency when 10 years old. 

Transcripts of public hearings, or written comments solicited by the 
Bureau in connection with environmental statements published by the 
Bureau, related correspondence, and negative determinations of 
pn,,; ,...,-,nmpnt.. l ; mn.. rt . Arr. hI;) p""Jec-r. ,1" J P"C'J~( t, 

f t) Re,Sien<'l.1 OFfIce. c>f \.tYltl.lc.?Y"" 'n1et'esf - - Brea.k Fife... 1/ -}- •~1 '...£ r::Oon ' ,.<'I;J I I Of ~.	 ",,-"'!I'Vc:t lA - ~sfer 
- 10 r.r~I'OC wV}en ,\ v yeru-s- 0 0\, ~er ~ C;-Ppl"Cfria..te.. Rea ie~ \ • 

f1rd'l,v€.s CNkRS.l iNWef1 :::(S u€'ctrs (}ld, ,.,...12./ /., "'L> ,,~,I(j 7i 
o<) All &ltl€r oFFic.e.s -- ])Htr"-"t k-'t'e1-v ID '-irs old: 

c.	 Advanie or review drafts of ES together with supporting data,
narratives, exhibits, correspondence, preliminary reports, reference 
reports from other than Bureau sources, and other material generated
or gathered in prepartion of statements and their transII)ittalfor 
review, and incll~ding review comments ~ ./(C'IE f 6'1'/menfJ are '~"Iu.-led athel'aJ ..-t-
part- N f:17 (J../f'Cl1d,){. ·Fe'the EI5, 7J,1s IS t1- h1trthd?lfC":J re!cJ/,-ent8id ~r 'f-I.eCGQ. 

Destroy 5 years after issuance of final temerrt.sor- afters t.a 10 years
date of last document if no environmental statement is prepared 
or issued. 

http:C;-Ppl"Cfria..te
http:ConservatJ.on
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~d.	 Environmental statements of non-Bureau origin, transmitted to 
the Bureau for review and comment or acquired for reference 
purposes, and including all related correspondence or comments. 

Destroy when no longer needed for reference or when 10 
years	 old, whichever is sooner. 

It i d. 0 - '3 E ""/If'OV}W1€Mttt/ 'I.VKf~c..,± S~+etlV/e.«.-t~ / RY)'I mo..l QM.cLI 

plaM+- lite, IYlV0Yli-C1r'ies. o..~d OVl3"'IYl9 otlLt~. fOr 

VvtaAtto..5evYle,.vt+ 5+vvlf~s -- see !1etc..hiVle- R~oI.A.ble. 
Reeo('cls SvpplelMevrf-) I+eIM. A \&0 - 3., 
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122. Records Of Planning Boards, Committees, and Special Commission~. 

v- Correspondence, preliminary or reference copies of reports, informal
 
minutes of meetings of sub-committees, and other related material
 
received or created by Reclamation during participation in groups

empowered to study and propose major plans for multi-agency conservation,

development, and use of resources, or to consider special problems
 
related thereto.
 

Destroy when 5 years old. 

122-1. Official copies of minutes of meetings .and other periodic reports
(annual, semi-annual, program, or other issue) issued by the board /
or committee and sent to Reclamation. Arr, bl;J '1rtvrl ',",erev.tJ<2.r a, IIcilrot'). ~r, 

a.	 Commissioner'S Office --PER~~NT. Break file annually. Offer
 
to NARS when 10 years old.
 

b.	 Regional Office of Major Interest--PERMANENT. Break file 
annually. Offer to NARS when 10 years old. "'II:? I • 

c.	 All other offices--Destroy when 10 years old. " ~.. /10 tl> 

123. Proposed Reclamation Projects Investigations Files. 

Housekeeping correspondence, prelimiary studies with review comments,

supporting statistical and documentary data; and formal reports

including investigation status reports, final report with recommendation,

and studies of economic factors, special problems, water supply

availability, reclamation benefits for area studies, and other similar
 
matters.
 

For life of investigation (i.e., before project becomes authorized,
postponed, or abandoned)~ break file every 5 years and transfer 
5-year block to FARC immediatly. ~fuen the project is authorized, 
postponed, or abandoned, dispose of records according to 123-1,
123-2, or 123-3, whichever is applicable. 

123-1. Authorized Proj ect :nles. 

'fuen a proposed project is approved for construction, the :r:eCQrdSg, {i-"I}I'
WH1Jr#.r.'/~'1) r~m 171"_ tI'.',..I 

gathered in the investigations file ( Item 123 ) shall be~re-coee 
into the full range of decimal subjects applicable to the records as 
indicated in Records Management Handbook No.1. The re-coded records 
will for~ the nucleus of the subject files pertaining to the newly-
authorized project, and will contain further accumulations of records on 
those subjects for the life of the project. Use Retention and Disposition
Instructions applicable to the newly-coded subject identifications. 
For example: 

R&DI 500-3 for records related to geological investigations
R&DI 500-6 for records related to securing authorization for 

construction of the project
R&DI 502 for cost estimate records prepared during the investigation
R&DI 510 for correspondence concerning design, location, and 

construction of dams, and 
Other R&DI provided for specific subject files. 
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123-2. Postponed Project Files. 

~/	 Includes records described in Item 123. Upon receipt of official 
notice of postponement, transfer all records tp FARC. On reactivation 
of inv~tigation, withdraw all records from FAHC, and dispose of them 
according to Item 123. 

123-3. Abandoned Project Investigations Files. 

v/ Includes all records listed in Item 123. 

Transfer to FARC upon receipt of official notice of abandonment. 
Destroy 10 years later. 

123-4. Informal compilations of working data, computations, and information 
regarding proposed Reclamation investigations, and supporting./ narrative or statistical data contained in correspondence and reports,
EXCLUDING records listed in Item 123. 

Destroy 25 years after authorization of project, or 10 years after 
abandonment of project, whichever is applicable. 
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125. Proposed Project Investigations by Other Agencies. 

Correspondence and preliminary or summary reports concerning proposed 
resource development projects of other agencies, and submitted to 
Reclamation elther as a courtesy or for comment, 

Destroy	 when 10 years old. 

125-1.	 Public notices of hearings to be held for the purpose of securing
public comment on proposed investigations of other agencies (such as 
the Corps8 of Engineers), routine~ sent to the Bureau for reference; 
transcripts of these hearings; and other related matters. 

Destroy	 when 6 months old. 



Retention and Disposition Instr ons 
BlffiZAU OF RECLAMATION 

130	 LAWANDLITIGATIONRECORDS 

OK~llql11	 Correspondence Files. Corre .pondence concerning the Bur-au 's richt~ to hold 

and protect property, to participate in liti,;ation, to file claims and take 

other legal actions. Cor-r-espondence rel.1tin~ to subs Lant.Lve matters eventually 

is Lncorpor-at.ed into offici.::ll Reclamation Instruction • 

• 

]30-1	 Witness Files. Records relating to employee~' service as witnesses, includll1g 

~1~\11 requests for ani approvals of service, ~ reimbursements for expenses., AMA o'",-er 
II ~.~tlt\(" ~us. 

(iO Destroy when.:3 years old. 

]30-2	 Legislative History Fileso Case files related to legislation, such as Federal 

Reclamation Laws , affectinc t.he Bur-eau "e aut.hor-at.Les , acti.vities, and interests. 

Includes cor-r'espord ence, reports, copd.es of ler:isl<1tion, and data r-equeat.od by 

Congr es s to support the Bureau's connent.s , and Bureau conmerrt s , (Arranged by 

nnr-ber- of Law; ) 

a. Enacted	 leeisla~ion 

(1)	 Commi.ss s Transfer FARC5 years lE.wLoner-t	 Office--PEPJ.IANENT to after0 

is enacted. Offer to H/,RS 20 years later.
 

/Volume is about 4.0 cubic feet per session of Congress/
 

(2)	 .Regional office most affected-Destroy when no longer needed for 

reference. 

(3)	 All other offices--Des Lrcy when no Longer-needed for reference or 5 

years after enactm:::ntof law, whichever is sooner. 

b.	 Legislation not enacted 

• Destroy 2 years after legislation is killed. 

http:r-equeat.od
http:Lncorpor-at.ed


Retention and Dispos~tion Instru( ns 
Bl ..TRBJl.U OF RECL/IJ"IA7TON 

LAW & LITIGATIONRECOP.DS,continued: 

130-] Public Works Appropriations Files. Reference copies of LcgdsLatd.cn and Congressional 

cont.at ntng testimony relating the Bureau activities. 

•	 Destroy when no longer needed for reference or when 5 ye:rrs old, whichever is 

sooner. 

130-4 Law Enforcement Files. Correspondence and	 case files relating to theft, vandalism, 

0(( \ 1 unlawful entry, unauthorized occupation of Land , trespass and s Lrti.Lar'crimes
 

,Ill" 1
 
1 or cur-ing on Reclamation property. 

Destroy when 5 years old, or 1 year after sct.t.Lonerrt of any liti;~ationo• 

130-5 DamageClaims Case Files. Formal filinf~s of claims for danages , ifl\1c,i!,;ative 

reports, appraisals of damage, legal opinions, correspondence negotiating sct-le-

O~\ \11ment or denial of claims and related correspondence. Also includes co~jes of ~ ,'1 
surmons , subpoenas, complaints, rulings of the court and other reJa ted co rr-es--

ponclence and copies of court proceedings in cases \/11el'elitirration occurs. [Fo1' ~o-cn" VIe - re,,~1Ie 
u recon:.~ re.I tl-t-.U\ +<-' 

-+hl S ',+eY.'I I <;; a 
S v fpl UYI ev.-\-1 

a.	 Teton Damfailure claim cases-Destroy 3 years after audit Eli' $1;tl.8mQQt ::r~ It, o-~]
~f~r SL.>1\I~+- if- >'10 CUlt:9..it- occ.l..U'S, "3 

astieHS	 or wnen- 10 years~J:d if 110 audit oeeUl S. fl
 
RT,oJ~)7j(
 

b. All other Cq~ps--Destroy 3 years a:ter settlement. 

Rr~ference copies of decisions of the Comptroller General, secretary of the 

Interior, and other regulatory authorities conc ern.i.nc Bureau activities andoK 
~\\'1\11 authorities. 

•	 Destroy when no longer needed for administrative purposes. 

100 PaGe 10 

http:ern.i.nc
http:LcgdsLatd.cn


Retention and Disposition Instru' -ns 
BUILr:'AUOF RECLAMATION 

140 RECOIIDSAIIDFORMSMANA(TJFlIENTRECOIIDS 

Correspondence Files. Correspondence condernine the establishment of filine 

systems and records disposition systems; security of records; and the creation 

and use of forms. 

• Destroy when 3 years oLd, 

J..LO-l	 Pdvacy Act Records. Correspondence related to the administration of the 

Act, listings of records for rublicdtion in the Federal Rceister3 rates to 

be charr,ed for records fllrnished under the act3 transmittals and copies of 

special reports r-equ i.red from time to time (such as costs of maint a ining 

records subject to the Act" research time to locate rcords, and other s i.miLar 

matters). 

Dispose of accordf ng to General Records Schedule 14• 

140-2	 Record Disposal Files. Standard Form l15's, Reclamation-wide author'ities-, 
pertaining to non-record material, and local office authorities pertai:llng 

to non-record material. 

• Destroy when related records are destroyed. 

Jl~0-3 Record inventories and wor-ksheet-a, 
0'1- \11
'6\\"\ 

• Destroy when 2 years old. 

J..Lo-L. riling handbooks and guides. 

ole'61 "l/11 0 Destroy when superseded. 
1

Authorities to microfilm specific groups of records. 

• Destroy 10 years after microfilming. 

100 Page II 



Retention and D'i.sposi.Laon Jnstruf n 
BUREAU OF R~L/lJJ1A TION 

RECORDSANDFORMS RECORDS,MANAGEMEN'l1' cont.a.nucde 

Records Transfer Files. Standard Form 1351 s and other transfer a:7'eemcnts documers-; '.'1[; 

•	 . • (' FVr yYlQ..Ch ine - renA cJ, [e, _
tlng the trdllsfer of records to Nf\RS or to water user oreanlzatlOns.	 recorcts relo..fC?a· to "#1', 

"itevK) see Suppleolk-a<-t,eJ
.:ne.y.v A \ <to - ~ ) 

a. SF 135Is--Destroy when temporary records are destroyed in FARCoA 1year after 

permanent records are accessioned by NARS. 

b. Water User letters of agreement_Destroy when Bureau records are returned to the 

custody of Bureau. 

Forms Numbrical Files. Case files containing copies of each fOl~, revisions and 

related correspondence. 

K6~1''i111. Transfer to FARC3 years after fonn is superseded or becomes obsolete. 

Destroy 10 years after transfer. 

Forms Functional Files. Case files containing copies of each fom, revisions and 

related correspondence. 

• Destroy when form is superseded or cancelled. 

M /tNAG EJ.1ENT -- Se e, M~h\.,e.- Ret\L-AOJ,Ie. Re.eorc:Ls 
5uFple m~ ) ::r.+~ A \ #off( 

100 pq.:e 12 
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150.	 Correspondence File. Cor-respondence , memoranda, and reports related to the 
administration of office services such as mail delivery, communications and 
facilitles operations, and space management; and the establishment of 
pr-ocedures for routing and receipt of correspondence, regulating telecom-
munications traffic, releasing or assigning equipment and supplies,
issuing of travel authorizations and other credentials, securing trans-
portatlon services; and presecribing format and distribution of official 
correspondence. 

Destroy	 when 3 years old. 

150-1.	 Bureau Employee Directories File. 

a. Directod es 

1) Record copy (issued by Ccmmissioner's Office, E&R Center, and 
each Hegional office)--Destroy when 10 years old. 

2) All other copies--Destroy when superseded. 

b. Correspondence related to preparation, printing, and distribution 
of directories--Destroy 3 after issuance of directory 

months 

150-3.	 Communications logs and other statistical data recording use of 
communications systems. 

Jestroy	 when 3 months old. 

150-4.	 Posta] Estimate File. Postal estimates and related worksheets, 

Destroy	 when 2 years old. 
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150-5. Space Agreements Files. Space agreements and related correspondence. 

Destroy	 upon termination of agreement 

150-6.	 Issuances File. Logs, lists, or book covers recording issuance of 
transportation requests, travel orders or authorities, bills of 
lading, freight b~ls, tax exemption certificates, and other 
similar matters. 

Destroy	 when 2 years old. 

150-7.	 Identification cards and other similar credentials such as passports,
visas, and credit cards. 

Destroy	 when cancelled or no longer valid. 

Still photographs, created by the Bureau. 

Photographs selected as "archival" according Reclamation 
Instructions 356.2.3a, 356.2.6, and 386.5. ; original negative 

d 1 captioned print of each color or ack and white 
pho graph, color transparency, and . ~ernegative, w~th related 
index or other finding aids. rr. Il'l Ct/ phu.- V1VI'Vl er rc C;;'-1dtt'\1.)
1.) Com 'ssioner's Office--pe lanent. Offer to NARS-~~ 

in 5-	 blocks at 5- ar intervals. (rhf)~(Jctro.ph:, crwd,"'ot
r~~QIII"-.t J	 o-f?f:ce). c. c-.. I ,-.,,I '-1'~ 

2)	 Al¥other off I s-- MANENT. Offer to the Archives Branch,
FARC, Denver Fe al Center, Building 48, Denver, Colorado,
in 5-year blo s a 5-year intervals. _ 

CtL CV<..	 H. /4, , c. vrren+! '-(, Will deuC'C( ~e 111 rU-1ure d « to \-vJ 

b. Photographs n se"lected as chival," with related captions
and	 indexe -Destroy upon accep ce of parallel block of 

elections by NARS. 

c.	 pictorial records such as posters, original artwork, slide 
and filmstrips; the original and 1 r erence print--PEfL·1ANENT.
to HARS when 5 years old. (Arr. o.lphlA.-V\. ericc..\l~ j a. - 3 ;-t') ./ '-1,.) 

NNV 150-9. Official Motion Pictures of the Bureau of Reclamation. 

a.	 Original negative or color film, soundtrack, intermediate master 
positive or duplicate negative with optical soundtrack and one 
sound projection print of e~ch film produced or acquired by 
Reclamation--PER~ffiNENT. Offer to NARS when 5 y~ars old. -r,)
(()J'f<Lfl'1ecl }'i	 +He, 15cu.- If. neW'~ Ct1U11'.'i1 £{cz./-r"i'J fr(H?(. I{JI(O ~; (UJ/J~f f.{(,{t.m"jllfu;IL ell,;Y trt. 

b.	 Finding aids and production documentation such as data sheets,
shot lists, catalogs, indexes, or other tectual information 
required for proper identification, retrieval and use; including
production contract and case files, scripts, transcripts, records of 
f~lm origins, release, ownership, and other similar matters.--
PERMANENT. Offer to NARS along with the produc~io~~ to which they
relate. ("nM ....r(c( 1'1 I-;f(.e cf. /};/m, a..I1lwa/ vol. fI/lf1rnta!J 

c. Duplicate, multiple, or release prints of films--Destroy when 
obsolete or when film is removed from circulation. 

http:rhf)~(Jctro.ph
http:356.2.3a
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150-10. Photographic Services Files. 

Correspondence and reports relating to transmittal of photographs 
between Bureau officials, filling public requests for photographs,
providing information on availability of films, and other similar 
matters. 

Destroy when 6 months old. 



.... 

Still Photographs 

(	 !. '7 
}~)3	 )W; ~ a) Standard and special use photographs selected as "archival" 

J ~,(~

TV "	 according to RI 356.2.6A. Criginal negative and 1 captioned

print for each bl~ck and white photograph; original color
 
transparecny or color negative, a captioned print, and an
 
interne gat ive (if available) for each color photograph;

with related indexes and other finding aids.
 

1)	 Commissioner's Office. Archival photographs created 
by the Commissioner' s 1Y:AI:-E~,TT. to NARS-Office--F2:.. Offer 
NNV (vJashington, DC) in 5-year blocks at 5-year intervals .. 

(Arranged/numerically). ca. 1" / yr. 
"IphIL'

2)	 All other offices--Pill~1.d~NT. Offer to Archives Branch,
FARC, Denver Federal Center, Building 48, Denver,
Colorado, in 5-year blocks at 5- year intervals. 
(Arranged/numerically) ca. 4t cu. ft./yr.

hhw 

b)	 Photographs collected by the Commis~ioner's Office from other 
o~fices (duplicate prints of photographs for which the original
negatives are retained in the field office)--Destroy in agency

when no longer needed for reference. 

c)	 All photographs not selected as "ar ch ival," with related captions
and indexes--Destroy in agency upon acceptance by NARS of parallel
block of arch~val photographs. 

d)	 Other pictorial records such as posters, original artwork, slide 
sets, and filmstrips, with related finding aids; the original
and 1 reference print--PE?.:-1ANENT. Offer to NARS when 5 years old. 
(Arranged IAlp~-I1Vt'l'lerr{lil'p. ca. 1 cu. ft./yr. 

I~q 
.. 
~~~~;:J>~r;,p:~2fJ~ ..?e~ifr7i~~~~Jt~~~~~mFi;!:Yrf~~\i~~~~~~~~!~~~i~~\fJf)~ 

http:1Y:AI:-E~,TT.to
http:356.2.6A
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COOPERATIVE RESEARCH ACTIVITY RECORDS 

160. Correspondence File. 

Correspondence relating to the Bureau's participation in cooperative
technical and research activities with Federal and State agencies,
colleges, universities, cities, private organizations, foreign
governments, and foreign organizations. Subjects include bilateral 
exchanges of personnel, establishment of training or observation 
trips, arrangements for financing, and other similar matters. 

Destroy when 5 years old. 

160-1. Cooperative technical and research activities agreements files. 

a.	 Agreements with foreign governments or organizations--Transfer
to PRC 3 years after termination of agreement. Destroy when 
25 years old. 

b.	 All other agreements, not involving exchange of funds--Destroy
1 year after termination of agreement 

c.	 All other agreements, involving an exchange of funds--Dispose
of in accordance with Retention and Disposition Instruction 330 

160-2. Cooperative National Programs Files. 

Correspondence, reports, and general housekeeping records created 
by the Bureau in administering Youth Conservation Corps, Job 
Corps, and other programs delegated to it by the Congress. 

Dispose of in accordance with Reclamation Retention and Disposition
Instruction pertinent to the type of record (e.g., Personnel 
records, procurement records, correspondence). 



-17-

170.	 Emergency and Disaster Operations Correspondence.
Correspondence and repotts relating to Reclamation participation in National 
Defense activities or administration of loans for disaster relief, pro-
tection of personnel and property during emergencies, establishment and 
maintenance of relocation centers for Bureau activities affected by
emergencies, and cooperation with state and local authorities in similar 
programs. 

Destroy when 5 years old. 

170-1. Catastrophes Investigations Files. Correspondence, reports, transcripts
of hearings and similar records created during investigation of causes and 
effects of disasters affecting, and failures of, Reclamation structures or )
facilities. (Af'(4Q~ 05 cu.'>e. Pl-j \l\CvIM.€. of projecJ I +\'\QrwVl&el' rc 110\ 0 ~l cc.fl Y If.~-e-	 c\t

a.	 Major catastrophes (resulting in loss of life or permanent major damage 
to Reclamation structure or facility) 

1)	 E and R Center--PER~~NT. Transfer to FARC 10 years after close of 
investlgation. Offer to NARS 25 years after close of inv~stigation.
3 C-I.\..\C+. 1~e<~UVYlV\ctte.t:t VlDW. Volvl'Vl€'- C;l.epet.1~~ U'/?OVl. ocCvrret,.l(le... of- oI..15/As-ter,../1,e 011/4

vYl"-lor CClTGtstryphe <;0 (-c...- ~IQ'> \'?{,-4l- 1117(" r~l\.:j\vre 0(- Te....~ Pt\.w.~ J2) Reglonal Office most affected--Transrer ali records to E and R 
Center 5 years after incident. E and R Center dispose of records 
as in 1 above. 

b.	 Minor catastrophes (resulting in no loss of life and only minor
 
damage to Reclamation structure or facility)
 

Destroy all records 10 years after incident. 



I 
Retention and	 Disposition In 'ctions 
ffiJ.&\U OF RECLAMATION
 

RE"coR..DS
170	 EMERGENCY AND DISASTER OPERATIONS SOF:Rf!SPOlfflElMffi!l,continued: 

170-2	 Local office plans for security and protection of personnel, features,_nDd 

structures. 

• Destroy when superseded or obsolete. 

170-3	 Instructional material advising employees of evacuation plans, protective 

facilities, alert systems, first aid training, and related activities. 

• Destrqy when superseded or obsolete.
 

170-4 Records of access, entry, visitors, and traffic.
 

• Destroy when 6 months oldo 

170-5	 Loan agreement records. Records of transactions, agreements, and related 

correspondence, relating to providing relief from floods, droughts, and 

other disasters. 

• Destroy 3 years after payment of loan or termination of agreement. 

170-6	 Disaster claims.
 

oz • USE Retention and Disposition Instruction 130-5
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I	 Retention and Disposition lnst t:.ions 
BUReAUOFRECLAMATION 

180 PUBLIC RELATIONS AND INFORMATION RECORDS 

General Correspondenceo Correspondence relating to the adMinistration of 

public relations programs and the release of information through press 

bY" releases, brochures, displays, exhibits, publications, radio and TV, and 

public gatherings. 

• Destroy when 2 years oldo 

180-1 Lectures and Speeches Files.
 

\'CGd...,res + S~eec.l1es of w\-,e. Sec q . o~ 'l-'ke. :LVlterlcr
 
a.	 ~fiQ~ta.~· sf =&fie:mter 10%, leewPQs AAoQ &PQQQR9S sf relating to 

Bureau of Reclamation activitiesl~. 

1.	 Record coP.1, Comissionerls office---Destroy When10 years old. 

2.	 All other copies---Destroy when 3 years old. 

Ledvre!O ClMcl speeckes cE 
b.	 ,ACo:n:missioneI'of Reclamation and other high-level Bureau personnl'3l1) 

5p9SSRe& related to Burean activities (Arranged alphabetically by 

surname). 

1.	 Record copy, Commissioner1s office-PEHMANENT, Offer to NJlRS 

when 10 years old. /Estimated volume, 3 inches per year/ 

~. All ~!"'I' UJrl~~. be.~-\r(t--'-1 wkeM... 3 '-1€Ars olJ. 
Audio and video recordings. Original or earliest generation recording or 

kinescope of recording; sound r-ecordangs , master. tapes, matrix or stamper 

and one disc pressing of each conventional mass-produced multiple copy 

disc recording and the original tape for each magnetic tape for each 
.:wcL 

magnetic audio tape recording. Also include finding aids ~ production 

documentation.wfieH ~Ia~le. 

•	 PERMANENT, offer to MARS when S years old. (ttI'I'OMife£ 1)1./ '"NHe, .sCtL ,If. nOw ;1<; 
ttlf~I'}{'Cfi M1I1Vtlf acwn((/!a-f,cx- /e s s 

<It; IiA1 / C-<.< - H) 
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PUBLIC RELATIONS AND INFORMATION RECORDS, continued: 

180-3.	 Press releases of the Bureau of Reclamation 

a. Record copy, office of origin--PERHANENT. Offer to NARS when 
5 years old. (Arranged chronologically) 1 in./5 years. 

b. All	 other copies--Destroy when one year old. 

180-4.	 Press Releases from other agencies--Destroy when one year old. 

180-5.	 Publications ori inated and rinted b the Bureau. In-house 
publications of a formal nature specifically ~repared for 
public distribution or sale) such as "Linings for Irrigation
C~alsl." "TecI;mical Records of Des i.gn and Construction)" ~ Recl/lM1lL+,O,,\N 

j::'<""CL," '4A'Ie.. of-~I(,lcl clFC\('te.r'~ ('{II-dc~'ho~ h"\C~tl.l..Vl~. 

a.	 Record copy, office of origin--PER~~NT. Offer to NARS when 
5 years old. (Arranged by subject). ca.! cu. ft./yr. 

b. All	 other copies--Destroy when no longer needed for reference. 

180-6.	 Publications of other agencies.--Destroy when no longer needed for 
reference. 

http:h"\C~tl.l..Vl


Retention arn Disposition In ctions 
BUREAUOF RECLAMATION 

l80 PUBLICRELATIONS INFORMATIONAND RSCORDS,continued: 

1130-7	 Informational releases of a continuing nature such as the "Advance Construction 

Bulletin," "Inside Interior, n "Washington Report," and Rebional office 

newsletters and other similar issuance. 

a. Record copy, office of origin---Destroy when 3 years old. 

b. All other copies---Destroy when I year old. 

1130-8 Press Clippings 

()f- • Destroy when 1year old. 

k\STS -- See MIAcl-tll-te. R~~cJo\e.-
I+evu A I<t I 

190 REPORTSANDHISTORIESWORKINGFILES 

Correspondence relating to the gathering of data to be used in periodic report~ 

printing)~ binding, and distribution of reports; mairrt.enance of mailing lists; 

promotion and administration of reports controls programs; and reporting on 

the progress of an office in program accomplishment. 

• Destroy when 2 years old. 

~l'	 Annual Report of the Secretary of the Interior. 

• Destroy when 3 years old. 
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REPORTS	 AND HISTORIES ~.JORKINGFILES, continued: 

190-2.	 Bureau of Reclamation Annual Report.
"Hater and Land Resource Accomplishments" (annual report of water 
and land resources accomplishments on Federal Reclamation projects,
in providing controlled water supplies for irrigation, hydropower,
etc.), and accompanying Statistical Appendix. 

a.	 Record copy (Commissioner's Office)--PERr~NT. Offer to NARS 
when 25 years old. (Arranged chronologically). ca. 5"/yr. 

b.	 A~l other copies--Destroy when no longer needed for reference 
or when 10 years old, whichever is sooner. 

190-3.	 Project Histories. 

Annual reports of individual Reclamation projects, containing
narrative, photographs, and statistical information summarizing
events affecting the project throughout the year. 

a.	 Record copy (E and R Center)--PERHANENT. Break file every 5 
years. Offer to NARS in 5-year blocks 5 years after file 
break. (Arr. alphabetically by project name and thereunder 
chronologically). ca.~ cubic ft./yr.

10 

b. All other copies--Destroy when no longer needed for reference. 



Retention and Dispos. In In~tl~ctions 
BffiU::AU OF RECLfJ,IATION 

0@88' PROGRAM COORDINATION AND FINANCE RECORDS 

201 Taxation Corre~ondence Files. Correspondence concerrring purchases made by 

the Federal Government which are exempt from State and local taxes. 

•	 Destroy when .3 ye~ old• .....& s11'I'I~;ol,). 
210 Funds and Funiing Records: 

a)	 Correspondence concerning the establishment and operation of special. fund 

systems such as emergency relief loans. 

• Destroy when 5 years old. 

b)	 Imprest Funds; original vouchers with supporting documents and audit reports. 

• An	 Accountable Officer's record. USERetention and Disposition Instruction 

272. 

c)	 Imprest Fw:xis; cashier's memorandumcopies of imprest fund vouchers and audit 

reports. 

• Destroy 6 months after audit 

2ll Appropriations Record:.. 

a)	 Correspondence, statistical data, briefing or witness' statements, and 

other material prepared to estimate and justif,y requests for appropria-
tions and to distribute appropriations among Reclamation Gctivities. 

Also included are schedules and reports of program accomplish!nents, such 

as flagbed action reports. 

• Destroy 2 years after close of fiscal year involved. 

b)	 Budget estimates and justifications, probram and fund requirem~ts as 

consolidated in SF-30D and SF-300T, and narrative and other information 

published as part of the "Budget, of the United states." 

•	 Destroy when 5 years oldo 

200	 Page 1 



Retention and Djspos' n Instructions 
BUfu~U OF RECLAMATI01 ~ 

PROGRAM COOHDlllATION AND FllrANCE RECORDS 
2ll Appropriation Records, continued: 

d) SF-I)) and supporting correspondence-US~ Tt.era290-1 

e) Maps, char-t.a,photographs, and other graphics used to suppor-tbudget, 

submissions or presentations. 

•	 Destroy 1 year after close of fiscal year involved. 

220	 Fiscal Operations Correspondence File. Corrcs~~ndence and memoranda pro-
viding administrative instructions for prograu~g and accounting functions 

prior to incol~oration into Reclamation Instructions, or applicable for a 

limited time. Subjects include establishing fund and appropriation symbols 

and titles, numbering of accounts, and sinilar matters. 

.. Destroy when 5 years oldo 

221	 Cost Authorities Rocords. 

a)	 Correspondence concerning the establishment and operation of cost 

collecting systems and the forms to 11hich such costs are posted or 

consolidated for use in preparation of completion reports. 

•	 Destroy when 5 years old• 

b)	 Plant-in-service accounts, including cost authorities, plant ledgers, 

and related completion reports (PF-27A or equivalents). 

..	 Destroy 1 year after plant is de-activated or transferred from 

Bureau custody. 

222	 Prevalidations File. Corre8pondence concernin~ the reservation of mon~r 

to pay for goods <!TIdservices, and records of such encumbrunccs such as 

PF-IS, PF-16, or equivalents. 

o	 Destroy when ) years oCld. 



Retontion Qnd Disposi I Instructions 
Bune:AU OF RECLfll,IATION 

PROGRAM COOIIDTIIATION AND FINANCE RECORDS" corrtinued: 

223 Designations File. Correspondence assigning ;to.'irrlividualsfiscal responsi-
bilities inclu.ding disallowances, exceptions to payment, power of attorney. 

e Destroy when superseded or obsolete. 

Collect~ons; correspondence concern~g receipt, recording, and disposition of 

monies collected, collect~on of montes due, and memorandumcopies of bills and 

other similar material: 

a)	 Destroy 3 years after close of related fiscal year. 

b)	 Ind~vidual collection transactions are a part of Accountable Officer records; 

SEERetent~on and Disposition Instruction 272. 

c)	 Daily Abstracts of ~ttances-Destroy original 3 years after close of 

related fiscal year; destroy all other copies when 1 year oJ..cl:'. 

Obligations, correspondence regarding unpaid obligat~ons of the Bureau 'Whichcarmot 

be identified by a specific purchase order or transaction number. 

• Destroy 6 years after close of reJa ted fiscal year. 

226	 Checks Fileo Corresporrlence regarding the preparation, distribution, loss, 

thei't or mutilation of checks'; , h 

• Destroy wheft-J years ~ cJier dost J: rdoJ.e.:Q.. ~'s('J l1~. 
~~1i{ 

230	 Accounting s,ystems.~orresporrlence regarding the aili~inistrationof accounting 

systems, including studies for centralization, decentralization and other 

similar matters. 

• Destroy when 3 years oldo 

~)	 Records of conversions fron one accourrting system to another. 

•	 Destroy when 25 years oldo 

e) Account number-ing and titling. 

• Destroy when numbers and titles are incorporated into formal instructions. 
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Retention and Disposj n In::.;tructions
BUIlEAU OF n.SCLAH.'\ 11 ON 

PROGRAM	 COORDINATION AND FINANCE RECOP..DS,continued: 

240	 Expenditure Accounting Records. 

Ledger-s and related documents summarizing how appropriated and non-appropriated 

funds are spent after allotment by the Bureau of the BudGet, and the sources 

and nature of any receipts. General ledger accounts summarize financial 

status and transactions, the current status of funds available for expenditure, 

the amounts of money due and collected, accumulated expenditures and liabili-
ties, and other information of a fiscal nature and data concerning agency 

solvencyo 

a)	 Correspondence and other documents maintained 

ble for expenditure accounting and pertaininG 

and administrationso 
...3 liec..("s	 ctft-er close oF rd~ 

•	 Destroy ¥iRaR 2 yaMS ela. 

by operating units responsi-
to their internal operations 

~I~	 'ieA.(',
trr6 
lof$/7'l 

b)	 General ledGers or equiva:ants, shovdng debit and credit entries and re-
flecting axpenditure3 in summaryo 

o	 Destroy 10 years after the close of the fiscal year involvedo 

c)	 Allotment ledgers or equivalent records, showing status of obligations 

under each authorized appropr-Lat.Lons

10 re.1o. k.Q,
 

o	 Destroy ;.r years after the close of the",fiscal year ..~elu ear 

d)	 Repayrnent led6ers showinG paYMents of construction and other charges and 

other fiscal transactiol1:3with Irrigation Dis-:.-ricts, Associa-YTater User
 

tions and other repaying entitieso
 

•	 Destroy 10 years after final p~ent or termination of agreements on 

the related General Ledger 219 accounts. 

e)	 Recolus used as postinG or control media such as cash books, distribution 

ledgers; registers of accounts paydble and receivable and of allotments, 

clearD1Gs, collections and fund transactions; statements of accounts and 

other similar ~,terial. 

•	 Destroy ~ 3 years ~ t.Jter close of 
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Retention and Di.spoGit··..m Inslructions 
BUREAU OF RECLJlJ.1ATI01 

PROGRAM COORDINATION AND FI1lANCE m~olIDS 
~end1ture Accountine Records, continued: 

f)	 Sour-ce documents such as ~rnorandum ~ of vouchers, invoices,
 

allotment advices and other s ir.lilar records.
 

• Destroy 1'ri!en: 3 years ~ oPfer ciese, cf- re.lcJul ~iseal \{e C\.rI 

g)	 Machine records (not computer) such as detail cards, summary cards and 

other similar material. 

•	 Destroy when- 1year eM& .J:+e.r c\ose of
 
Automated Expenditure Accounting
 

Expenditure accounting by conpuber such as the Bureau of Reclamations "FAST SYSTEJ.!,I 

vdth	 output on hardcopy and COM(computer output microfiche); the products of the 

system identified	 by the symbols and titles listed below: 

a)	 FNA 0510 Batch and vendor listings - Destroy as superseded. 

,;t W\M<.4\.s eWe. of issu..e ~ 
b) FNA 0520 Transaction List, edit - Destroy iQ yel!!'s after tAe e181i11isf idle 

u_"e. fl.&aaloFliBPo ~~111} je)I?C,i.I'::'"I tI-)
(re~J J-,-17(l 

c) FNA 0530	 Transactions by master account (computer equivalent of the allot-

ment and distribution ledgers) - Destroy 10 years after the close 

of the related fiscal year. 

d) FNA 0540	 Budget Operating Report - Destroy final fiscal year report 10 years 

after the close of the related fiscal year; destroy other issues 3 

years after the close of the related fiscal year. 

e) FNA 0560	 General ledger transactions - Include in Accountable Officer 

records; SEERetentJ..on and Disposition Instruction 272. 

f) FHA 0570	 Trial. balances - Destroy final fiscal year report 10 years after 

the close of the related fiscal year; destroy other issues 3 years 

after the clDse of the related fiscal year.
-	 ~ .. 



Automated Elcpenditure AccountJ.Ilg.cont:i.rrued: 

1) FNA 0670 

m) FNA 0780 

n) FNA 0790 

0) FNA 0830 

:Master accounts -- Destroy 3 years after the close of the related 

fiscal year. 

Vendor file -- Destroy final report for fiscal year 10 years after 

the close of the related fiscal year; destroy other issues 1 year 

after the close of the related fiscal. year. 

Uaster account verification -- Destroy as superseded. 

Obligations by master account -- Destroy as superseded. 



Retention and Disposit Instructions 
BUREAU OF' RECLAMA nON 

PROC1"'lAMCOORDINATION AND FINA1ICE REcorms 

AutomatedCost Accounts; FASTSYSTEMproducts identified by the symbols and titles 

listed below: 

a) mc 0580	 Monthly cost list~ -- Destroy 1 year after closure of the related 

plant or when the related plant is no longer in Bureau custody. 

b) mc 0690	 Cost file structure - Destroy as superseded. 

c) mc 0720	 Cumulative cost up-date - Destroy as superseded. 

d) mc 0730	 Cost Detail work sheet - Destroy 5 years after the close of the 

related fiscal year. 

e) mc 0820	 Detail and summaryreports - Destroy 1 year after closure of the 

related plant or when the related plant is no longer an BJ.reau 

custody. 

f) FNC 0820	 Subsidiar,y reports (such as selected general ledger accounts, print 

detail and print object, print cost center and silnilar) -- Destroy 

3 years after the close of the related fiscal year. 

240-3	 Automatedaccounting systems; code sheets, punch cards, magnetic tapes, dasca and 

silnilar media. 

• Destroy 1 year after the close of the related fiscal year. 

241 Equipment and stores Accountingo Forms and ot~er records recording responsi-

bilitie::; for custody and accumulation of operating and mainta:inirg expendit-

tures of movab'Ie capitalized equIpment., other equipnent, and supplies; and 

including COM (Computer output Microfiche) 

Destroy	 when superseded or when 3 years• 

242	 Real Property Accountso Forms and other records to which costs of ownership 

of land and buildings are posted and accumuLated , exclusive of acquisitions 

costs and plant-in-service accountingo 

• Destroy	 when 3 years oldo 
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Retention and Disp~ owior Instructions 
BUREAU OF RECLAW TIClN 

PROGRA1{ MID RECORDS,continued: COOlIDINATION FINANCE
Elcpenditure Accounting Systems~ continued: 

Q'kl I.j. 
244 Vouchers. Memorandumand ~ l'IClrk-copie?\ef uoaehe~. 

•	 Destroy l!fteIt.3 years o!Eti aF+er cio$e 1'- re\aJ-~ f:;S'cc...\ t.tet<r r& 
f<-,o{::tsh¥ 

250	 Payroll Accountillg. Correspomence and me!!'.orandaestablishing and controlling 

~ll ad:n.1nistration and accourrtdng procedures • 

• ,Destroy	 when 3 years old .. L 4Dr t\'\","e.~i"& - rCAAc..IoIe rc.co"',ts rcJcd\:...L 1-0t',.. i~" Se.e. ).IAC.k l~e· R'e~.J,le. l\>~ec--cL.s 
u'PPIe.""'~lo\+,:t:t-e..... A at SCJ 1 

250-1	 !.!aster Emp10yee Records. Paper or COl! (Computer Output MicrofUln) versions of 

payroll registers, pay cards, leave st<l.tus reports, boni status reports, ani 

other similar payroll data pertainir-3 to individual. employees. 
, 

Annual.	 issues--o!fer to Persocne1 Reoords Storage Center at st. Louis~ 

Missouri	 ~ 3 years ~ ~er dose or- re-IQj(>o\.. leAve. '-teAr. 
c, Work cop~es of paper records and diazo copies of COM--Destroy CUI super-

sOOed. 

TllIle ani Attendance Reporting; correspondence and forms establishing am. controlling 

the reporting of employee attendance and other related information, including original 

and microfilm ccpa.es of time and attendance reports: 

a)	 Administratl.ve correspondence - Destroy when 3 years old. 

b)	 Time ani Atten1ance Reports, hardcopy: 

•	 Originals at the Engineering and Research Center -- Destroy after verifica-

tion of microfilmed report together Wl.th supporting documents. 

•	 Work copies -- Destro,y when 6 months old. 

c)	 TlJIleani Attendance Reports, microfillD.: 

•	 Silver jJnages, tlllle and attendance reports "Withsupporting documents at the 

Engineering ani Research Center -- Destroy when 3 years oldo 

d)	 Computer media such as punch cards, eodang sheets, tapes, discs and other simi-

lar material. - USEMachine Readable Records Supplement Item 250(b). 

http:Administratl.ve


2,50-3	 Pay status Folders; incb.v:i..dualauthorized allotments files containing forms or other 

records relatl.Ilg to authorization, changes or cancellatl.on of individual payroll 

allo'bDeuts for bond deductions, charitable contributions, savings bonds, union dues, 

and also correspondence or forms changing pay status: 

a) If record is maintained on an ea.rrtillg record card or equivalent. 

• Destroy when superseded or after transfer or separation of Employee. 

b) If record is not maintained elsewhere. 

•	 Destroy 3 years after supersession or 3 years after transfer or separation 

of employee. /' 

http:cancellatl.on


Retention am D'isposd+ - '1 Instructions 
BUREAU OF RECLAMATION 

PROORAMCOOIIDINATION AND FINANCE RECORDS 
Payroll Accounting, ciont.Lnueda 

Pay status Records. Fold~rs by in 'vidual employeees containing forms and 

cor-r-espondence ,c,uthorizing p purposes 

or for1113changing pay status • 

• 

250-4	 Payroll Cost Reports, FASTsystem Program FNC0030. 

a) Original paper or microfiche---Destroy when 12 years old. 

b~ All	 other copies--Destroy as supersededo 

250-5	 Employee Activity Reports, Bad Job Listings, Cash ~qries am other 

similar paper or COMreports-Destroy when 5 years oldo 

Administrative Reports. ~~e e~data supporting the reports prepared from 

payroll	 records cunc~r1LUng_suchmatters as appointment limitations, pay 

adjustments, audits, lists of employees, VIi thin-grade due listings, and other 

similar	 matters. 

• Destroy when~ years oldo ~~ (
loliJ..~11 

250-7	 Pay Rate Systl!3l1lSe~ Correspondence concerning application or administration of 

special pay rates, including copies of the pay rateso 

o Destroy when 3 years oldo 

~;t)	 Overtime requests and authorizations, payroll copies-Destroy when 3 years 

oldo 

c))S)	 Overtime requests am authorizations, other copies--Destroy when 1 year oldo 

2GO rage 8 
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Retent ion and Dispos::! '1 Instructdons 
BUREAU OF RECLAMATION 

PROGRAU	 COOHDINATION MID FIN.\llCE RECORDS 
Payroll	 Accotmting Records~ contlnucd: 

Income Tax Records. Correspondence and fonns r-egard ing the withholding of 

Federal and S~,te inco~c taxes from employee wages and including reference 

copies of forms recordIng deductions authorized, deductions reade, and 

authorizations for deductions. 

o Destroy when 4years old~ 

250-9	 Rental Deduction ReCOrdSoalcorresponlence and forms related to determina-
tion of rental rates to be charged for use of GovE'rnment-owned residences 

or other living quarters and the methods for collection of the rental fee. 

o Destroy when 5 years oldo 

b)	 Rental rate surveys, office administering rentnls-Destroy when 10 

years oldo 

c)l!l') Rental rate surveys, all other copJ.es--Destroy when 3 years old. 

260	 Escrow and Holdback Accounting Recordso Co~respondence, memoranda and 

forms regarding Sy3~~S for deducting portions of employee salaries for 

purchase of Savings Bonds, premiums to Health and Life Insurance plans, 

and other similar employee benefits. 

• Destroy when superseded or when 3 years old, whichever is soonero 

270	 Audit Recordso Correspondence arranging space and availability cf records 

for audit purposes. Audits perfol~ed by Interior's Office of the Co~ptroller, 

the General Accounting Office and other regulatory aGencies. 

e Destroy when 2 years oldo 
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Retentton and Dd.sposl n Instructions
 
BUREAU OF' m~CLJl1v!.A'l'ION
 

PROGRAl,l COOHDmATION AND FINANCE RECORDS 
Audit Recrords, continued: 

270-1	 Audit R~rtso 

a) Bureau-wide in scopeJ record cogy, Commissioner1s office--RDestroy when 
J.I!l 

J.fsyears oIdS! f;:r8,oj3-fh" 

b) Local in scope, ReGional Office or E&R Center when directly affected-
~ 

Destroy	 when ~ years old. ,,-A --17K
/;'5 fU701~
d) All other copies--Destroy when 5 years old:o
 

c) AAAcfs c*- ~~ E'T R. Ce«.ter) re.cofa c.~'1 tJ- ~e.. E 1- {(, CeMJer -_ 
Ves+rG-l..j WkeM,... ~$" 4eA.r> olJ.

271 Claims Settlement Records. Correspondence regarding the procedures and 

methods for settling claims. 
~ 

•	 Destroy when)""years oldo ~ rJ 

f-:'.vjJ5' '1~ 

272 Accountable Officer Records 

SEEGeneral Accounting Office SF-ll5's (Request for Records Disposition Authority) 

filed with National. Archives and Records Service and assigned Archives Job 

Numbers NC-174-24J. (dated JUne 12, 1974) am li::J.-217-78-3 (dated March 31, 

1978) for the authorities which fol.l.ow. 

Settled	 accounts of accountab1e officers of the Bureau of Reclamation: 

a)	 Transfer closed fiscal year records to appropribate Federal ~hives am Records 

Centers ~ ~ than 3 years after the close of the rel.ated fiscal year. 

1.	 Commissioner's office shall. transfer records to the Federal ArChives and 

Records Center at SUitl.and, Maryland. 

2.	 All. other accountab1e officer records shall be transferred to the Federal 

Archives and Records Center at Denver, Colorado. 

b) Accountabl.e officer records are disposed as follows: 

1.	 Records created prior to ~ 2, 1975 are destroyed when 10 years and 

3 months ol.d.o 

2.	 Records created on or after July 2, 1975 are destroyed when 6 years am 

.3 months ol.d.. 

http:fol.l.ow


Proposed 
Retent~on and ~sposition Instructions 
BUREAU Revised 1978OF RECLAMATION JUly 

Records related to possible claims and demands by or a~ainst the Government or to its accounts. 

272	 Accountable Off~cer Records, cont~nued: 

c)	 Records to be excluded from Accountable Officer records are land acquisl.tion 

case files, payrolls, accounts related to Indians and other matters listed 

in Item 272-5 of this mstruction. 

d)	 Arrangement of accountable officer records for transfer to Federal Archives 

and Records Centers shall be as foll.cmst 

1.	 Statements of accountability such as Form SF-1672, Statement. of Unexpended 

Balances of Appropriations and Funds -, etc., or equivalent.. 

2.	 Statements of transactions such as SF-224, Statement of Transactions and 

Certificate of Deposit Listing, PF-64, Reconciliation of Statement Trans-

actions, and a diazo copy of FASTSYSTEMProgram FNA 0560, General Ledger 

Transactions. 

3.	 Related vouchers, schedules, supporting papers or thel.r computer equivalents 

such as FASTSYSTm Program FNA0650, Cash Account Activity, and other 

supportmg documents such as: 

SF-108J. Voucher ani Schedule of Withdrawals and Credits 

SF-ll66 Voucher am Schedule of Payment 

PF-75 Cash Transfer Between Stations 

GSA-789 Statement., Voucher and Schedule of Withdrawals and Credits 

GSA-052 Single ~ne Item Billing Register 

4.	 Contract Payment Records; cont.racts and records of payments and other 

actions for audit purposes -- major contracts of the Bureau of Reclamation. 

BQ BQ! confuse these contract records with the desicnated copies of contracts 

that were formerly held for the General Accounting Office and which are to be 

excluded from Accountable Officer records after March 7, 1955. 

272-1	 Freight and Transportation Records 
Continued on next page 
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Retention Gnd Dispos: n InGtructions 
BUREAU or RECLAMATION 

PROGBJlM COOlillIN/,TJm! MID FIN!J'ICE RECORDS 
272 Accountable Officer Records 

Arrangement continued: 

3) Related or their computer equivalents 

of FNA 0650, Cash Account Activity and manual 

SF-I081 Voucher and of Withdrawals and Credits• 
SF-1l66 Voucher and of Payments 

PF-75 

GSA-789 statement, Voucher and of Withdrawals am Credits 

GSA-052 

272-1	 Freight and Transpottation Records. Original vouchers and supporting documents 

of settled accounts of freight and transportation charges. 

a)	 Charges over $100000 or accounts involving overcharges, deduction or 

collection problems, concerning inbound transit, supplemental billine, 

or involving litigation or other conditions requiring retentiontqyond 

the 3 year period stated in Item 272-lb) belOi'1o 

• Destroy 10 years after the period of the accounto 

b)	 Charges of $100.00 or less. 

• Destroy 3 years after the period of tho account. 

c)	 Memorandum and work copies of freight and transportation records. 

• Destroy when 3 years olcIo 

272...t" _	 Meal tickets and supporting vouchers for advertising services. 

• Destroy 3i years after period of accounts in which submitted. 

272-3	 Schedules of deposits, copies to_official credit. 

o DeBtroy after depository accounts have been reconciled. 

200	 Page II 



Retention and Dispos) 1 Instrnctions 
3UPEJ\U OF F.ECLN.:ATION 

•
 
PROGRPJI. COOP.DINATIOH AND FTNANCE RECOTIDS
 
Accountable Officer Records, oontlnued:
 

272-4	 Supporting Order Files. Original or copies of tickets, orders or other 

s~ilar records of purch~ses under blanket type orders (such as for gas, 

telephone use, photographic processing, mapping services, publications, 

and other similar itc'TI1' services) which support payments or accumula-or
 

tion of charges.
 

Destroy ~ 3 years crl:d"o ~ c.lose. of -re..lateJ,
• 

280	 Data Processing Systems. Correspondence regarding the establishment 

and operation of data processlng systems in the broad a~~nistrative 

areas of program coordination, budgeting and finance operations. 

• Destroy when 3 years olcfo 

Financial Reports Files. ~eE:- P' 13 tel' (ev'IS.ect dt~s~rlF+'o~ 
Contract summary reports (PF-19 or equivalent), Employment of consult-

Federal outlays by geographic locations, Geogra~hic distribution 

b) Financial 

costs and 

1) Endlne or 

FARC when 10 years old •. 

Recl3lJ1ation'sinvestment 

entityo 

2) All s=-c-Dcst.r-oy other r-epor-t
report .. 

and sirrl.larreports and inc:uding 

of project costs and repayments and 

fiscal year--Transfer to 

ears after termination of 

200 Page 12 



page l2a 

272-5. Exceptions and exclusions: 

a)	 Land acquisition; original documents vesting title to land to 
the United States--See retention and disposition instructions 
780-1 

b)	 Payrolls, civilian payroll records showing gross and net pay--
See retention and disposition instruction 250-1 

c)	 Accounts pertaining to Indians--Hold pending instructions 
from General Accounting Office 

d)	 Designated copies of contracts for GAO, dated after I~rch 7,
1975--These are no longer required as a part of Accountable 
Officers' Records. Do not confuse these type contracts with 
payment folders related to major contracts of the Bureau as 
arranged by contract number. The latter type contracts shall 
continue to be considered a part of the Accountable Officers' 
Records. ' 



Retention and Disposition Instructions
 
BUREAUOF RECLAMATION
 

PROGRAM AND FINANCE continued:COORDINATION RECORDS, 

290 FINANCIAL REPORl'S RECORDS 

a} Contract summary reports (PF-19 or equ:i.valent), employment of consultants, 

federal out~s by geographic locations, geographic distribution of 

employment, report of occupations, and other similar reports including all 

related correspondence. 

•	 Destroy when ~ :rears old. 

b)	 Financial statements, statements of projects costs and repayment and 

similar reports with related correspondence. 

1) Ending or summarizing report for the fiscal year. 

•	 Transfer to FARCwhen 10 years old. Destroy 1. year after termina-

tion of Reclamation's investment or ownership of the Project, Unit 

or other entity. 

2)	 All other issues: 

•	 Destroy on recei'Pt of ending or SUllDDariZing reports. 

c)	 Consolidated financial statements and charge-offs authorized by Congress 

reports with related corresporoence: 

1.) Commissioner's office 

• Destroy when 5 :rears old. 

2) All other offices 

•	 Destroy when J :rears old. 

d)	 Activity and object expenditure and reconciliations of cash with 

appropriation accounts reports. 

•	 Destroy when 10 years old. 

e) Completion reports (PF-2?A and equivalents) and costs and returns reports. 

1) Finance office, originaJ. 

'- .-PERIoI.MIim' QfGeIlte HAJlS ,,!!eR1;S~UElR Elfpeletea !!pejes:\;Sll 

~--------------------~e~e~t.~·-~~~~~. 

2) All other copies • 

• Destroy when no longer needed for reference. 
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Retent~on and Disposition Instructions 
BUREAU OF RECLAMATION 

300 PROPERTY RECORDSANDPROCUREMENT

General Correspondence Files Correspondence regarding or discussing 

interpretat~on and promulgation of property ani procurement r-egu.Lata.ons 

prior to inclusion in Reclamation Instructions; subjects also include 

methods of procurement, use of competitive bidding, open market 

purchasang , preferences for materials or a source of material or service, 

delegations of pr-ocuremerrt authority and LncIuda.ng records accelerating 

or lLmit~ procurecent acti~ty due to an emergency condition and 

special reports required dunng such s~tuations or conditions. 

• Destroy when 3 years old. 

300-1	 Correspondence related to use of centralized or decentralized purchasing 

programs, such as FEDSTRIP. 

• Destroy when 2 years old. 

Federal Supply Catalogs and schedules; paper or microfilm. 

• Destroy when superseded, obsoJ.ete or 2 years old, whichever is sooner. 

300-3	 Administra tive survey or inspection reports related to procurement and 

property procedures together with all related correspondence. 

o Destroy when 5 years old. 

ho.. CONTRACT FILES Correspondence concernang standard reqmrell2ntsPROCEDURES

of contract preparation, contract~ng procedure and negotiat~on. Include 

such subjects as legal requirements, clauses, labor or material cost 

vaz~tion provisions, change and extra work orders, method for release or 

tennination of contract, and other similar matters. 

• Destroy when 3 years old. 

http:LncIuda.ng


Retention and Disposition Instructions 
BUREAUOF RSCIJMATION 

PROPERTY AND PROCUREMENT RECORDS 
CONTRACT FILES" continued: PROCEDURFS

3l~1	 Wage Rates Correspondence requesting the establishment of wage rates 

for use in contract negotiations and as generated in labor-classification 

studies conducted by Reclamation; and including published notices of 

wage rates in the Federal Re£ister. (FOr- vYl~(ne - rettotoJole (Qcords relcJe~ 
-\t> 'tki> i+e.w. J see SILfP IVMC~) 

• Destroy lIhen 5 years old. :r.-t~ A- "3 10- I) 

3l~2	 Emplgrment statistics Correspondence and statist~cal data concerning 

trends in employment/unemployment" ar.alyses of the labor force, 

cccupabaonak studies, and other similar matters. 

• Destroy when 2 years oldo 

3ll	 Bidding Procedures Correspondence regarding thu standard methods and 

proc~.es to be observed when conducting a bid aDd.. award of contract. ( r-c r ~Q....k .. r'\e 
reaotcvble... re..Q.(lro\,C; rclo..-h?cR ""+0 ~bs+ra.Qf--'" oF- 8rds) See.. SUfD(~)
"I\-~ A	 '31\ J '/I 

• Destroy lIhen 3 years old. 

3ll-1	 Debarred, blacklisted or re-instated contractors; lists of and related 

correspomence. 

• Destroy when 2 years oldo 

312-2	 Correspomence related to publicising bid issuances and openings or as 

required to transmit information for publication or pay for the 

service. 

• Des1;roywhen 2 years olli. 

3JJ..3	 Bids; unaccepted, unsuccessful., rejected ana Ji!cillcnng aD. related papers am 

cases of identical or tie bids - procurement or purchase organization copy and 

related papers: 

a)	 Transactions of more than $10,000 and all construction contracts exceeding 

$2,,000 dated subsequent to July 26, 1914. 

• Destroy 6 y.ears and 3 months after .fl.nal payment. 

continued on next page 

http:bs+ra.Qf
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3ll-3 Bids, contarmeds 

b) Transactl.ons of $10,000 or less and construction contracts under $2,000 dated 

subsequent to July 25, 1974; and transactions of $2,500 or less dated prl.or to 

JUly 26, 1974. 

• Destroy 3 years after final payment. 

c) Transations of more than $2,500 dated prior to July 26, 1974. 

• Destroy 6 years after final payment. 



Retention and Disposition Instructions 
BUREAU OF RECLAlIATION 

PROPERTYANDPROCUREMENTRECORDS,continued: 

320 EQUIPMENT, MA"l'ERIAISANDSUPPLIES. Correspomence concerning the availability 

and suitability of products am services for use in day-to-day and specaa.Id.zed 

work. Inquiries and responses thereto concerning such items as field equipment, 

furniture and fixtures, tools and safety devices, petroleum products, photo-

graphic services and. :rupplies, and othel" similar products or services. 

• Destroy when 2 years old. 

32~1 Printing, Bindil!g,and. J)lpllcating Serv:icen 

a) Regulatory matenal such as GPOPn1\J.ng and Bmding Instructions and 

Style Manual and including instructions applicable to local plant 

operations. 

o Destroy when superseded, obsolete or no longer needed for reference. 

b) Authorization for establishment or printing plant and related correspondence. 

• Destroy when withdrawn or when the plant is closed. 

32~2 Catalogs, parts lists, form lists, bulletins, guides and manuals. 

• Destroy when no longer needed as reference. 

32~3 Restricted Procurement Correspomence regard~ limited or restricted procure-

ment of equipment and products such as W1retapping and telephone recording 

equ~pment, dangerous drugs or chemicals, and other similar matters. 

• Destroy when S years old. 

322 Data Processing SlStems am Equipment 

a) Correspomence justllying procurement of data processing equipment and 

reports and stud~es of work processes adaptable to data processing; 

including promotional material acquired during the selection of 

computers and allied equipment. 

• Destroy when S years old. 

3 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

PROPERTY AND PF!lCURalENT RECORDS 

322	 Data Processing Systems am Equipneut, continuedt 

b) Computer instructl.ons or operating manuaJ.s. 

• Destl'Oy' when computer is no longer in Reclamation ownership. 

c)	 Work scheduling controls; forms or other means for securing key punch 

services, programming or conding input, controlling the use of the 

computer or timing transmissions; as required to prepare batch and 

baJ.ance sheets l.ncluding printouts used for that purpose or to veri:f'y", 

update and other functions. 

•	 Destroy when no longer needed. or when 2 years old, whichever is 

sooner. 

d) Punch cards, tapes, ddacs , Lnc Ludang basic program decks, items 

for	 verification or updating pu~oses and duplicates. 

• -IBlEsHislttaoa>88'Y'l"-<"!r.Il:'""'llt'tiFU!"'Il[llsreeMlHhheneD'""ls:n:UI[}ll'Ee!::ll~Sr1ledaeedlt'"'iO~rnnalm'"-:il:otmull!g"!'6Z!r""rJuee.ooed:<eE!4Eli..
.see s v f>p\€AM. eM.+ cc ve r I vt3 V\IItL<Z.-Ct (,,-e.. ,e.oAc:J."le..... 

323 Motorized Equipnent Re.:ords 

a) Correspondence and other material regarding availability and suita-

bility of motor vehicles and heavy motorized equipment and their 

accessories for acqul.sition and mal.ntenance by Reclamation. 

•	 Destroy when 3 years old. 

•	 Destroy when 2 years old. 

d)	 Authorizations for use of Goverrunent-owned vehicles and related 

correspondence. 

•	 Destroy when 2 years old, destroy individual. authorizations when 

revoked or withdrawno 

4
 



Retent~on and Disposition Instructions
BUREAU OF RECLAMATION 

PROPERTY A~IDPROCUREMENT RECORDS 

323	 Motorized Equipnent Rocords, continued: 

e) Correspondence and reports of partiCipation in motor pool operations. 

•	 Destroy When 3 years old. 

f)	 Maintenance records; manuals, instruction books, maintenance and 

service data related to particular ve~cles ~ the possess~on of 

Reclamation. 

•	 Transfer records with vehicle when no longer in Reclamation 

ownership. 

328	 Services, Sources of. Correspondence and other material regard~ng the 

availability for ~re of services in enginee~ng and specialized fields, 

consultants, landscap~g, product~on of motlon pictures, and other 

matters. Also lnclude pe~odlc reports on utilizat~on of sources of 

services. 

•	 Destroy when 3 years old. 

329 Aircraft 

a) Correspondence and other material acculumated in cons~deratlon of 

aircraft, ~cluding helicopters, for procurement and use. 

•	 Destroy when 2 years old. 

b)	 Correspondence authcr-iaangor justifylng the need to procure aircraft 

and defining use. 

• Destroy when craft is no longer in Reclamation ownership. 

c)	 Manuals, Lnat.ruct ions guides, parts lists, and other data pez-banerrt 

to mainteance of aircraft in Reclamation possession. 

• Transfer with craft when no longer in Reclamat~on ownership. 

1 for ~c-k'(",e - c ~b Ie. t~e.crcts f'e..\ o..J~cL -+e %.15. i+-E'M--<) 

Se-~ ..4~e.k\ VIe - Rea.otc.J:>le Re-e.o rots SUFf> Ie V"1 evttj 
It-e.w. A 3 aq J 



Retention	 and D~sposit~on Instruct~ons 
BUREAU OF RECLAMATION 

PROPERTY	 AND ProCUR~ RECORDS 
Aircraft,	 continued: 

0.2 
329-1	 Aircrai't OperatioIIB.A Correspondence and forms required to schedule aircraft 

services, maintenance and inspections ~cluding registrations, replacement 

of parts, providing hangar space, securing allied equa.pmerrt,and other similar 

matters. 

• Destroy	 when 5 years old. 

},) !If	 Flight Schedules 

• Destroy when 3 months old 
~	 /lrtrrt:t!i- ('Csr fifes~ I~elqer s-wer]: $!,fef-s-L:0v1e(t"/f 'f (os( e)(.~se- clt{fa.,. &<.>/A '#1'C/~'i
C) 1>1	 l.egli,t:9mli 9:L" stRsp aee_SRts SllPPO ifIg COMProgram, Vemcle and
 

stores Clearing Account, w,.u... >£.<f>rerf,"1 oIoc€-(VI1.eMfs.
 

• Destmy	 UeA.-3 years ~ J+er cJ.r$(~-u;f""tLMlee of-Idqer 6' e&tf.e oj- (Vorl:. s'cd: 

~ A	 Aircraft Operations Reports such as FPlfl.R-1l4s-38.7522
 

Dest.roy when 3 years ol.d.
• 

330	 CONTRACTS: CONSTRUCTION-5UPPLY-5ERVICES 

Note: These instructions apply only to completed or settled transactions 
as, '/I.e proCvrente..r- (jr porcJ.tAse ''7''11~/i". CCf'tl .... 

case records of an administrative nature. J The original contract and re{<:fe..-€. _ \ 
/'	 f>~~'/' 

documents of p~ent are Accountable Officer Records; SEERetention 

and Disposition Instruct~oIIB 272. Case records of an administrative 

nature consist of ~s of contract, admand.s tratdve correspondence, 

rout me transmittals of draw~s and other data, ~ of payment 

vouchers, computat~ons used to ~ progress payments, antl other 
es+I ....o..te.. 

similar matters. 

a) 'll'ansact~ons of more than $10,000 and all construction contracts exceeding 

$2,000 dated subsequent to July 26, 1974. 

• Destroy	 6 years and 3 months after f~ payment. 

b)	 fransactions of $10,000 or less and construction contracts under $2,000, dated 

subsequent to July 25, 1974; and transactions of $2,500 or less dated prior to 

July 26, 1974. 

• Destroy	 3 years after final payment. 

c)	 Transactions of more than $2,500 dated p..-ior to July 26, 1974. 

• Destroy 6 years after final payment. 



d)	 Inspector reports, contractor unit cost reports at the Engineering and Research 

Center; radiographs, x-rays and other analyses of hidden joints, seams, castings 

and housings. 

•	 Destroy 10 years after settlement or final payment of related construction 

contract. 

e)	 Other copies of records described above and used by component elel!lents of an 

office (procurement, design or specification branch) for administrative 

purposes. 

•	 pestroy upon termination or completion. 



Retent~on and Disposition Instruct~ons
 
BUREAU OF RECLAMATION
 

PROPERTY AND PROCUREIIDlT RECORDS
 
CONTRACTS s CONSTRUCTION-5UPPLY-5ERVICES,
 

330	 on Form 7-1463 

and other analyses of 

• Des • 10 years afier settl or .f'inal. pa;ymeot of contract. 

/13~-1 C~S+(UCtIO"'-' C~+(o.c..-t- Eo...r+ttwo('l::. Fro3res~ -- ~Q€.. f1r.ol\jJ.\y\~ n
RQ..M,Q.;:t!e- 1<Q.C 0 ros 

1>'CY\UISITIONS C nd	 t· d· t ·but· Su?pl&M-e.N'd )340	 "- orrespo ence concerrnng prepara aon , use, as r~ aon, .:c~ tt 330 _ I 
number~ng and other matters. 

• Destroy when 3 years old. 

350 PURCHASE ORDERS AND SOLICITATIONS
 

a) Correspondence concernLng preparation, use, distribution, numbering
 

and other matters.
 

• Destroy when 3 years old. 

b)	 Case files of an administrative type containing copies of requisition, 

purchase orders, solicitations and other matters and as maintained in 

the Procurement Sect~on, the warehouse, or other orde~ng/receiDing 

station. 

• iie-strr'll' 3 yea" atter paozmeat OP s9tt.lem6lTtl; 
(.,\SE R~7&fV-t-"D:-S:PO'.)iti~ ~~trl.le:l-i'~s 330 Or 3//-3 

c) Case files for accounting purposes. 

• USE Retention and Disposition Instructions 272 

d)	 Book covers for short form purchase orders in serial~zed or numbered 

books such as SF-4h, "U.3. Government, Purchase Orders.n 

• Destroy 6 months afier exhaustion of book contents. 

e) Solicitat~onsJ unscuccessfu1 or rejected offers. 

~ BSlitl'Qy 1ysa;r after ;'sjeebiou or iS61ianee of l'lt!:!'oaaso Older be 

~eeeeefttl offerer. 

L.\St;: ReteMf/env 'I- ])i>p(Js"f;ty"v Xsfrr-{cf-,"H,s 3//-..3 
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Retent10n and Dispos1tion Instructions 
BUREAU OF RSCLAMATION 

PROPERl'Y AND PROCUREMENT RECORDS, continued: 

360 SPECIFICATIONS CORRESPONDENCEFILFS 

a) Correspondence ccncerrung the standard procedures for preparation am 

issuance of specifications; their format, clauses, standard paragraphs, 

number1ng, disposal of surplus copies, and other similar matters. 

Destroy when 5 years olde 

b)	 Specification Case Records. Correspondence concern~ng individual 

specif1cat1ons offered for bid includLng d1stribut10n for bidding 

purposes, mailing lists, enganeer-!s eet ima-es for the vork, authoriza-

tion or recornmend~t1ons for award of contract or reject10n of bids, 

protests of awards, abstract of bids and other mater1al regard1ng the 

specif1ca tion prior !2. ~. 

•	 Destroy 2 years after bid opaeing, award of contract or rejection 

of au bids. 

c)	 Requests for and fonns or other paperwork requar-ed to accomplish 

e1ther free distribut10n or sales of spacifications as a publication 

and not for b1dding purposes. 

•	 Destroy when 1 yeu old. 

d)	 Lists or indexes of specificat10ns available for sale or di.st.rabutaon; 

•	 Destroy when superseded or obsolete. 

8 



Retention and Disposition Instructions 
BUREAUOF RECLAMATION 

PROPERTY RECOl!IDS,ANDPROCUREMENT continued: 

361	 Specifications Sets of published specifications of the Brreau of 

Reclamation, standard specifications of such organizations as the 

American Society for Test~ Material.s, American Safety Standards, 

Federal. Specifications and standards and other similar issues. 

•	 Destroy when no longer needed for reference or when superseded. 

whichever is eOllJler. 

370	 PERSONAL UTn.IZATION ~rrespondence, formsPROPERTY ANDDISPOSITION

and reports of personal. property (not Land ) acquired or, disposed, 

including advertisements of property available for sal.e, arrangements 

for d~sposal by sale or auction and other similar matters. 

•	 Destroy when 2 years old. 

o .Jl1 Agreements leasing, rentmg or sellmg property together with 

al.l related correspondence. 

•	 Destroy 1 year after termination of agreemeato 

e) ~	 Disposition of proceeds from sales of property, correspondence 

related thereto. 

•	 Destroy when 5 years old. 

J.).d) Transfers of property to Water User Organizations; lists and trans-

sfers of titl.e and rel.a.ted correspondence. 

•	 Destroy 5 years after transfer is accomplished, or 1 year after 

termination of agreement of transfer, whichever is applicab1e. 

370-1 Property UstiDgs - Ava1J.able for Procurement: 

a} Whenno procuring action occurs. Destroy on exp~ration of availa-

bility period. 

b} Whena procuring action occurs. Destroy 2 years after procurement 

is accomplished. 

9 



Retention and D~sposition Instructions 
BUREAU OF RECLAMATION 

PROPERTY RECORDS,ANDPROCURlliENT continued 

380	 PROPERrYMANAG~ RECORDSCorrespondence regarding the management of 

property, property managementsurveys, conservation and use of property, 

management of warehouses, shops and other property storage fac:Llities. 

• DestroY' 'When5 y-ears old. 

380-1 o Propert;z control and custodial records such as abstracts of issues 

and receipts; administrative copaes of requisitions, purchase orders 

and receiving reports; contractor receipts for property; equipment 

transactions and summaries, etc. 

• Destroy when 3 Y'ears oldo
 
NoTE Fer dISPC'5itiL'" 0 t-- reI o..;f-~&.,l7vVlck c.clf't'As, +e-..oes I


covalVl~ vYlCLC.IIlIM'- ,ea.~a.tlIe. re.ccrc,ls., ~+~

JIlf Orders on storehouse. Destroy when 3 months old.
 

Receipts for property. Destroy when superseded or obsolete.
 

1':'opertY' lists; losses or acquisitions via transfer. Destroy
 

when 1 year old.
 

e) ft1 Shop or Job Orders. Destroy when 2 years old.
 

~) fJ1 Storehouse cards. Destroy 1 year after date of last entry.
 

("j') fo Stores transactions, summaries of. Destroy when 2 years old. I=o\r Wl<:lCk,,,e- rec..cIaJ,/
.y re.c.or& 5 fe-I CI.+et -to ....u,....s -,1.QAM..) SQ.€.. )-( lI..d'..l 01 e - RQ...o..J..aJ"{ e rCe c.o rd...J
 l 

$vpplelV\e-tA..1-) It~ ft 380- 1'3 
380-2 Property Inventories, Lists and Reports such as buildings and quarters 

inventories, inventory certificates, leased property summaries, 

firearms inventories, housing ~nventories of all types, installations 

ownedby the United States Government, long supplies, public domain 

properties, and other similar matters. 

• Destroy when,2 Y'ears old. 

380-3	 Property Losses Correspondence and forms, including certificates 

of loss and survey reports related to loss or failure to locate 

property items. 

• DestroY'when 3 Y'ears old. 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

PROPERTYANDPROCUREMENT continued:RECORDS,

390	 REPORTSCorrespondence related to preparation and submission of general 

reports such as, report of procurement by Civilian Execution Agencies, 

supply activity report, boat ani craft operations, cost reduction reports, 

and other s~r mattters. 

• Destroy when 3 years old. 

II 



Rt:tention an..ti D"i Stx.3i". !n:::t:"'Uc4.iOi"i:1 .. Bt!R!::I~UOF RECIJ!1.I1.TICN .. 

RESEARCH" nsrrsc 111m 'I1:CHif::CAL HECOlillS 
{\ou..-t"Y\e. £lclVV\;f\',s.'tra..ti,,~ 

ltesea~"Ch Pro-!'E~~ C:-rrp.:;p-mc.lence 'FD.o .. A. Correspondence and o:h.:::, :J!r'1teri&l 

~~C;:~eVy Reclarl<,'_:lon's ps::·ticl.pc;.t-Lon In natd onaf, 2m internatio~l 

research prcject.s , "ncl ac.;;:i'1i'Jiratio!; of its momres.ear ch programs" 

InCludeS~qluled. tc coordi,latc resec:rch act.ivities 7lith other 
b~' o.r~I"s vYlee"t\~s + c\es;~I'1(\.t(l'\j td{wdee!»

agencies 0:' entitie::;" d.S3igd"'cs~onsiHlitie~,,,desiena:t\~proGram 

objective::; and ~cope, pl'O.,ri~fi.Ilanci.11;;" ~nt('!"pre-e'jLegislat.i;:m 

relc;:\-l"q ..... "- ~~e.n:J ~-to 
or	 con:t.roD.ing r'es :.arch~ .:md}.?t.hel'sir,Uar mat i.el's. 

~~IIII~ 

• Destroy vlhen 10 yea:'s cld • 

400-1 Reccz-ds rel;:! t.lng to negot.Lat.Lon , acmlnist.ration 

and per-formance .mac': <It!'ee!'llents for gener aL r eaearch for or by Recla-rratic:1, 

including grant.s , cooperat Lve ar-rangemenca and contracts. 

a)	 Agrec-nerrcs not involving exchange of funds-e-Dect.rcy 1 yee::: after ter!:.".l"'~'-

tion or cancer~'lt.ion of ar-reem6n! .• 

b)	 Agreements involving 5X.Ch.c...'1€:1i: of i'luns-USE Ret.ent.Lor; and Disposltion 

Instruction 330 

l:ote: 
It.em hOO-2a) 
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Retentio n and Disposi ti Instructions 
BUREAU OF RECLAM£TI01 

RESEAP.CH, TESTING AND IECHNICAL RECOF.DS, continued: 

400-13	 Inventions, Patents and Copyrights Correspondence J!1'i~es. Correspondence 

relating to securing and protecting rights of use. 

o	 Destroy when 3 years old. 

400-ll ~	 Inventions, Patents, Copyrights Case Files. Correspondence rela ted to a 

particular invention, patent or copyriGht of interest or use to Reclamation, 

agreements for use, payment of 'royalties, and other si~lar matters. 

a)	 Reclamation office most affected---Destroy when agreement of use termin-
ates. 

b) All	 other offices---Destroy TIhen 5 years old. 

400-1S Standards Development File. ~corresPorrlence, forms, index cards, films, and 

charts created in developreent of research standards, measuring systems and 

devices (such as meters).-

•	 Destroy on publication of standard, system or operating instructions or 

when 5 years old, whichever is soonero 

\')	 Current meter rating reports and technical evaluations-Destroy when 

superseded. 

c}tf)	 Current meter loans, transfers and maintenance records-Destroy when 

3 years old. 

4O~(D	 Research Facilities and Equipment Development Fileso Correspondence and 

other records related to establishing laboratories or other facilities for 

performing research and testing, and installing of equipment, instrument 

systems and other devices. 

•	 Destroy when 5 years old or on deo-activation of the facility, whichever 

occurs firsto 

400 P,;e;e2 
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Retention and Disposit: Instructions 
BUREAU OF RCCL,J.-1ATION 

RF..sEARCH, TESTnm AND T~HNICAL REBORlDS, continued: 

4001 t'J Pest Control Records. Records relating to research on control of pests that 

affect Reclamatjon TIater systems, lands, buildings, ar.dother structures. 

a)	 Correspondence, expe!'imental data and results, preliminary reports, and 

other similar records concern~ pest control research conducted by the 

Reclamation or in coope,ation with other organizations. Subjects include 

pest ecology, environmental effect of pest control, pesticide residues 

and efficacy. 

•	 Destroy 5 years after terMination of reseErch £E on completion of 

final or technical report summarizing research, whichever is sooner. 

b)	 TecrJUcal publications summarising research projects! findings • 

. 1) Record copy (E&R Center)-PE~IANENT. Offer to !{.lI.p.s when 25 years 

flrr, b~ ~peot= p",st) ~e(eJV\Jer b~ loc,u+,on ( ProJ·ec.t-/ feut-l/re) or 
old. 10lvl /'1' st'.Jc..~u('e) 

2) All other copies-Destroy when no longer needed for reference. 

c)	 Periodic and special reports on Reclamation pest control activities, 

including annual pest control proGram reports, pesticide use reports, 

pest incidence and control cost survey reports. 

1) Record copy--Destroy when 10 years old.
 

2) All other copies-Destroy when no longer needed for reference.
 

d)	 Pesticide registration applicadons, tecr.nic'alda ta and related corres-
pondence. 

•	 Destroy upon expiration of reeistration or when particular insecticide 

is no longer of interest to Reclamation, whichever is sooner. 

~ 
l*Rm	 hOD....7b)l) 

~e	 of pesb taU! l:eeatloOn Et'xojee+>, peat;l:t!'e 01 Sblacbte:e). 
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Retention and Disposit Instructions 
BUREAU OF RECLAMATION 

RF.S3A.RCH"	 TESTING AND TECHNICAL RECORDS" contdnueds 

41.0 STRUCTURAL RESEARCH RECO!IDS. 

a)	 Correspondence and tec~~ical data related to structural engineering 

research. Subjects include design, construction and main~enance of 

structures to increase their effective life, and predict or anticipate 

their behaviour under conditions of climate, stress, erosion, earth 

movement and other forces; and prevention of noise and other pollution. 

•	 Destroy when 10 years old. 

b)	 Correspondence ~~d technical data generated in structural and nydrnulic 

research accomplished by US1.Ilt; models of dams, spillw~s, Vlate:nvays, 

conduits, and other structures, and including model studies of power 

transmission systems utilizing electronic rnod e'Ls, 

•	 Destroy S years after public~tion of laboratory report or ~~arJ of 

findings or when 10 years old, whichever is sooner. 

c) Laboratory or summary reports, record copy, Engineer-i.ngand Research ~ 
C A ('rc;u,(_l:\eo{ .....vi\1.e.riCtt/('1)~•Ce.~ter--PERl,l.ANENT Offer to NAPS when 25 years old. 

\ ~ -/11.1'I'VI.. 

d)	 Laboratory or summary reports, all other copies--Dest.roy when 10 

years old. 

~ 
U,em h3:0e)	 ','03::112£6 Is acout. :t2 il-ehe3 pel ,eM, u!'ane:me;rt& i9 9y

ser; 21 j d9'N\.1. J.f-= eet1:o11, the 1 epal Ls Me iS3t!Ba is a 
~ered sClies. 



Retention anj Dispo8it' ., Instructions 
BUREAU OF RECLAMATION 

RFSEAP.DH, TESTING AND TECSIITCAL RECORDS, continued: 

420 EQUIPMENT AND MACHINERY TESTING RECORDS 0 

a) Correspondence and technical data accunulated in tests of equipment ~~ 

machinery being considered for use by Reclamation, such as generators, 

transport or control equ~pment, cor.:pre"sors,hydraulic or water working 

equipment or machinery, refr5_;;erationequipment, soil and rock working 

equipment, cement mixing and concrete placing equi.pment , hardware and 

other similar items. 

•	 Destroy when 10 years old or 5 years after publication of a labora-
tory report on the test results. 

b) Laboratory reports, record copy, Engineering and Research Center. 

•	 Destroy when no lonGer needed for reference or when 10 years old, 

whichever is sooner. 

c) Laboratory reports, all other cop Les s 

•	 Destroy when 5 years old. 

400 Page 5 
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Retention and Disposit~ Inztructions 
BUREAU OF RECLAMATION 

RESEARCH" TESTING AND TECHNICAL RECORDS" continued: 

430 MATERIAL AND PROCESS TESTING RECORDS 

a)	 Records relating to testing of materials including ceramics" fibers, 

fuels, metals, minerals, paints, plastics, vegetable products, wood; 

and processes such as excavation and earth stabilization methods, use 

of compression or expansion to achieve strength, injection of chemicals 

into waterways, and ethers. 

1)	 Correspondence and technical data accumulated during testing---
Destroy when 10 years old or 5 years after publication of a 

laboratory report on research results, whichever is sooner.,. 

2)	 Laboratory reports, record copy, Engineering and Research Center--
Destro,y when 25 years old or when no longer ne'ded for reference, 

~hichever is sooner. 

3)	 Laborato~J reports, all other cop1es---Destroy when 5 years old. 

b)	 Records relating to testing of cements, concrete, mortars, and binders. 

1)	 Correspo~ence and technical data, including inquiries for research 

information and responses thereto, transmittals of samples to the 

laboratory and test results, and other similar rnatters---Destroy 

when 3 years oldo 

2)	 Concrete test and control reports, inchlding samples from known 

locations ~ithin a feature or structure---Destroy 10 years after 

settlement of the related construction contract. 

3)	 Concrete test and control reports, including samples from stockpiles, 

aggregate batches, screenine and blending plants, or from an 

unknown location within a feature or structure--nestroy 6 years 

after settlement of the related construction contnacto 

uoo Pace 6 



Retention and Disposit~ Instructions 
BUREAU OF RECLA1~ATION 

RF.BEA.:'lCH, TJ.:STING AND TECHlIICAJ. RSCORDS 
430 MATEP.IAL AND PHOCESS TESTING P~CORDS 

b) Cements, concrete, mortars and birxiers, continued: 

h) Test, pour, production and inventory records, including daily and 

other periodic test reports created during the life of a construction 

contract---ilestroy 3 years after settlement of the related construct-

ion contract. 

c)	 Records relating to testing of soil and rock. 

1)	 Correspondence and technical data, includinG records required to 

transmit s~les for testing and evaluations---ilestroy wh~~ 3 years 

old. 

2)	 Laboratory or field station worksheets containing test data and 

other data to be used in the Reclamation publication U~rth Manual." 

-Destroy when 3 years old or after data for "Earth Manualn is 

extracted, whichever is sooner. 

3)	 Reports of on-site testing of samples-Destroy 3 years after 

settlement of the related construction contract. 

d) Records relating to studies of earth movement.Cfl,('rIVVltIlAt.1IV\fl-I(~~~le r.ec.ods e. I:t ect'.-to 't'V'1.s I reMA..) see 
1) Correspondence related to studies of slides, avalanches, and earlh- S~.f;;:e,«~ 

quakes, and their effect on existiI1b featllres and st.ruc tures , and A '-/3od, 

ways to compensate for these effects--Destroy when 5 years old. 

2)	 Reclamation-created reports on earth movements affecting Bureau 

land or property--PEIllilANENT. Offer record copy to NAPS when 25 
~~~~ 

years old. All other copies, destroy~when 5 years old. 
(flrr. by ~oCt,le project, feG<+vrel or :'~rtJc.t()re.- IYlvolvett). Ve/"",,€.. Wli""'t""'Al

l 

if)')	 Publications and bulletins not created by Reclamation, ancLudIng 

"Preliminary Determinations of Epicenter," "Seismological Bulletins," 

and others--Destroy when 2 years old. 

Note 
item 1:0&1)2)	 O'olwae1s ml!1m:rl, dePE;n~em 611earth movE¥.eIit achnty
 

eeeM":rne; ".::bl'al'l a ,au. All Mlr;e:eeffil "otl1xi be b;; hleede,
 
ppejeet, feM10lPe gp -sh:pct=e %lWS'lTeQD
 



Retention and Disposit~ Instructions 
BUREAU OF RECLlU,lATION 

RESEARCH, TESTING AND TECHNICAL RECORDS, continued: 

440 HIDRAULICS, RECORDS RELATING '1'0 THE STUDY OF. 

a)	 Water now reoords. 

1)	 Correspondence related to the study of water flow as an erosive 

force, and the development of techniques to control it---Destroy 

when 5 years oldo 

2)	 Laboratory and field worksheets containing data for which no ~~r,y 

or other laborator,y report is prepa red-Destroy when 5 years old. 

3) Laboratory reports, record copy, F&R Center-PERMANENT. Offer to 

( A rro.M-lI eeL- a.l p ha. - n um "'-r ; red I u) C ~ 10 i11I VI fNARS when 25 years old. -l	 J 

4)	 Laboratory reports, all other copies---Destroy when 5 years old or 

when no lonser needed for reference, whichever is sooner. 

b)	 Records relating to sedimentation studies. 

1)	 Correspondence and field data sheets accumulated during tests to 

determine or predict sediment loads, the rate of sedimentation, the 

ranges to which it settles, and other related matterS-Destroy when 

3 years eia, 

2)	 Laboratory work sheets, survey books, cross-section sheets, and other 

computation sheets-Destroy 5 years after issue of surranaryor final 

report. 

3)	 Summary of final reports of sediment study-Destroy when no longer 

needed for reference. 

Note 
ltaD-WiGa)3)	 R=~e"9 are i::lJee6: 3:fl Il: ntm.bexed se! les (,1'11"= ) aM
 

iniexed. b;y ~IOJeeh, ioed/!: 01 othu id:eft'l;ifieaaSR.

¥ol~e %5 aDQut 19 ineft98 ~ep y~a-

400	 Page 8 



Retention and Disposit ~ Instructions 
OOREAU OF RECLAMATION 

RESEA.ttCH, T:~STJNG PJID TECHNICAL RECORDS 
440 HYDRAULICS, P2COHDS RSLf. TTIlG TO THE STUDY OF, continued: 

c)	 Records relating to ice, wave and beaching studies. 

1)	 Corresporxience related to effects of formation and movement of ice, 

movement of waves in different bodies of water, appraisal of damages 

caused by movement, and techniques to control these actions---
Destroy when 3 years old. 

2)	 Laboratory and field data sheets including survey books, cross-

section sheets, and other computation sheets not related to a 

damage claim---Destroy 5 years after issue of summary or final 

report. 

3)	 Data sheets used in litigation of damage claims-Destroy 1year 

after settlement or cancellation of litigationo 

4)	 Summary of final reports of research findines--Des-.:,roywhen no 

longer needed for reference • 

. 400 Page 9 



Retention and DispOsitio' -~structions 
BUREAU OF RECLAMAXION ~y 

RESEARCH, TESTING AND TECHNICAL RECORDS, continued: 

450 WATER SUPPLY TINESTIGATIONS RECORDS. 

a) Correspondence related to the study of w~ter supplies for irrigation 

and other uses; from natural weather occurences, geothermal or 

groundwater supplies; reclaiming or purification processes; and other 

related matters---Destroy when 5 years old. 

'b)	 Water supply reports, prepared either as a special report or as appendix 

to a Basin or Definite Plan, Planning, Feasibility, or other report. 

1) Regional office most affected-F"J!JlMANCNl' Offer to NARS when 0 

25 year old. C Arc- b':l n.a-wte,.. ,.r- Proj ec+ l\.1 vest I ::JCt+IC-I1) 

2) All other offices----Destroy when no longer needed for referenceo 

c)	 Water supply study data, including statistics, comput.at.tons , and his-
torical flow records. 

1)	 Office responsible for preparing final or summary report---Destroy 

10 years after issuance of report. 

2)	 All other offices---Destroy when 10 years old. 

d)	 Water supply reports of other agencies---Destroy when no longer needed 

for reference. 

e)	 Survey notes, forms, worksheets, ani other data related to a water supply 
o: st.udy but not Ii! supporting,Areport-Destroy when 10 years old. 

f)	 Water management records. 

1) Correspondence and technical data related to studies of how water is 
MId lost thru natural phenomenaA industrial and domesti~ consumption, 

effect of water loss, and means to prevent it---Destroy when S years 

oldo 

Note 
It.em-l6Ob)1 YgJ,JDI'e wguY lie 1 ~ J &1i'e1e reeob BweaU"'wh:le at; hl,e 

lIIaStj most ye;rs ~gRB;i5elab:Q less. ltuangemen4;WCl1le 

be lIy PlOject; Imcsbi,!;i!lticft lidIl!~. 

400	 Page 10 



Retention and Disposit5 Instructions 
BUREAU OF RECLA.\iATIOn 

RESEARCH, TESTING MID TECHNICAL RECORDS 
450 WATER SUPPLY INVSSTIG'TI::lj,;S RC:COPJ)S 

t) Water management records, continued: 

2) Summaryor final reports of water management research, record copy, 

office of origin--PERMANENT. Offer to NARS when 25 years oldo 

,3)	 Summaryor final reports, all- other copies--Destroy when no longer 

needed for reference~ 

4)	 Studies b,y other agencies or entities---Destroy when 10 years old. 

g) Water quality study records. (~r ntA_el..:l/1e-re.t4Wfe. re ec...,d5 tf;.lcdR&-k '-fI,.t'S -,fe.vtA..) 
see s'-'f?/€M1e.N1t .:[:'en-t.. A 0/ S-o !J)I 

1)	 Corresponience and technical data relating to purity standards, 

identification of pollutants, ways to restore purity to different 

types or bodies of water---Destroy when 5 years old. 

2)	 Summary0:' final r-epor-cs of study, record copy, office of origin---

PERMANENT. Offer "\,0- NA!lS when 25 years old. s e e, below 

3)	 Summary or final reports of study, all other copies-Destroy when 

no longer needed for reference. 

4)	 Water quality data or reports of other agencies or entities---

Destroy when no lor~er needed for reference. 

h)	 Routine transmittals of information or water samples for testing pur-

ppses--Destroy when 2 years old. 

Note 
Items 450f)2 and 450g)2 _
 
The~e reports are not.prepared with ~~ de~ree of reGulari~; onlr
 
dur~~ that phase of ~nvest~g"'tion when data can be used to S-~1Jpo!"t
 
~ Bas~n, D;f~n~te PLL" Pla'n~ng,:e~s~~~lity or other rClJort ' It
 

s ver;: ra~ e when :,:~ch report nou Id be i::::::ued a seDa~"e. 
o Thea	 as 

volun_ wou-,-dbe !'Ur'll".al (1 to 5 inchps Fer year at the ;ost) and
 
t~ey would be arra'GGd ~ the n~e of the invest~Gat~on, the tJPe
 
o report, and an app ndL"( nuraber is so is:;uedo 

400 Page 11 
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Retention and Disposit: Instructions 
BUREAU OF RECLA1JATIO}~4 

RESEARCH, TESTING AND TECHNICAL RECORDS, continued: 

460 Reserved 

470 ATMOSPHERIC WATER SUPPLY STUDY RECORDS 

a)	 Correspondence and technical data related to production of artificial 

precipitation, Reclamation participation in cooperative research, 

interpretations of legal responsibilities pertaining to weather modifica-
tion, and like matters. 

• Destroy when 5 years old. 

b) Research proposals. 

1) Proposals from which no agreement results within 3 years---Destroy 

2 years after file is closedo 

2)	 Proposal resulting in an agreement within 3 years, and related 

correspondence---USE Retention and DispOSition Instruction 330. 

c) Final or sumaary reports of participation in cooperat.Lve projects. 

1) Project of Reclamation origin, record copy, E&R Center-PEl1!.AN}:;Nl'. 

Offer to NARS when 25 years old. h11. 9'tR93!" eopies==:Oes .2 OJ "hen no 

lol:lge!' 1l99Q9el f:ep refer eIlt,e.
A 1\ o4et" cOb,'es'---UeshCJ...t{ \11\.,. ~ e.vcI-( w\,..eM- \ItO \~C(e r VI e ",J@£

fefu-eMee ~ 
Projects not of Reclamation origin-Destroy when no longer needed 

for reference. 

Note: Fir.a1 or sumnary repor-ts a!'e of two types: 

1.	 In-house reports ~e prir.ted ~. GPOwho supplies copies to
 
Archives.
 

2.	 Contr.:ctor-produccd repor1,s ar-e f'urru.shcd to Nation~ Technical
 
Ir.foIT.'~'lt~onSernce at Spr:.r.s::'eld, Vugima (m fou:- copies);
 
but don't knovr if that agency scr ds copz.es to Archiveso
 

V-o'lumeof reports is =rE'ntly averc.;e about 18 ir.ches per yea::- but
 
incre<:.zed <:,c"t;~v~tyin th~s f~€;ld arxiacates that amount, rray tr:'plc.
 

Rven thour;h copiE:~of the =e::oo:,tsnay cone to you it sh11 .tight
 
be pre:er.:ble to h~ve ttc abency (ue) 5er~ you the set for
 
PE:l1LUiEIIT ::,ete!'l"t;~on- they vou.ld be l.dentJ.f~ed by ProJect nunber-s
 
with 18 loc~to= references.
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Retention and Disposit~nstructions 
BUREAU OF RECLJil.\ATION .. 

RFBEARCH, TE5TING AND TECHNICAL RECORDS 
470 ATMOSPHERIC WATER SUPPLY STUDY RECORDS 

d) Seeding project records. 

1) Correspondence, forms and other records reJated to obtaining personnel, 

equipment, supplies, and services for the project; gathering and 

reporting data; and siffiilaradministr2tive matterso 

• Destroy when 5 years old. 

2)	 Project case files--Destroy when 10 years old • 

..	 3) Final or summary reports, record copy, F&R Center-~ER:W!ffiNf. 

-efre!' ~ HAXS 'WRea 1Q y9~S elaG J)estr~'1 'IlL C~1eMe-Lf W~eM.. VlO 

Vtee.de& h:>f' reFere.Mce. 

4)	 Firol or sumaary reports, all other copies-Destroy when 5 years old. 

/e)	 Technical data relating to cloud formations and moisture content, methods 

of stimulating rain or snowfall, and recorGS rel~ting to administration of 

data-gathering installations---Destroy when 5 years old. 

t)	 Agreements for operation and maintenance of data-gathering installations 

and all related correspondence--USE Retention and Disposition Instr~ction 

330. 

g)	 Statistical releases on water supply and meteorolo~al conditions, 

including releases from NOAA. 

1) Statistics compiled for use in Project Bistories--Destroy data when 

printed in Project History. 

2) Satellite data-Destroy when no longer needed for reference or when 

5 years old, v;hichever is sooner's :r.f' VVlAIj Vldic ~e.) see s vpp/-e..f.M<Ut.-t 
coveflh3 V\\MVI.)V\e- reo..clo..lole fecc>rct~ I-i-~ Aioi 70 3 

* 

400 Page 13' 



Retention and Disposit· - Instructions 
Bum:.AU OF RECLP1lATION 

RF..sEAHCH, TESTING	 RECOP.DSAND 'l'ECHNIC1\L
470 ATMOSPHERIC SUPPLYSTUDYI'JATER RECORDS,continued:
 

b) Atmospheric Conditions reco~s ..
 

1)	 Correspondence and technical data related to Reclamation studies of 

tempera.ture, humidity, polluta.nts, effects of prolonged artificial 

precipitation, natural storms, and other atmospheric conditions. 

• Destroy when 5 years old. 

* 2) Final or summary report of studies, record copy, office of origin---

PERMANEl'1l'. Offer 1:,0 NAP.3 when 25 years old. see. b e.l ()MJ' 

3)	 Final or summary report of studies, all other copieS-Destroy when 

5 years old. 

L)	 Worksheets, foms, computations, and other reference data-DesU"oy 

Tlhen 5 years old. 

*	 These reports are not issued with any degree of regula.rity; they 
primarily concern freakish t,ype storms ~~d the data collected 
regarding the causes and effects of the storm. A recent exampl,e 
was	 the &lreau's bucket-surve,y of the Eig Thompson Carvon area 
after the flood of AU)-,'llst1, 1976 to det.ernune the a ctua.L amourrts 
of rainfall that created the disaster, even though, in this 
instance the information "<13 not used to prepare a final or 
summary type report. 

Volume would not be large, and would probably be identified by 
the locale and type of storm. 

400 Page 14 
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Retention and Disposi+'-~ Instruction 
BUREAU OF RECLft~TION 

RESEARCH, TESTING AND TECHNICAL RECORDS 

480 SURVEYING AlID MAPPING P.ECORDS 

Correspondence files. Correspondence and program schedules required to 

determine Reclamation surveying and mapping requirements by Fiscal 

Years and transmittals of requirement data to U.S. Geological Surveyor 

other agencies or entities empowered to perform the surveying and 
. CArr £lM.l< ect clA.roVtc/03 ( C o: \ \ '-1) I e..u.. - H, ) '-1 r , VV\C<)( ; VV\ UIM--mapp~ng.\	 ~ 

PH ..MfllJf.JJT, Cv+ oH evE'("'j .5 L1eC<.lS. _ IfM1sJer 
5- t.{r blc;clc +0 Ff7R.C 0..+ -5- L1et<.(" 111 tervCtI~, 

.-B~;y--'When~ OffH +c NARS IAIheN\ dS 1112.us old. 

Cooperative agreemenba and all related correspondence~ \rI'clvJil1j ~Ofe;s() SlJr"e~ ;"j + 
V\'1.~f'rIVlj C.-oope..Ct.till€. £\..~ree..VV\lU'Its, (tirraM.tl.ec{.. \7'1 c-CLse) ~e("eLU'1cler

ch!"01AOtOlj~cU\\4)' 3- hj iVl/IV- max., 
• !)ostl'ey 1year after tel'lllinatioft of the agreement OT completion of 

the work. PJ:R,I.{F1AJENY, ev-!-- oFF ellerl1 5 l1fS• 'J{'o..MS: reV" .5- ~et<.r bloc.k-
+0 FARe Q+ -.6-yeM \I1lerlla.Ls, OFFer +0 NARS wheYl 
Q1S 11€.<l('S old. 

480-2 Surve,y notes in level or transit books, containing ground surface measure-
ments or base data for maps and drawings as well as other pertinent info:'-
mat jon regarding the landscape. 

Monumenting; work notes, photographs, cards or other records---
Destroy when Survey Control Diagram and pencilled copies of caps are 

filed with U. S. Geological SUrvey. 

b)	 Monumentir~; survey books or notes of permanent locations of brass 

caps and markers-PEID.!ANENT, offer to NARS when 25 years old. 

/1 to 3 cubic feet per year - usually less/ (A('f"aNlC{e,d:nuVl1edClA..Hj b"l o: 
csae	 \~\fy(~c, Pro~ect) o...-elL.-
SV'rvUjacQ. 4-:l- ~lc I!\.Uv'k- be,.),

3 - ~ " ll-'{fojeC2.t)c)	 Survey books containing prelimimI'"J design and cost estimates data 

and preliminary location controls of at least tr~rd order---Destroy 

when data is transferred to planetable, map or drawing or when 

replaced by a preconstruction survey. 

400	 Page 1.5 
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480-2 ~~rv~ notes, continued: 

d)	 Pr-econs.t.rucr.aon and construction survey notes used for preparation of specifica-

tions, to plo t pr-ogr-essof construe cLon, maintain c1lJ nemerrt, est<!b:!..ishcontroL 

points and other s um I ar purpo~es-· Deat.roy 3 year-s after settlement of related. 

construction contracto 

e)	 Surface levels and data beneath or <It s ides of f'co Lures and st.ruc tur-es j levels 

and elevations "as bua.Lt , 11 anti notes con t.aD1ll'lt": behav'i.oura.L ob::.crvdtions--

Destroy when 25 years oldo 

f)	 Unidentifiable books--Destroy on receipt of thiG Lnstatuctdon, 

g)	 All other books---Destroy when 25 yearre oldo 

Land Classj~icationo 

I~Y~O 

. 7/.2;). J 7 7 a)	 Survey notes and field data collected during the 51.1I"\rey of land for irrigation 

suitability, including base maps, planei.ables, t.opor'gi-aphi.c Maps, a:(Jrial PRo'GO-

~ r-emobe -aens ing products or other s.i.mi.Lar' media-Destroy when final 

land classification map is prepared. 

b)	 Land Classification maps, final-Destroy 5 years after land certHicc:.tion report, 

is approved hy Secr-ct.ary of the :r:n0erior and an ncccptable microfilm version of I 

~ f·~o.\ ~""f' WIth 'e...Ic;.Jeol IVde)(. 

c) MI~r~~'I~l.Pm~~te<;'1~~b}-~~~~.Ve.referQN\ee CCF:~~EreJ:!AAJEAJI. oFfer +0 NARSAwhe..n no IOM.tterc~n\sJpft)
Yleec E'd or LA.ilole." OlO 4(?ars, olc/} wkic.IIleue.- I!"- sooner, (~rr(lM.G.Q&. V\umei'"i c<..ll,{). t -iO ~cO All ott-.er ('op,es ()(2 mic.ro?';IYk._ Destro--q I~ <'I.ljl1..vlc'1 LNh-€M (10 Ica'lqer neeAetl "Por le.f-'ereYI('(?, *" 

g.) Land Clnssific3.tion maps: preliminary or showinp;t.empo rary boundaries and 

p) A) 

acreages of irrigable areas and their class of Land -- "DeS+rCUf IIV 1A.l(~-lAC,'i W~elA-
IO'Aqer neede~ k>f re.JereM~". 

Anal.;'rses of soil and water samp'Les supporting classification asoigned to the 

land-Destroy when irriC<lblc area is est.ablished and certified (SEE Retention 

flD 

and DisI=--ositionInstf'Uction 7);.3-1)" 

«3)~) Field or work notes, t.abu Lat.Lons , comput.a td.ons ann s irn.i Lar- milterjal--Destroy 

1 year after f'Lna L lard cl:lssif"t;::1.tionmap has been prepared .. 

fi,r aeria] ,kofon1ttp> / se e: If~ 

hOo r.3.Gc 16*(-rim if' CLttordaMee. wi"-Ut- If( CFIt /01- ft.5D1, 



Retention and Disposit Instruct.ions 
BUREAU OF RECLAMATION 

RZSEAHCH, T:::STING AND TEC!11ITCAL R~COP.DS 
SURVEYING AND MAPPING P.ECORDS, continued: 

Survey notes retracing or establishing boundaries of tOlmships, 

section lines, and farm units. 

Pillal plat, Ol igDlal cop;Y-.....ffiiMANENf0 Offel [;0 NA:RS when 10 yea! S 

Orig;ntJ pled~ t" olvplicc-te.. c.cl'les (e.<.ce..pt w..'lcro~,111V-- Destr-0'1 II'\. ~.eN\.c.~ 
-o3:d-. wl1eM a.ccep+Cl.b\~ r::i\Wleol ClYlct 1'10 \oli1.'jer neec.\et1 For reiereA'lc.e, 

All other e~pie3. inell1ciin:g :m1:e!o~ D",¥.3~O' ...hen no longer needed 
,	 51 V<!J:U-'7 "r' J r F I +}I\',t.rcFi	 11M. Wlt\ste ~.,.. I OIVp ,care N.re.reY1.ee. tOPi.f) ina/ F' C< --

• "V. tn. re.llA.ftc,,-- ,111 ~"'-
fep pofOFoaee. 1'E~MRAJEIJT. OFFer to NAf<.s" wheV\ rie DI'\l(@r n~ec~eJ.. 

~or re..ferQVlce I or- WVleV) «0 t.jrs, 014) wi-tfcltlever I'> sO.rJ l1er, R{jM...-
Preliminary or working copies of pla"t~-Destroy after preparation of In CteComCVVlC~ 

WI~ YI 
final plat. CFR. /0/-

I! .So'l ,d)	 Field notes or books containing location or other data-Destroy after 

preparation of final plat. 

,pv NilE 480-5 Sedinent Surveys; reservoir range monumentingand other data in survey books 

1 yvJrV/~lA') /17 or notes. 
I'J ;.. 

• Destroy 1 year after data is plotted to a map of the sediment range. 

;V1v' 5	 ,/ 480-6 Aerial Topograpl'\Y;negative film of verlical or oblique image together with 
fllP"""''' 

accompanying indices, flight identification and other identification.\<,"I'B	 \-1-1 
10\7' 

aids 0 

• Destroy when no longer re~uired for reference. 

480-9	 Routine corresporrlence related to survey and mappf.ngsuch as letters of trans-

mittal, requests for information and responses thereto, lists of maps available 

for distribution or sale, publication of information of special surveys or 

maps available for distribution or purchase and other similar material. 

o Destroy when1 ye~r oldo 

http:N.re.reY1.ee
http:R~COP.DS


Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

$00 DESIGN, CONSTRUCTION, OPERATION AND KAINTEHANCE RECOHDS 

a)	 General. Correspondence Files. Correspondence regarding the administration 

of Reclamation's general functions of design, construction, operation aIX!. 

maintenance and those functions as they relate to all projects, divisions 

and units under Reclamation jurisdic<'ltion. Include correspoIX!.ence 

reganiing such matters as development of overall programs of design, 

construction, operation and maintenance plans, general moratoriums on 

construction activities, programs to accelerate construction, and other 

similar matters. 

• Destroy' when 10 7e&n1 old. 

b)	 Project Correspondence F1l.es. CorrespoIX!.enceregarding the development 

and administration of a project, division or unit in their entire concept, 

i.e., the overall plan of design and construction, operation and maiJ:Iten-

ance. 

• Destroy ..hen 10 ;years old.	 /} 
€Ilj/",eerill:] .Ae.e/icaf-;OJl.S - &~-#1~...d -- see- J1a.ehil1"- /rea.de<-.b/e. 
Records SVFplernel1f,l ::rf(JJM.t. I?- ~(J() 

PIlb11c Op1Dioll Becords. Correspondence and petitions forA~gainstPlanned 

or constructed Reclamation projects, divisions or units; particular 

features and structures; and including replies to comments, petititiotlS 

and other similar matters. Pl f' r. ckrc>1A,,-io:i ~ceJ\ ~ , ( ll- a "/1::/, 

All Offices--PER!vIANENT. BREAKfile annually. Offer 
to	 NARS when 15 years old. 



•
 
Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DESIGN,CONSTRlJCTION, ANDMAINTENANCE continued.OPERATION RECOl!IDS,

Geology. Correspondence administering or concerning the geological. 

investigations of sites for features and structures of Reclamation 

projects, divisions or units. Include transmittals of geological. 

samples for test purposes, results of drill hole explorations, drill 

hole locations and other similar matters. 

• Destroy when 15 ;years olde 

500-3 Geological. Reports, including review comments: 

Rrr. blj t'f'oji!C+ r'H'vW\e. 50-(.0' :11 D\J~. Af·srlprc;~>(+
w hU1. o.l·eL1!Mvl£.l..ti>l5' 

a.	 Record copy, regional office of record--PERMANENT. Offer to 
NARS (nearest Regional Archives) when 25 years old. 

b.	 All other copies, all other offices--Destroy in agency when no 
longer needed for reference or when 20 years old, whichever is 
sooner. 

~tfj\1<t. 

500-4 Drill Logs: 

a) Original. 1oy,u 

• Destroy when 25 years old.
 

b) All other copiesl
 

• Destroy when 10 years old. 

Transfer of features and structures from construction to operation and 

maintenance status; letters of notification. 

• Destroy whell 5 years old. 

2 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DESIGN,CONSTRUCTION, ANDMAINTENANCE contirru.ed: OPERATION RECORDS,

Construction Authorization. Correspondence, letter repo~ and legisla-

tive materials accumulat~g in the preparation and submission of documents 

seeking Congressional authorisation for construction of Reclamation 

~	 ~ projects, divisions am units, or particular features or structures. (~('r. 1~.'Prc; jedJ~>,.
 ~~Ie-vnc"er chrc oe ~ 

. a. Commissioner's Office -PER:1A...\"E~'"T.Cffer to NARSwhen \c~li('~/l0 

~ 25 years old. :J..5 ,~H 
~ b. Regional 

no longer 
office of record - Destroy 
needed for reference 

in agency when VIew ·Ir\. 

CUj-e.<Ac..y j 

c. All other offices - Destroy in agency when no longer Y;;. cVo-F+J 
needed for reference, or when 10 years old, whichever ~f 

is sooner. 

501 Programs: 

a)	 Correspondence, letter reports, statistical. data generated in the 

scheduling am accomplishing of programs of construction, rehabilitation, 

betterment, operation, maintenance, force account and other work by 

a program period (usually a fiscal year). Also include similar material 

related to programs of advance planning activities, for accelerating 

construction and other similar matters. 

•	 Destroy 1 year sAer the close of the program. period. 

b)	 Programming media, :l.Jx.lud1ngforms, data processed information, and 

other paperwork recor~g program accomplishment, progress, chan~es 

and similar information. 

•	 Destroy ..hEID) years old. 
NO;'}; FVr-t\ist>Csi:t-,i>1 o~ re..ld-e&.. DUVlcln ~rds *'--r>es/ctbcs) see.%Q..

suppleH1eMt' coverln~ \MltclAlwe ~ ret<.t'ft:<hljt re~ora..£.,j It~ A 3.:l~ 
c) Program Schedules and Reports, including schedules such as PF-2 and 

PF-)	 and reports such as "Summary Cost and Progress," "Operation 

and Maintename Cost and Progress," and data processed equivalents 

under Programs AR020)80and FNC0280and similar. 

•	 Destroy ending report for fiscal year when 5 years old. Destroy 

other	 issues when ending report for fiscal. year is recea ved. ~(' 0\ is; po ~ ; ·ho n 
0(- rellA.teJ, f'ldlc.-IA ec<n:.~'» ~e",) oi..ISl'.S/ see. '+11e suppl-€.-fM.~ 
eOVH1v\q, \MC<..C\;...'Ih"- \f"~"'-&/lI.~le reeol'cPs.lj 
~ 1t3;;lg- B 

http:reeol'cPs.lj
http:DESIGN,CONSTRUCTION,ANDMAINTENANCEcontirru.ed


Retention and Disposition Instructions 
BUREAUOF RECLAMATION 

DESIGN,CONSTRUCTION, AND MAINTENANCE cont1nueciaOPERATION JID;OlIDS, 

S02. Project Cost Bs1;:l.matest 

a) Correspomence regarding the prediction, ~sis of cost trems, and 

adjustments of costs of' construction, operation and maintenace of 

Reclamation projects, divisions am units and the preparation, revision 

or other working of' est~tes of' those costs. 

•	 Destroy when 3 years ol.de 

b)	 Est:imating go.rldes, including publications, statistical and silIll.lar 

data reporting on unit prices, cost indexes, cost "r~.~ and other 

similar matters. 

•	 Destroy when 3 ;years old. 

c)	 Cost Estimates, 00-1 or equivalents. 

•	 Record coW in the Regional Office of record, destroy when project 

completion report is issued. All other copies, destroy when 2 years 

old. 

d)	 Control Schedules, est~ates of appropriations and other data regardless 

of fom used. 

•	 Destroy when DO longer needed for reference or when 10 years old, 

whichever is sooner. 

fOr ~ ine: - reA-£JJe Ie eo rtf. s, re: / a.;-k,/L ~ 

ase-« SOa.) se e Su!,?/e rne1t/-- to I" hit tL.a.l". 'i Iie 

re~a..bl-€/ r ce.ard e ::r+~ A so;).-
/ 
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Retention and Disposit~on	 Instructions 
BUREAU OF RECLAMATION 

DESIGlJ, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS 

Drawings and Maps. Original drawl.Ilgs and maps, designs, sketches and other 

artwork from which an acceptable film (microfilm aperture card, color slide, 

color print and negative)	 is available. 

• DeS'tr07 when no longer required for revision or updatiDg purposes or as 

otherwise 1Diicated by other items of this 503 Retention and Disposition 

Instruction.
 
r, 503. £k2..'t'leerIl1§ J)r/MAJ'lvI.&JS JA..'c. .. c(:~11M.. 5-'is+~ olJ).:;h:....--see.J4ocJ..it1e-f?eo..dC(.bl-e.
 

AI Records vf''pIe.-tMeM. f) .:z:teAM. It So 3
 IvAl5 50)-1 0rigiI:!al. Films. Original microfilm apeture cards, color slides, color 

~<l/77 prints am negatives of drawings and maps. CArraM.Cjec~ Y\umerlca.I_1tt b~ ~y~bo!.s
II' whl ch. IV\C\' C&.te Pr<;1 ect M /Tet 1v hI( ) 

--Ih rel~+:1: f'r~pc..r'"'' ol=-fiee )/l,M.o\ o.rM.N\1A.£\ '> sericJb )
WI \ fie.' II	 11uvn <ir 

• PERIIAJIEllr. Offer to NARS/lwhenno longer needed or when 20 years old, 

whichever is earlier. c,£t...;).&O CN<-. LL. ~,v- "i'<-- BR.. i3vre.-..~{.-w~J-( .. 
MICXVkllM iVJ aecorol.aMce, ,. 0 r- ' / () ,- , 1 - [(:r __- I 
~ Lfl eFr< 10\-11.$'01. t..u- --,.. I-\-t'. ~~
 

503-2 Drawings am )laps. Original. drawings am maps which have not filmed in
 

an acceptable manner. (v~. i'\Il..~V\.IVlilld, C~S:ISf,"G lM.os.+llj of olJ.e.r JrtU1J"i/<-tfS wkd... 
bt'l'CU).se,,~ CU{i') (;(1:1) we_c.1- wv.d... +10'&"', coul&. Vla-1 toe ~i(V>!2L

Prcped4 .. A~~,,",\J((A.+tOYl LV 1 Il t~".se !»\ce.. "'1I d..'lUVi~q.s «re 
•	 PERJIANENi'. Offer to NARSvwhenno longer needed or when 20 years old, ~ j (\111~&- s'&Or\.- .\ 

"'~ felcJ"J ' ....de.{ Ovf.te. Cf~f(t111j.
whichever is earlier. 

( Rrc I'IV"XIer1c&<1I1{ by' sL{W\bo\ <;. whlc~ I~; cote. Project or Ad) 1I1ht) 
I're.p"-rll\lj O~fice, ~ ci.~IK.tj\ s Ser Icd \t\ul4\.\,er)
 

503-3 Drawings am Maps which have been filmed acceptably but which must be
 

retained pend~Ilgpreparation of "as built" or other finaJ. version. 

• USEReteotion and Disposition Instruction 503 above. 

Sketches am other preliminar,v versions of drawings and maps. 

• Destroy when final version is prepared or when 3 years old, 1Ibichever 

is sooner. 

AbaIXionedProjects or works, drawings and maps related to. 

• Destroy after filming. 

http:ci.~IK.tj
http:bt'l'CU).se


Retention and Disposition Instructions 
B~U OF RECLAMATION 

DESIGN, CONSTRUCTION, OPERATION AND MAINTENA~a:::E RECORDS 

Drawings azxl Kaps, contirued: 

$0)-6	 postponed projects or worksj drawings and maps of activities for which 

construction is delayed. 

• Transfer	 to Federal. Archives ani Records Center; withdraw when the
 

project or work is reactivated or destroy if officially abandoned.
 

Artist conceptions and other original artwork.
 

a) Original. artwork aDd or1.gj,Da1 micro ()r color film thereof.
 
1.4/~ r~\cJed. iNAe{


• PERMANENr.Offer to }lARSf\ when no longer needed for reference or 

when 20 years old, whichever is earlier. (AIr: nUMe.riC'",II,j ~~ slJm..bols ,~J:\LC,f-llll.j 

b) All other copies: 

• Destroy whenno longer needed for 

$03-8 Listsj bar and 

reinforcements 

bar cutting 

lists, bills 

lists, cable 

of material. 

• Destroy af'ter filming. 

$03-9 Schedulesj construction programmingani 

reference 

and cable 

ani other 

materials 

f'raj~c.\- Dr }u::f "n~" J pre 'fo.r '" j OF F~ce) 
~ cAf'OvWti\SI> SerlA.[ \'lU~b<.'r) 

or displ~ purposes. 

reel allocation lists, 

s:iJnilar data. 

utilization. 

• Destroy on settlement of related construction or supp~ contract. 

503-10 Schematic-Diagrammatic drawings of electrical, 

other installations. 

• Destroy when no longer needed for updating 

$03-ll Design standards or typical design drawings. 

• Destroy when superseded or obsol.ete. 

wirUlg, switching and 

or revising. 

$03-12	 D.lustratioosj charts, graphs, statistical. arrangements and similar 

drawings used in reports and other publications. 

• Destroy when superseded or obsolete. 

6 



Retention and Dispos~tion Instructions 
BUREAU OF RECLAMATION 

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECOF.DS
 
DrawiDgs aDd )laps, continued:
 

503-13 Design references and marked prints of drawings. 

Destroy when no longer needed for reference or on completion of related • 
construction. 

503-14	 Manufacturer Drawings. 

•	 Destroy after tilming. 

503-15	 Other agency drawings. 

•	 Destroy atter filming. 

503-16	 Location maps. 

• Destroy when superseded, obsolete or filmed. 

503-11	 Floor plans, cffice arrangements, wall hanganga such as large nylon maps, 

and other oversize drawings such as prepared for prel~r,y plans for 

relocation of railroads, hJ.ghwaysani other features. 

• Destroy when 5 :rears old. 

503-18	 Drawings, d.esagna, maps ani similar material prepared dunng reeaarch or 

other work performed for other agencies including foreign gov~ents. 

• Transfer	 to the agency or f'oreign government on complet1.onof the work, 

research or project for which prepared. 

504	 Construction Materials. Correspondence generated during the investigation 

of earth, gravel and rock for construction use. Including such subj ects 

as access, quantity and quality of material available, proximity of borrow 

area to construct1on site, reports of investigations, production and use 

records, test reports, and other s~r materials. (·/ir rytaAYiLilli!,,"-;_.J,/erelated. -to ,~- -/7~/ 

~ tlfPf( §oe;!f~
• Destroy 3 years	 atter completion of work under the ;~ted construction 

contract. 

1
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DESIGN,CONSTRUCTION, ANDMAINTENANCE continued:OPERATION RECORDS,

505 Reserved 

506	 Inspections Records. Correspomence generated in accomplishment of periodic 

examinations of Seatures and structures for safety, efficienc,y of operation, 

damages, am for rehabilitation and betterment purposes. Include correspond-

ence regarding the methods for performing inspections such as b.1 use of 

scuba divers, helicopters and other means. (Fo; ~lte. -ret/LbJle
reicded -fo Yl!.i5> =«. 

• Dest1'07 when 3 ;years oldo	 5"'1'?/e-m. esc tI 
J.ff,.yyt.	 A ~O(, 

506-1	 Inspection Reports 

•	 Destro:y when 5 :years ol.d. 

506-2	 Reviews of maintenance reports. 

a) Engineering and Research Center. Destroy when 10 :years ol.d. 

b) Regional. Office of Record. Destroy 1 year beyond life of structures. 

c) All other offices. Destroy when superseded or obso1ete. 

507	 Relocations. Correspomence regarding the generaJ. procedures and lega1 

requirements involved in movement o~ natural or manmadefeatures, structures, 

or systems (railroad. road, canal.) away from Reclamation construction 

activity or areas subject to inundation. 

•	 Dest1'07 when 6 ;rears olD.. 

•	 Specific relocation case files; USE Retention and Disposition Instruction 

330 or 780, whichever is most appropriate. 

8 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

spillways, outlet works, diversion tunnels ani other features; and 

including material related to operation ani maintenance of the structures: 

a) Damsbeing constructed, constructed or abandoneds 

• DestroT when 10 years old. 

b) Dams being planned for construction. 

• Destroy when material qualifies for disposal under a) above. 

510-1 Correspondence, technical and other data collected or required to prepare 

reports associated with the deaagn ani construction of dams and their .L ' 
. II J < _J1 / .J.e./l ~1. "+'h,s fl-e#<..; 

appurtenant works. ( /?;r nltLi!.J1.II1-e. - rea(}(..a4:Jle. reco~.s Ie. tJ..-{I 0<- 70 

see. sV'/??!evY1€A1f2::z:+e-..- jCf-'SIO- I
 
oDestroy' 3 years atter issuance of rela eel report.
 

$10-2 Reports I /irr. bCj \"c."'~i'OM... I'"Ie c. .....- H / l-jr,I 

a) ArcheolOgical. investigations of damsites. C'
D Re~I~\ of~ire _pf Vl"Mor fn~<U€St -- fE.RMONtNT. Offer +0 NftR.s 1'1 eore sf-

Res'cv....A( ~r-c..~l\Ie() wHUti to '1eCllS ore(, R~6 
i;) ,..,It ~ .... oFf.iCel:'-- Oe~;TY"Q..U W~€k\. 10 L{Ew.r!;: 0{0I. ,,( 5"flC/7S 

b) Interim reports such as completion of concrete placement or earth J.ini.Ilgs 

and other similar activities; design data in narrative forms; feasibility 

designs and estimates; reports of foundation investigations, unwatering 

and other related matters; inter:im reports of installations and behavior 

of soil-cement sections; 1lIti.t records of construction and other simila.r II ) " 
/'~('r4eot b~ pro~<?e..t) <-titer€.VMe.t" bLf struc...i-vre. 'Id. e<AH shvcftJfC 

reports. C .-
1> ~j'~l 6Ffke. of rne<doC' ~"'''teres+-)-p{;r<.MII-JJEAJT~ offer +0 

• 'NItR~ C ~rest Re.q,~( ~r:-(..)v.('s WkeM.. \0 V\,eC\.r'>. old. 
J) M~ (' o-+tter ow. eel> - - 1>es-trtl-<.l ~_heM. 10 ~ ee<.l' sold. or S ¢o1'ler 

I r VIe> I o-1\.qe ( YI€ e d.-e d.. ..J rD-r r-the.t' €Me e. /
c) Cost comparisons; construction cost at various sites compared; cost of f!·:Ttf./02.3)78' 

one type structure versus another, and other s:imilar matters. 

I.) DestroT when 2S years oJD.. in office of record.'estroy when 10 

years old at all other locations. 

9 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

;:J0:5IGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
 
DAMS
 

510-2 Reports, continued: 

d)	 FiJlal. Construction Reports, 

I) PERMANENl'.Record. copy, office of record; offer to NARSwhen 25 

years old. 1./0-50 CM-. D*. ~ ~ B"'~i ~ ~ JIU.W', 

01) Destroy when no longer requ:ired. for reference at all other locations. s~ 
~~ 

e) Final. reports of installations and behavior of soil-cement sections. 

~ Destroy 'When 25 years old, record copy in office of record. 

~DestrOy when no longer requ~ for reference at all other locations. 

f)	 Technical records of design and construction. 

• USE Retention and Disposition Instructions lBO-~
 

g) Operating instructions.
 

• Destroy when superseded or obso1ete. 
.5' 10-d s,ee..for ~·IV\e-l'uAtU,\e. {'e~{""S re.\o..tetL-+V l 

Ivt~ f'Ie. - R.eo..dA b(e, R.u.oro\.S ~ V P pi e.<M.eM. t A. S 10 - d.. 
51<>-3 Behavior Installations and Observations Reeords. I 

a)	 Correspondence and other material related to the installation of meters 

and other instruments at dams to measure earth movement, seepage, stress, 

pressure and other forces affecting the stwcture and its appurtenant 

works. 

• Destroy when 10 years old. 

b)	 Observations, periodic or interim reports. 

• Destroy 'When summarized into a filial. report. 

c) Observations, final reports.

9 PEflM:Atffilft', lecord wPJi iii office of lecont. offel to NA:ftS when 25 > 

-ye!Y'i1"lA. Office of reQot'~-- Jes-tr£U.(~lIurn~c~rudv're 1'10 lol'l~"''- ex. Is:k , 
~) Destroy when no Longer- requ:ired. for reference at a1l other Locatdonas 

For ~kjl'le-r~lole...- Ie..cords reLd'e&" +0 J:feM.v 510-3 
see.. }{A.~ll-1e - RetteR. eJol.e.- Re.e.o rds. SUrf> IQvw.e-u +) ~ 
~S1D-3 . 
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Retention and Disposition Instructions 
BUREAUOF RECLAMATION 

DElIGN, CONSTRUCTION, AND RECORDSOPERATIOn MAINTENANCE

DAMS, continued:
 

Safety of Dams Records: For- rn.~1"e- re~le re.corzl s, rda.+eJ- to I..+€AM-- "::'-(0- If) 
, see. 1"\t!CM-)Yle - I\et\-dtt-bl-e- Recovr:ls SUFpleVl1eu+ -L1ew A su>-'j

a)	 Correspomence generated in preparation, distribution, ard updatJ..ng ) 

Standard Operatl.Ilg Procedures for dams and their appurtenant lIOrlcs 

b,y Bureau of Reclamation, Corps of Engineers or other agencies. 

• De&tr07 whaD 5 years old.
 

b) Directories of Operating Officl.als.
 

• Destroy when superseded or obsolete. 

c)	 Standing Operatl.ng Instructions. 

/.	 • Destl'07 when superseded or obspl~e" . -C..J./),,~5 511 "-ft r(1.A.AA/( LFor ~ine- r~l.i.1L-1JIe- rHoli:ls. re-lcq-etfL. +r:;	 (j_1't:>Y'1. 

su	 Reservoir Management Records. Correspondence regarding management of 

space :in reservoirs. Subjects include means to provide storage space for 

t10ad control, transport of non-Project water or water for municl.pal or 

in:iustrial use, maintallling pools of water for recr-eatn.onak purposes and 

consertation use; regulating releases of water; water ownership, replace-

ment accountang, backwater and tailwater studies, ellVl.ronmental effects 

of reservoir fluctuation, preparatl.on of storage regulations and other 

similar matters. 

• Destroy when 10 years old. 

su-i	 Reservoir Operat.1ons Records. Porms, logs, graphs and other similar material 

recording reservoir operations on a regular basis; d~ or other period. 

Include recordl.ngs of l.nflows, releases, elevations, irrigatl.on deliveries of 

water and other similar operatl.onal data. 

a)	 Data later summarized iuto the Project Histo1'7. 

• Destroy when related Project History is received. 

b)	 Data summarized into Annual Operating Plans. 

E lOM.~ )) od--a.... -- ree. J.1. a.ck I'Vt@_ 

Surf I~ ew...+ ) :r.+~ A- S 10 -9 

http:irrigatl.on
http:preparatl.on
http:r(1.A.AA
http:Operatl.ng


Retention and Disposition Instructions
 
BUREAU OF RECLAUATION
 

DESIGN, CONSTRUCTION, OPERATION AND MAINTENAt-CE RECORDS
 

Reservoir Operations R@corda,continueds
 

511-2	 Correspondence and other material requ:u-ed to prepare sta tistical and
 

narratl.ve portions of reports summarizing water operations for an
 

irrigation season and predicting operations for a COInl.Ilg season, and
 

as required to print and distribute the operations plans and reports.
 

•	 Destroy when J years old. r/#e r-
--}Mtrt 

511-J	 Operating Pl.a.JIs; annual or other issues. f7~)et-.f-,
 
a) Record copy, Regional office of origin. (Ar~tQh.r-M-U:>\~ I C«./u.~) .
 

o PERMANElll', Offer to NAIlS when 25 years oldo *
 
b) Record copy, operating office affecte,i.
 

• Destroy when 10 years old.
 

c) All other copies.
 

• Destroy when	 3 years old. 

511-4	 Inflow Design Studies and related correspondence.
 

a) Record copy, Regional office of record.
 

• Destroy 1year beyoIJi ll1'e of related struc~
 

b) All other copies.
 

latera1s, tunnels or other water carrying or distribution systems and 

th5 devices or structures installed to measure and control the flow 

of water through such systems. 

• Destroy when	 10 years old. 

Pt5lot,	 Pt""u~ I 0recec t;~.j i>~OC'SS1~ 1'1"",,~ 1)..+.. - -
5e.-e, iL{Mlune - f\e.A..til(.ble ~O('d5 Surrl~V)1eM.1; 
~ frS/a. 

J2 

http:narratl.ve
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Retention and Disposition Instructions
 
BUREAU OF RECLAMATION
 

DESIGN, CONSTRUCTION, OPERATION AND MAINTENAl'K:E RECORDS 
WATERDISTRIBUTION continued:SISTDIRECORDS,

520-1 Reports: 

a)	 Correspondence am other material generated in preparation, printing, 

and distribution of reports; including engineering computations of 

canal lines, foundation investigations, working instructions, design 

data in narrative forms, feasibilit.1 designs and estimates and other 

similar matters. 

• Destroy 3 ;years after completion of related construction. 

b)	 Final feature or construction reports: 

1) Record copy, Regional Office of Record--PERr~ENT. Offer to NARS when ,25 yearsmold.
,• \ ,. , \ J \ ',L-	 C I 0 \ \1es s	 ~ '" "/ '1c: , O\e.f ........ .icw .~ c......lM.~_VS/"TvNne\>, ~ ~;<!.. I ti\~:>oiM?(;- ,.t' ... \.·'.N~ '1~'
c..""j 0,," 

2) All other copies--Destroy in agency when no longer needed for referance. 

c)	 Designers Operating Criter' .. 

• Destroy when superseded or obsolete. 

520-2 

summa~~ne observations of 

and	 other factors affecting 

distribution systems. 

• Destroy ..hen 5 years old. 

b) Interllll or periodic reports 

erosion, sed~entat~on, losses of water, 

the efficiency or operat~on of water 

of observations. 

• Destroy on receipt of f1nal report. 

c) Final reports. 

• Destroy when 10 years old. 

13 
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Retention and Disposition Instructions
 
BUREAU OF RECIAMATION
 

DESIGN, CONS'IRUCTION, OPERATION AND MAINTENANCE RECORDS
 

WATERDISTRIBUTION
SlS'fiJIS, continued: 

520-) Earthwork Computation. fi:,r Vvt~ll'le -r-eula.b I.e, l'e.c.orA S. rdA-teet. -+0 ~f s .f€MA-
SI!e- ,A-lo.c..\Ail'>e- ReCL&.c..bl e Re..c.on.1..s SUf'p\elM~-i) ::l..+eW\ ) 

a) Yanual and data processed computations of borrow area use, centerline F>r S-ao-3. 
determinations, concrete or earth quantities, cross-sectioning, profiles 

ani controls, gradeline, station placement, prism and other s:iJnilar 

date generated during construction of water diotribut~on systems. 

• Destl"01' 3 7ears after settlement of related COnst1ZUCtion coutract. 

b) Data processing input, programming fo:nn.sor books and storage media 

(t .:3 q..;;;Lsuch as punch cards, tapes, discs, etc • 

j:.~~ 

• -Destl'01' 1Iheal)em old; - S~e.. sv{'pl~IM.CU'\+.t c.over(vt.j 
~'h.&ld"\\ \<Ie- r e cul a.b\ e r e (0 I"d.s 

It Silo-I/- ]),versllJ" Schec1rJ/es - rvr/1iJU.Ts - - See J1&tC.h.7~e, f(eCtda..b k ~corcJs. 5v!:?J~ 
530 DRAINAGECorrespondence and other material regardi:ag seepage at Project ::J::I-ehf If !;"ao-lj 

lands,	 features and structures, and the methods by' which those conditions 

are alleviated or e~ted. 

• Deatl"01' when 10 ,-ears ol.do 

530-1	 Correspondence and technical data accumulated during observations of seep
 

conditions.
 

a) Record copy, Regional office of record. Destroy when 25 years old. 

b) All other copies. Destroy when 10 years old. 

f} 530 - :3" EV"r0 j-r&L11Selr~ i-/br] f'ro~ d.,ra...IJ1.-,uJ e.. - - se'-L 

l1a~kj'ne - A?eada ..b/e /?ecorolS Su,Pf>(el/J1e~?"f.J 

-L7-~ It S31) - '3 

http:rvr/1iJU.Ts


Retention and Disposition Instructions 
BUREAUOF RECLAUATION 

DESIGN,CONSTRUCTION,OPERATIONAND RECORDS,MAINTENANCS continued: 

540	 PUMPINGPLANTS Correspondence generated dUr1ng the construct1on of pump 

plants, instaliat10n of equ1pment, and as required to admimster the 

operation and maintenance of the plaut (office hours, shifts, inspection 

patterns, scheduling of maintenance work, etc.). 

•	 Destroy when 10 ;years old. 

1=,/lQ.1 CO\'1strvct. oYl 
540-1 eo..qd~io!l Reports: 

a) Correspondence and technical data required to assemble, prurt and 

distribute. Destro;y 'When3 ;years oldo 

b) Reports of completion of major pulIIping facilities such as Granby 

Pumping Plant, Yount Elbert Pump and Powerplant and other sim:Uar 

structures a 

Record coPY', Regional office of record. PEIlIL\HEHl' Offer to 

MARS when 25 years old. \ c(.<., Ff VI 0 Wi .... ~ eM.CA{ ; "\. ~c..,..1"f 

All other copies. Destrqy when no longer required for reference. 

Inc reo, 5 e. 
~CVI"-

if-

\rAveL-- Ie II 
t c « Ff 

rA..M.~, J 

c) Reports of completion of minor pumping facilities. 

• Destroy when no longer required for reference. L? I 
/I Slfo-/. PVJ'YL-P;J/.gl1PAtI- Ccsl- ESf)ht.al-/~r--<]ee }ftlC--h.?Hl" -;(e..~k6/e ~eC{)rt:TS" 

Svp~}em.f!Mf- :r~ ,4- S~()-1.
~0-2	 Report$ 'of c~ive costs and designs, operating anst.ructdons and. 

other similar matters together with related correspondence. 

•	 Destroy when no longer needed for reference or when superseded or 

obso1eteo 

540-3	 Pump IzIstallatioD am Operating Records. Form and narrative operating 

reports such as pump-generating economics, technical calculations and 

computations, pump acceptance test records, operating instructions and 

similar matters. 

a) At the plant or office of record. Destroy when the pump is no longer 

in Reclamation possession. 

b) All other copies. Destroy when 10 YEBr5old. 

15 



Retention and Disposition Instructions
 
BUREAU OF REC1.J.MATION
 

DElIGN, CONSTRUCTION, OPERATION AND MAlllTENANCE RECORDS
 
PUMPINGPLANTSRECORDS,contirmed:
 

54~4	 Operating Reports, includ:Lng charts, logs, forms and other media reco:liing
 

day-to-day or periodic functions, maintenance, inspections, and other
 

operations of the plant, its equipment, and the power available and used
 

to accomplish pumping.
 

•	 Destroy when 5 years old.o 

~0-5	 Hydrologic Report.s, including charts, logs, graphs, forms and other media
 

recording water elevat~ons, discharges, and other uses assoc~ated with
 

pumping plant operations.
 

•	 Destroy when summarized a.n related Project History or when .5 years old,
 

whichever is sooner.
 

550	 RIVER IlAHAGEKElll' Correspondence and other material regarding management
 

of water release or withdrawal from rivers; predicting flows, determining
 

and correcting causes of flow depletions, studies of the effects of
 

regulahng flows and other similar matters.
 

•	 Destroy' when 10 years oldo 

55~1	 StreamgaM Stations and Eguipmeut. Corresporxience regarding the establish-

ment or location of streamgaging stations and equipment and operation and
 

c: 'ltoJ. da.bJ'~ re('ct',jS
maintenance of the station arxi measuring devices. [	 rt[ia~:cL~7':k - ~~s I {-em) Sc-e, 

)f~eltjl1e - ieeaeitthl-e ;fel'.ord.s 
•	 Destroy when 10 ;yaars old.. SV!'fJeIMUf. f- I Xf~ Ir S-S-O- I] 

550-2	 Cooperative Measuremeut. of Streamflows Cooperative agreements and related
 

aorresporxience concerning part.icipation in multi-agency programs for the
 

measurement of s treamfioTls and other related purposes.
 

•	 Destroy 1. year after termination of agreemeDt. 

,;114 C. kiN e - ;fend4 blefJ SSt) - ;J, • For.!. e £5 ft'J tUt'vt.u- S"phes See 

SSt) ~ ,;2~AReeol,d 5> Sv??/e,.~t0-tfJ :rfe~ 

1.6 



Retention and Disposition Instruct~ons
 
BUREAU OF RECLAMATION
 

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
 

RIVERIlAHAGEUEN'l',
continued I 

550-3	 Heports--General Correspondence and other material accumulated in the
 

preparation, printing and distribution of reports of stream measurUJg
 

statistics} water supply outlooks or situations, forecasts of water
 

supplies, and other similar matters.
 

• Destroy' when 3 years oldo /J
n 5.5"0-3" (Jperaf,olfs S+VdJe~ -- see }/Q.dllte-/r7~e., 

550-4 Water Supply Report, Bureau of Reclamation:
 

a) October 31 issue, summarizing the irrigation year.
 

• Record copy at the Engineering and Research Center •
 

Offer to NAR3when 25 years old. I - .2 •,>,\, / '1'~'
 

•	 All other offices. Destroy when 5 years old. 

b) All	 other issues: 

•	 Destroy on receipt of Octobeu 31 issue. £)
A	 sS"o-J.{ ,fllh-cf-r /feUJ/'ds-- see- ~aelr'l;,e-tf'Vt~/e lfe(U)rcl.5 SV;>j>/eP1fel-ff; 

550-5 Yater Supply Reports, other than Bureau o~ R@Clam1t1on. X-f~ If sSO - If,; 

•	 Destroy when no longer required for reference. 

/}- SSO -,5. 5freCl.l'K-rlctoS - - see NII.(!J,l..ille -l?eltb.-b/e ~ eN·tls S v'pj>/e#?t~1 
550-6 R@cordedData, including foms, charts, graphs and other records of .::I:/pi"lf It s..rt)- .f , 

stream maasurement, daily gage and river height, discharges and their
 

Qydrau1ic characterist~cs, rating curves and tables, and other
 

similar matters.
 

•	 Destroy whenS years old. 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DESIGN,	 CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS 

560 RECORDS RELATING TO INCIDENTAL PHYSICAL FEATURES 

General. Correspondence eoncerrnng structures or facilities at Reclamation 

works which serve purposes other than storage and distribution of water 

for irrigation purposes. Subjects include relocation of transportation 

systems at or near Bureau 'Works;provision of water supplies for use in 

domestic, industrial., or sanitar,y systems; studies of floods; conserva-

tion of fish and wildlife at Bureau works; construction of visitor 

facilities; installati-on and operation of communications systems; 

maintenance of navigability of rivers at Bureau works; reconstruction 

of river banks; and similar matters. 

• Destroy when 10 years old. 

560-1	 Final construction reports for all incidental features, and related data 

and correspondence. 

a) Correspondence and technical. data required to assemble, print, and 

distribute reports. 

• Destroy when 3 years old. 

b) Final Re}:ort= 

1) Regional office most affectedr.reconi coW rel ded +0 ~ ty-pes 

(If 8'61Ucbures9P t:9st.wes. PRRW<liEHff effel" 118!Lma Wl:l91l2~ ~sps 

\)~.,,-\-r~ ~v(... M~~ LAJk~ (~erV1 0 

f e.ttv I f-~ !=o r re+ -e..v--.eM- e e . 
2) All other copies of reports regarding major structures or features 

and including al.l copies of reports regard~ minor features or 

structures. Destroy when no more thaD 10 years old. 

18
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Retention and D~sposition Instructions 
BUREAU OF RECLAMATION 

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
 
INCIDENTAL PHYSICAL FEATURE RECORDS, continued:
 

560-2 Agreements, and relatee correspondence. 

a)	 Relocations involving land and rights-of-way acquisitions. 

• USE Retention and Disposition Instructions 780-2 

b)	 Relocations involving construction and supp~ service". 

• USE Retention and Disposition Instructions 330. 

c)	 Transfers of completed transportation systems (hi~s and roads) to 

Federal or gtate agencies or providing "extraordinary maintenance" 

of the system for extended periods of tillle. 

• Destroy upon tenn~nation of agreement. 

d) Providing for water storage and transport through Reclamation fac~lit-
ies. 

Destroy 1 year after tennination of agreement. 

e)	 Cooperative in nature ani providing for management of wildlife resources, 

servicing snr..etl:.aries, silllilarpurposes. and 

Destroy	 3 years after termination of agreement. 

f)	 Providing food services at visitor facilities. 

• Destroy 2 years after tennination of a~eement. 

560-)	 Flood Control Regulat~ons created b,y the Bureau and other agencies together 

with related correspondence. 

• Destroy when superseded or obsolete. 

560-4	 Flood Reports created by the Bureau or other agencies. 

• Destroy when no longer needed for reference. 

560-5	 Domestic and industrial water suPPlY ~estigations reports and related 

correspondence. 

• Destroy when 10 years old. 

19 



Retention and D1sposition Instructions 
BUREAU OF RECLAMATION 

DESIGN, COrETRUCTION, OPERATION AND MAINTENANCE RECORDS 
INCIDEN'l.'AL FEATURE continuechPHISICAL RECORDS, 

560-6	 Conservation Studies, originated by the Bureau, the Fish and Wildlile Service, 

and other conservation groups. 

a) Regional office most concerned, record copy. 

•	 Destroy when the study is incorporated 1nto a Definite Plan or other 

Report, or when 10 years old, whichever is sooner. 

b) A1l other copies 

•	 Destra,y when 5 years old. 
See	 )jo.etttne. tfeacfCtlJeft	 .5fo3-/ )f I/I1;c~1 + i/,uJlIstr,IJ toaie! Surf'itS 
::rf~ It S"0 3- I, 

570	 CAMPS AND HEADQUARTERS RECORDS 

General. Correspondence related to providing and maintaining office, 

storage, housing and service fac1lities at construction areas and 

other temporary locations • 

• Destroy	 when 10 years old or 1 year after camp or headquarters 

area is discontinued, whichever is sooner. 

510-1	 Final Construction Reports 

•	 Destroy when no longer required for reference. 

510-2	 Correspondence and other records related to the layout, construction, and 

maintenance of facilities at a camp wmch becomes an independent town. 

a) Survey books, plats and other records of land location and layout. 

;g18~eBe wficft flO longsl I a:ra:i:I ed fox 1 e£eeSllce. 

J)iSfO>t' 15F aCCOf'&.;~j -\0 :r.t€.VIl- -110- t a..., 
b) A1l other records. 

•	 Transfer to governing body of town with1n one year of transer of 

site. 

510-)	 Correspondence relating to provision of educational facilities and services, 

housing rentals, and concessions. 

•	 Destroy 1year after facilities and services are no longer admin1Stered 

by the Bureau. 

20 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DESIGN, CONSTRUCTION, OPERATION AND MAIN'T'ENANCERECORDS
 
CAMPS AND HEADQUARTERS RECORDS, contirmed:
 

570-4	 Agreements, including lease or purchase of hous~ and concession space. 

•	 Destroy 2 years after termination or transfer of administration 

to a city authority. 

570-5	 Inquiries about availability of housing and concession privileges; 

including unsuccessful bids from concessionaires. 

•	 Destroy when 2 years old. 

580 SOIL	 AND MOISTURE CONSERVATION RECORDS 

General. Corre!JPOmence Files Correspondence and technical material 

promoting or reporting on actual practice of soil and moisture 

conservation techniques such as reducing or controlling erosaon by 

means such as vegetation control, range rehabilitation, l.mproved 

methods of irrigation and similar matters. 

•	 Destroy when 5 years old • 

580-1	 Annual or other periodic reports of progress: 

a) Record copy, Regional office of record. 

• Destroy when 5 years old.
 

b) All other copies.
 

•	 Destrqy when 2 years old. 

580-2	 Work papers, computatl.ons, program schedules and other material accumu-
lated and used in preparation of annual or other penodic progress 

reports. 

•	 Destr~ 6 months after report is issued. 

580-3	 Cooperative Agreements, watershed management and other similar purposes; 

reports of findings; and all related correspondence. 

•	 Destroy 3 years after terminatl.on. 

21 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DESIGN,	 CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS, contanueds 

590	 REPORTS Reports concerm.ng Reclanation projects, divisions and units or 

activities as an entiret,y; rangLng from investigat10ns or preliminary 

project plans through the definite plan, concluding or wrap-up types. (cur. bel preje.d,+heferJnJer
c.nfol-tC 10g'cu.II'j )

a) Record copy, Regional office of record. 

• PERMANENl'Offer to NAnS when 25 years old.
 
S - 11 U<.. /i. /r..rr. d~erl.d,/l.d 01"
 

b) All	 other copies. / I 

• Destroy when no longer required for reference. 

590-1	 Makeupand distribution; correspon:ience and other rnaterial required in 

preparation, printing, bin:iing ani distribution of reports. 

• Destroy when 2 years old. 

590-2	 COlllD1ents tionand reviews of Reclama. Reports
 

a) Regional office of record
 

Destroy when 25 years old.
 

b) All other offices.
 

Destrqy when 10 years old.
 

590-3	 Supporting materul; correspondence ani technical data accumulated during 

preparation of reports. 

• Destrqy 3 years after issuance of related report. 

590-4	 Progress reports; periodic ani concerning construct::.on, opezat.Lon and 

main~enance of Reclamation activities; such asthe 1-29 Construction 

Progress Report, summaries of operat.aon ani maintenance, and s1milar. 

• Destroy when 3 years old. 

22 
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Retention and Disposition Ir '<lcti0110 
BUIlEAU OF fillCLPJil.J\.TION 

600 POWERRECORDS 

General Correspondence Files .. Correspondence of a f[·.cil"t,j ve am adru.ni 3-

trativc nature and r o'Latcd t.o Heelamdtion'::.; Leneral pov-cr function, its 

dcvc.Iopment and pr ograms, and .mcIud.Irr; infonnation re Lat.od to power pro-

grams or devc l.opnc..nt.s of other entit.ies bo Lh public and private. 
.,.'

Destroy when 5 years old"" 

600-1 Correspon:ience and ether material 

accumulated in the preparation of fCDsib:ility and coot studies for devE.lop-

ment of a particular power r;encrCltine eyst.em, or from 

a particular source of energy (such as hydro-f:cnerai.,ed, pumped storD.Ge, 

solar energy and others)c 

..	 Destroy when final or summaryreport is received or l'lhen 10 years oldg 

whichever is soonero 

600-2	 POVierDevelopmer:~neport.~~ summary or finalo 

a)	 Record copy, o.;:'fice of orig:i.n---Destroy when 10 years old. 

b)	 All other copies---Destroy when 3 years oldo 

600-3	 Power Statistics" Periodic listings of powerp'l.ant s , LLnes <'.J1dother 

features anc Iudang FErieral Power Conm i.ssxon yearbooks and the I!PLS" 

Li stLnga of Rec.Lamatdon, 

•	 Destroy when superseded, obsolete, or 'l':hen 2 years old, michever is 

soonero 

600-4 Power Interference Repor-Lso
 

a) nej:orts of Lnt.cr-f'er'enccs , related cor-r+spondcnce and c.l ear-ance proccdur cs ,
 

not suppcrting a litigatioll--Destroy when 3 year's oldo
 

b)	 Rcport.s and re.lnt.ed correspondence, euppor t., ng a liti~aUon--USE 

Hctention and DislJo:>ition Tnct.ructLon 130-50 

http:re.lnt.ed
http:storD.Ge
http:l.opnc..nt


H',tention and Di r.poua.t.Lon Ir, uc td.o ns
 

Bum:.I\.U OF rtECU,},A'l'JON
 

POVlER HEGOl/.DS, contd.nucd s 

*	 600-5 Headwater Benefits r-Ues .. Cor-r-espondence and ot.ncr mat.er-La'Lrq;2rdlng the payme-nt. 

to	 RecLamat.Lonfor downstream use of il'lpOundedwater. 

Commissioner's Office ano Regional Office of Record--Destroy in, 
a. agency	 ~5 years after close of case. 

b. All other offices--Destroy in agency 10 years after close of case. 

610	 Reserved 

620	 POWERSYSTEM STUDIES FILESo Corrc~pondence and technical data related to studies 

of power Lr-ansnd ss Lon and reserve ref.:]uirements Lnc Iuda.ng interconnected systems, 

power pooling, power- f'Lows , voltace levels, stalJili.ty losses, loads and other 

factors. Include computatlons by data proceesa.ng , by networ-k ana'Iys Ls, use of 

ca'Icu Lat.Lng boards, and correspondence or particir:3.Uon in committee work, 

..	 'I'hese records y;ill be transferred Eo and scheduled by the neVils fanned 

Department of EnerGYo 

620-1 Power System Reportso Final or sunmary reports and Lnc Iud Lng similar reports 

as related to Lnt.er-co nnecbed power sys tcms , 

e These records will be transferred to and scheduled by the newly famed 

Department of EnergyG 

iclcntifio-l 
the fClldero 

its precedcnt-sel:.ti.ne i.mplicatjons; the retention value vra.s sci. as 

http:precedcnt-sel:.ti.ne
http:proceesa.ng
http:stalJili.ty
http:HEGOl/.DS


EcLf'nt.ion and Tn::;,,,)::; l Lvon 1n' -uct.aons 
BU:~Efi.UOF n"~CLJ11'.:].TI()N 

Power System Studies Files, continuod: 

620-2	 Pool Account Sheetso Sheet.a na.irrl.a Lned at POY18rOperat.Lon offices and used to 

account. for j nterconnected power di.stributiono 

o	 These records will be transferred to and scheduled by the newly formed 

Department of Energyo 

6JO	 SALE OF POI'/ER FHESo Correspondence rc£'.arding sale of pOVler, including the 

use of preference and allocatlon systems, <)ndinterpretations of legislation 

or other reGulation governinG Reclamation power so.leso 

These records will be transferred to and scheduled by the newly formed• 
t Fer ~\I\-e-r~le... reeofli.!> re-ltdec:L -\-0 %'1S 'd-e.w.,Department of Energy. 

so<e. SVf>~\~~ i 
::I~ f1- (P30

630-1 Contract Format Correspondence. Correspondence estatlishing or commentinG on 

the general form and content of power sale abrecments .. 

•	 These records will be transferred to and scheduled by the newly formed 

DepaI~ment of Energy. 

630-2	 Sale Agr eement.s, 321e5 of power produced or rnarketcd by Rec Lama t.Lon to[~ether 

wi th all related cor-r-espondence, LncIuda.ng negot i.at.i.ons , 

o	 These records TIill be transferred to and scheduled by the newly formed 

Department of Energyo 

. 
630-3	 Sale Negotiationso Cor-r-espcrrionce related to ncgo tdr-t.aons whach do not result 

in a sale agreemento 

These records "ill be transferred to '<U1dscheduled by the nev/ly formed 

Department of Engrgy. 

Co 

6]0-4	 Allotments. Corr .spondcnc e regardlng t.he use of allotmcnLs for the sale or 

di3trlbut.LOn of e:18rg)', sub ] oct.s include applj cation j.r-ocedur-es , allotment 

detornrl.nat.aons and sLrriLar- matters" 

•	 The3e records will be tr<msferred to and scheduled 1.Jy the newly formed 

Department:. of Energyo 
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HC't;c:nV10ll and Disrocatlon In .c LLcna 
DUHEAiil OF :lECLPJ.lJ\TIOII 

SALE OF PWETI FILES, cont lnuod e 

630-5 Po'ver Market ~tudies Corre::;rond.~~o Correspondence and data generated in studies 

of ar-eas r-c~tl.Ll'l1lGener-gy ~>upplies <L"'1d of cocf andconsadei-ato.onc clC!:l:md; pover 

r-equi.rencnt.s or mar'ket.s for specific purposes (such as defense activities) and 

other sanri.Lai- mat.tcrs , 

a) Record copies will be Lr ansf er-red to and scheduled by the newly formed 

Department of Energyo 

b) Reference copies--Destroy when 10 Yl'ars old .. 

Fi.nal or summary reports of POYlerl:arkct Studic:s. 

a) Record copi.es ,lin be tr.::.nsferred to and scheduled by the ne1'lly formed 

Depa r-tmcnt of Energy0 

b) Reference cOPlcs---Des broy 11h8n10 YCJ.l'S oldo 

630-7 Rate S"tiudieso Corr8spon:ience and dat.a bener~,ted in dstennininG rates to be char-ged 

for ener-gy produced at RecIamat.Lon fclc1.1ities and lncluc...J.ngccp Ies of rate 

schedules 0 

a) Record cojvi.eo will be Lr'ansf'er-r-ed to an.t scheduled b~' the newLy I'o rrned 

Depart~ent of Snergyo 

h) Reference cople::;-DpsLroy when 3 years oldo 

P01lCr RepaYT.lentstudies Files.,630-e 

a) Correspondence and data (rnanu2.1or data processed) Generated in preparation 

\ of the I·PO~·.Cl' Repayment; Study.l\.t-off2ce of recoro---Dcstroy when 10 years oldo 

b) Power' nepaj'TIJ.cntS Ludy, record copy, of f'ace of record---!'I~PJ2ANENl'" Offer to 

NAilS ,Ihen 25 years old 0 ( /lrrfJA1.qed C-hI'01l0/1;CA.!Ir), / ft; 02 ill'; Ifr 

c) Correspondence and SLurlyin all other oifices--De,,'t.roy when 3 y ear-s oldo 

Custo:nor Rceord~o C.:>rresponclr:>llce	 da to [,cnera ted in lyj llinE; ofand s t:;ti.st1.cal 

power eust.on.oi-s , j nc Iud.i.ng icc tel' readin;;s or t2.1)eS, demand charts and 0 ther 

r'oco rdcd power uue , and memor-andum ccp ic.s of l!illing st.at.ement o, 

o	 These records \Iill be t.ranafcr-red to and scheduled bj' tho newly f'ormed 

Department of Lng-:"r.:;y 0 
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Rctentlon and Dis:)::lSlti.on 1:-_ .uct tons 
DTJREAU OF R.!;;CLAUA'l'IOH 

SAlE OF rO\"J:~I~rnzs, corrt.anucd e 

630-10 Marketing Arrangement RQcordso 

n ) Correspondence and ot:1er m.it.er-i.aL related to the s.i'Le of Rcc Lanataon gener at.ed 

power by another agency such as the Depart.menf of Em~rbY. 

1) ReGional office of record---Dcstroy when 10 years old. 

2) All other ofl'jces---Destroy when 3 years old. 

b)	 Cor-r-espond encc and othel" material rel2-ted to o..:;:recT:!cntsfor market» nb of 

Rec Lamat.Lori-gener-a ted e:-JerbYand t.rnns f'er-s of rlghts-of-YI3Y nhen required 

640 Reserved 

650 POV/ER	 OF. Correspondence related to the design, constructionSYSTE!.~,RF..COPJ)S

and operations of pover' syat.ems from the ponerp'Lant, to the s-.vitchyard, the featl..r'2's 

and facilities required, t:l::: feasJbility of the system, considerations of remote 

operation and other similar matters. 

a) Retp.onal of'f'a.ce of record-i-=Dest.roy when 10 years old. 

b) All other offices--Destroy when 3 years oldo 

650-1 Powerplants, Reoords of Desi_gnand Construction. 

a)	 Correspondence and other materidl r-egard mg the dcs i.gn, consbruc i.Lon, 

operation and nafnt enance of powerpf ant.c , includ-Lnc.Platters of adrri.m sLer-Lng 

the facility, conver-tmg operat.aons to remote controls, and other sarn.Lar 

matters .. 

• Destroy when 5 years olUo 

b)	 Records r-eLat.ed to the anct.al.Latdon and LocaL'ton of power'p'Larrt equapmerrt such 

as eenerators, turbines, pumps, cranes, hoiots, meters and other instruments 

and a.ncLudi.ng maintenance and manuf cc'turor instruction books, cLi.;:q::;rEl1'\S and 

drawings. 

• Destroy when related equipment is disposed .. 
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net.rmt.ion :m<l Dl:3}Jo:3ii...ion Tr., .r-uct.Lons 
Bunr~AU OF 1~~CLAl'.-:J\TION 

PowelJ21ants, Rec~rds of DesLgn and Constructionz _cont:inued: 

650-1 c) Correspondence and data generwt.ed in prcpa rat.acn of rer..orts of results of 

I'oundat.Lon investiGatIons, Geolocical inv::!stic;ations, t3ilrace (wat.er 

elevation r('].1Led to heiGht of structuro) and other mat.Lers of des Lgn 

ani cons t.tuc t'~on of ponerp'Lonts 0 

Destroy on receipt of report for which data is collcctede• 

d)	 Final const.ruct., on and feature reports; narr-atdve dat a on construction 

'Iith prints of pcr-t.anerrt engi.neerung dr rwi.nga and dosf.gns , 

01) Hecord copy, Regional office of record---PEm !ANENT Offer to NAl1S 

when 25 years oldo {Af'T'()A.t1ecl /;1 l1.&tAMf ()f' ,lAM-I), / -,;z 1/7. whB11. '5SlIecl 
( rare 111 is 5<1e.A) 

2) All other offices---Destroy when no longer needed as referenceo 

e)	 Design Data; narrative and graphic forms. 

•	 Destroy on completion of construction. 

f)	 Designers Operating Critera 

•	 Destroy when superseded. 

g)	 Environmental Statements-USl Retention and :Ji3position InGtruct,lOn 120-3, 

120-h or 120-5, whichever :is applicable .. 

a)	 Corr-espondence and othcr mater:ial r-egardIng design, c onct ruc ion, and 

na int.enance of overhead and bur.i ed trdnsmis;3ion Li.ncs and related equipmerrt 

such as jnsuLators, condur.tor-s , etc. 

o	 These records wlll be transferred to and scheduled by the newly formed 

Department of Ener&vo 

b)	 Maintenance and Inspection records, EnviroI1Y!ent:).lst.J.temenLs and other 

related materiQl. 

Q 'fhese records 1'l1ill be transferred to and scheduled by the newly formed 

Department of Engrgyo 
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Rcl.cnt Lon .md D1.3poBUion L .uc t.Lons 
13UHSAU OF Er:CLr'MATION 

POW~H SYSTEMS,Recor-ds of, cont muod s 

650-3 Switchyards Recordso 

A) Correspondence re[:;:J.rdll1bdc,acn, conat.r-uct.acn , operation and maintenance 

of switchyards and attendant equipmente 

e Destroy when 10 years olde 

b) ReIDYdata sheets, mamt.enance and install:ltion reports .. 

o	 DestJ;:oy when facility or equipment is di,sposedo For- J.isp,osltiol'1 o~ r;:--laj..e.J!... P_vfU! 
~I~e<;) otis(;G/ 5e..e-~e (;v~p{0lM.evt+ cove.nVl3 1f1'lC<.C!h'(ne-rUlqtLu{e. reUf'o.5J 

c) Fa.l.1.t current data (hand or computer p-occssed) :I.TU1£- A .302OL. 

"	 Destroy as supersededo 

650-4	 Substations Recordso Correspondence rc;;a:n:hng design, construction operaticn 

and maintenance of substations and attendent equapment j inclucli.11E:relay do.ta 

sheets, fault current da ta , and ma'l.nt.enanc e and installation reports. 

•	 These records will be transferred to and scheduled by the newly formed 

Department of Energyo 

660	 P07IER },fi..AINTErrAl~CE PROCEDUHE FILESo Cor r-espondenco or directives est.ab'ILsmng 

maintenance procedures for power operations and for power- equ lpraerrt , features 

or facilitit:s such as type and frequtncy of inspect-ions or tests, scheduling 

repair and maintenance activities, and also includJ..ng T'l3~ntenmco requireJ1lents 

of regulatory agenca.es such as Department of Enerl?Yor as r equ'rred for safety 

purposes a 

o	 Destroy when the pl~cedure is no longer operativeo 

660-1	 Interim Maintenance Rf~portso Daily, weekly or monthly reports of mat.nt.enance 

program adn im.st.ra tdon and ui.ilizl.nG forms or nar-rat.avee such as the pub~ication, 

"Horthwest Power Pool Not~S.1W 

o	 Destroy when 3 months oldo 
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Retent:ion and D~JPosltlon I .uct.Lons 
DmmAU OF Rl:CLAiJii~'l'ION 

POW;~ t.1ADlTENANCEPHOC;':i)UTlESFILES, contd nued e 

660-2	 Service InteITUptions neports. Reports of outaGes, power lO-ld sheddl.nGs and 

other causes of power service interruption tOGether ",ith ana lys t.sof the 

cause and other related cor-r cspondcnce , 

a) Equipment Trouble Reports (Form PO&M-124 or equivalent) 

o Destroy when related equipment is disposed.,
 

b) Operating Error Reports (Form PO;1,1-174 or equivalent)
 

o Destroy when 10 years old in Regional office of record and when 

3 years old at all other locationso
 

c) All other reports.
 

• Destroy when 5 years old., 

66~3.	 Recording Instrument Readings. GraphiC ~~d graphic-line charts, oseilloGraw~ 

and other readings from mst rumen ts and meters at the power facility • 

., Destroy when 2 years old. 

660-4	 Operating Logs. Forms and anst.runcnt, r cadangs of water eIcvat.aons, temper-a-
tures, and other factors af:ecting plant operatlons includinG data logger sheets 

and supportl.ng data. 

a) Central Station Log Book---Destroy when plant is retired" 

b) Hourly r cad ings , logs or operat.mg reports--Destroy 1 month after -data is 

transferred to Central Station Log Book., 

c) Dally rcadlncs of Generation and hydraulic data---Destroy 3 months after data 

is transferred to Central Station Log Books 

d) Weekly sumr.ar i.esof met.ez- and anst.rument, rL:o.clings---Destroy'When 3 months old .. 

e) Monthly summaries of mot.er and r.ns t.rumsrrt readlngs---Destroy when 1year old. 

f) All r-eadangs lncludin,.:; sheets-~Destroy nppropriahother data 10[;::;e1' when data 

is transferred to Central Station Log Book or when 5 years old, whichever is 

soc nero 
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n{~tcntlon and D1.[,];o:.:;itJonI'· "ruc t ions 
l'1J:t~:J\U OF P'LCL!~,~t:nOll " 

POWERtlAINTENANCE PROCEDUH.!'~SFILES, contd nued i 

660-5 Station LoG!!." Surnmar-i.cs of cencr~,tjon tinct }llnd ...ma'i.nbenance and safety pr ecau l.i.ons 

including those r(;lat,ed to pl;:mts opc rai.cd au tcmatdc al.Iy or by r-en.ot,o control" 

a) Oscillograms---Destroy when 3 yoars oldo 

b) St.at.emerrbs of gen'Jl'at.lon by jnd1.vidual cenerators, d i.st.r-i but.Lons of ener-gy to 

pumps ;::nJ s imiLar- rcports---Destroy when 1 month 010.0 

c) Reco i-ds of equ.ipmcrrt out of cer-vi ce or being repaircd---Destroy when 3 years 

old. 

d) Perfol'!~ancc curves for wrbir:es and cenerators, to;:;ether ,lith all related 

correspondence: 

1) Regiol1vl office of racord---Destroy when the turbine or generator is no 

longer in n~rcau possession. 

2) All other office:.,---Destroy when 3 years oldo 

e) Hourly or ot.her period curves such D.S for load duratlons, integrated opera-

tions, gener-at.i.cn s G~.tistics, noting pb,nt effic;iency and ot.hcr sir.:il,,-r 

informe.tion-Dest.roy when 3 years old. 

660-6	 Equipment Histories and Test Reportso Forms and nar-rat.Lve repor-t.s of use, na in-

t.enance and ef'f'Lc.i.ency , such as e 

• Tests	 of oi.l::>, LnsuLat ion materials, meters and j ru,Lrunent.s, 

o Relay	 bcs t.s of differentlals, distance, ovcrcu rr-ent,s and ether sirri.Lar' mat.Lers , 

G Inspections of circuit breaker-a, governor-s , punj.s , turlnnes, motors, gener-at.or-s 

and similar equipment , 

o	 Pecords of repairs, ovcr'haul s , po.iJ;tlr:c:, c'Leanang and other sirrilar matters. 

Destroy when 3 years old. 

a) Battery Sell Rcadines--Destroy all but a current and one preceeding report", 

b) Bushi ng Power' Factor Test P.cports--Destroy all but a current and one preceeding 

report. 

c) Hi.gh-Voltage OCTncuIa ldon T<'st RepOj'Lt;--Destroy when 6 years old" 
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Rct.ent.a on and Di:~l-'os:Ltior_ :otrucLions 
t131Jl11;;AU OF ll.ECU,l\iA'l'JOH 

POWERMAl1ITENAI1CE FILES,PROCEDID1E3 continued: 

660-7	 System Snfet.T Procedur es s Correspondence reg:.tl'cl.l:l[; the safety pr ecaut ions to 

be observed at power inst8.1l:J.Lions and the use of JTlnrkers to idenLify danGerous 

areas, condit.ions or equrpment., 

•	 Destroy ~hen superseded or obsolete. 

670 DISPATCHINGCENTERS. Correspondence and other mat.er-LaLrecardiD{; design, 

_c-rm!jt:F'd.e-cion,operat.aori and maintenance of dispatching centers for RccLanatdcn 

purposes (dispatch of wa'.,er) or as shared ,"lith Department of Energy in a 

combined wat.er=power- dispatch sys tern, i.ncludJ.ng forms ani other records requfr-ed 

to aQ~tnlster the operations of the centero 

o	 Destroy when 5 years old" 

680	 Reserved 

690	 Reports to Regulatory Agenci.es Files. Correspondence reGarding reports on power 

generation, multi ...purpose p.Larit ope.ret.Lens and no.sce'Llaneous revenues from power 

operattions as required by requlatory <J[,encies (Department of J:nergy); i.e., 

format, z-epor-t.mg periods, transmit t.al.s of reports, and other s Lrri.La r matters. 

o	 Destroy when 5 years old .. 

690-1	 ~rts to the Feder~l Power Cor.rrr.ission. Copies of "Annual Report of Power 

Operations ,Ii period and annuaj. power system s t.at.emerrt s , monthly sVJtiGt i.cs of 

GC'neration, :reports of an.rua'L dcllvel'i.cs-b;-(les and a.ncome from ener!:)', monthly 

reports (def.Lvorf es , income; poucr markcto ug, b:':o:t·;'l'lcal povcr sales, dat a dnd 

rC'ca]Jitu12:L:'_onof cuatoncr net ba.Ll.Lngs) and reports of outages at. t.rnnsr Lssaon 

syst.ems and substations, unit service records and ;~J.l related cor-rcspcncence , 

CI	 These records mll be transferred to and scheduled by' the new~ formed 

Department; of Energy 0 

690-2 Reports to t.he Dcpartr.:cnt of r:nergy 

e SF'-115 Requcs t, f'or D:!.Gpos0-LAuthorlty .-;ill be sul:lmitted when the reports 

of DOEarc dct.crml.ned .. 
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Retention and Disposition Instructions 
BUREAU	 OF RECLAMATION 

LAND RECORDS FILES 

700	 Land Laws Correspondence Files. Correspondence and copies of legislat~on re-
garding land-law and Reclamat~on land ownership or the multiple use of land
 

such as in a National Forest, a Wildlife Refuge, a 'l"ildernessArea, or for
 

other sL~ar use.
 

&.)	 • Destroy when 3 years eia, 

b). Recreational use--USE Retention and Disposition In"truction 710-2 

~
 
700-2 Designations of Land to Specific Use. Correspondence and formal or infor-

mal agreements committing Reclamation-owned lands to a specific use or a
 

mulbple use j or allcming use by Reclamation of public lands in Na tional
 

Forests, National Parks, Wilderness Areas, and other similar areas.
 

•	 Destroy upon termination of agreement. 

700-2	 Land Use Plans. 

o	 USE Retent~on and Disposition Instruction _ 7/0, 

700-3	 Land Ownership Plat Fi2es. Plats (such as Form 7-l5lu) and related aperture
 

card and computer indexes recording Reclamation land-ownership by Section,

\,~(')	 .c 
\\I~~\7 Township and Range, including records of right-of-way held by Reclamation. 

•	 Destroy when no longer required as reference~ or when land is no l.onger 

OlIIledor right-of-way no longer held by Reclamation. 

700-4	 Land Holdings Files. CorresFondence establishing systems for reporting or
 

inventorying land holdings of Recl=ation; and including the inventories or
 

listings of land hoJ.dings both manual or data processed.
 

•	 Destroy when superseded, obso2ete Jr 3 years old, whichever is sooner. ,I 

FOr cli'SPOS,+,OYl uf ~e..\o.h!cl fUi'1ck ea..rds) -+c....re.s) J.'<;.c.s) se e, '-tVle.. 
SUff\~-0~+ eove-v'11A3 ~'lvve- re..tLJA.1Ie...- rU-<JrJs):rfe-"", A- '3 as, 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

LAND RECORDS FILES, cont:inued: 

700-5 Land Dispositions Files. 

a) Correspondence concerning the 1:ase , sale or rental of Reclamation land 

holchngs--Destroy when 3 years oldo 

b)	 Lists of land avaiJable for lease, sale or rental; inquirJ.es regardang 

availability of land and replies thereto; invitations for bid; accepted 

and rejected bids or proposals; and other similar matters--Destroy when 

710 LAND USE RECORDS. 

a)	 Correspondence reg~rchng reservation and development of Peclamat~on land
 

fer civic uses such as a park, playground, school, church or other similar
 

purpose--Destroy when 3 years old.
 

b)	 Land Use/Development Plans; formal reports of land use result~ng from
 

complet~on of a Reclarnat~Qn project and def~ning the reservation and
 

plan for development of Reclamation land for civic and recreational
 

purposes--Bestroy when superseded or obsolete.
 

c)	 Land Use/Development Plans; supporting correspondence and statistical
 

data-Destroy upon publication of the 1'inal. development plano
 

Tonnsites. Correspondence and other records establiShing and administering 

tovmsites on Reclamation land inclu::l.:.ng	 and other records survey books, plats 

of Locataon and layout. (~rraJAqQJ, by r,ojE'ct ~H.u,v\llU~1Q,y- c~~/O.:PC(.L([Lf)'
-h4tt.1 voivme ~" lAqei.c,( tJ QlS" w. -Pt. A.lfff~ or no I/fC',-e., se 

• -!P:I..~ausm:l;l'ff'eeIl1""'"rl eeCClO::l'llt'tch>m--tto:o--tthhe .. ..;,gri.o~vll'le'!'ll~1lllri"'1'Ilg_WQUft4!:b!mMzro"iiol\J,.,,., • .- i')<-r 1c f 'i&I: ~ A - tt ~ 

o..4Zecords or: s,tes'lMt<.f ICtte.- evolve&. IA+6 cIties; Inc VdllA:1 Ctqe I r,2.cl'1Ct. 

.Bo"jelet" Cif<1) NellCtcta __ PERMA I\)ENT. Offer recorc! ccf''1 +c )J/jI!S 

.\m.\,\,\('o\l;,.tl~, cReJer€Ntc.€ co?,"es MC<A.j e e. "traMsferred -fo%e 50\iernll'lj' 

C\V'fk~ilf.~ SVC'C'it(l'1° R~~el~c-\.{'(m t'wl'}ef"sk,p) 

h.	 AI\ c~er records ~- Yra...vtsfer io ~e. ~oveI'Y1';'15 a..v+t,orl1<j !;vcct:(Jlli9 
Re cl CV\M.tl + if!) to. ()..v.)Vl e rs h. l f 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

LAlID USE RECORDS, continued: 

710-2 Recreational Use. Correspondence and other maoerial regarding the reservation 

and developQent of recreational areas on Reclamation land, including National 

Parks, Forests and Recreation areas, State and local parks. Also include 

surveys of recreation poten~ials and plans for admi'1i~"bering such areas 1'/h~le 

they remain under the jurisdiction of Rec'Lamata.on; 

Destroy when 10 years old. 

Transfer of Recreation Area Administration. 

a)	 Agreements or Con~ressional do~xments transferrinE administration mvay 

from Reclamation pe~anently, including all related correspondence---

Destroy 3 years after date of transfer. 

b)	 Agreements and re1£lted correspondence t.ransferring administration away 

from Recl~mation temporarily---Destroy 2 years after termination. 

710-4 Facilities and Concessions. 

a)	 Correspondence regard~ng the development of fac~lities for camping, 

sports, boatinG, f~shing ~d other activities at recreation areas; 

accomodations such as cabins and ninimum facilities; and concerning 

permits or licenses allo"wing privately-owned concessions in the area 

or as required to regulate or contr~l the use of fac~lities within the 

area-Destroy when 5 years old. 
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Retention and Dispos~tion Instructions 
BUREAU OF RECLAMATION 

/ 

LftllDUSE RECO:illS
 

710-4 Facilities and Concessions, continued:
 

b)	 Concession agreements, perMits, licenses and other material allo"ing private 

busanesaes to operate vll.chin 3.eclama.t~onrecrem..l.Ofl or issued<1 area as to 

limit or regulate the U3e of an areas fac~li'u,=s---Destroy 2 years after 

termination. 

c)	 Unsuccessful applicat~ons for operation of concessions, ~ermits, licenses 

and incl'..ldinglJ.stsof concessaons granted and other s:unilarmateriaJ.-
Destroy when 2 years old. 

710-5	 Tourist Accomodations. Corresponience and other material as rer;uiredto manage 

tourist traffic, or establish and ad:nnister visith"lghours, tours, provide for 

self-gu~ded ~ours and to ma~ntain comfort areas, lost and found serr.icesand 

other s~ilar conveniences. 

• Destroy when 2 years old. 

720	 LAND; WITHDRAWAL AND RESTORATIONS. 

a)	 Correspondence regarding procedures and data required to secure withdrawal 

of public land for Reclamation pu~oses and to restore the land to public 

entry when no longer required- PEY<J-\rUJE'IJT. Off'er~ )JARS 

o...Aer c~p(e.-tle«.- of- '+VIe.. w~vt'U-V,d or res+orCL.---t i' (Jl..(o{. ~ 

An chrol1clC)3iC"\\~. Co..· d.. "/v..r. 
b) Official notice of withdrawal or restoration-Destroy when no longer needed 

for reference. 

c) Plats defining location and description of land wi~~drawn or restored TIith 

~ S citation to the withdrawal or restora tion order--Destroy when no longer-rr,	 1"11
11/,11-"~ needed for reference. 
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Retent~on and D~spos~tion Instructions 
BUREAUOF RECLAMATION 

LAND;WITHDRAWAlS continued:ANDRESTORATIONS,

72o-~	 App~cations for Land Use Fileso Applications and support~g papers rece~ved 

by the Blreau of Land Managementand referred to Reclamation to determine 

Reclamation's interest in the land: 

a) Applications involving land in which Reclamation has no interest-

-Destroy when ~ year oldo
 

b)	 Applicatlons anvoLvang land either withdrawn or being considered for
 

Vl~thdra'IV~for Reclamation purposes in the office most affected-Destroy
 

~ year after d~ of the app~cation or its tenninationo
 

730	 LAND ANDSETTLEMENT fac~tating or adminis-ENTRY RECOiDS. Correspondence
 

trat~ programs 'lVh~chopen Reclamation lands (w~thdrawn from public entry)
 

to such purposes as settlement, homest.eadang, stock raising, n ineral, location
 

and other use.
 

• Destroy when 5 years oldo 

73O-~	 Entry and Settlement Procedures. Correspondence, legislation or other mater~ 

co~tting, interpreting or permitting Reclamation to open land for settlement 

or other purposes and defining the means by which the entry or settlement ~ ,.... 
be accomplished (lottery, app~cation, to Veteran's, etc.) 

.Commissioner's Office--Destroy in agency 25 years after opening of land. a. 

All other offices--Destroy in agency 5 years after opening of land. b. 
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Retention and Dispos~tion Instructions 
BUFEAUOFRECLAMATION 

LAND ENTRY AND SEl''ll'LJ'l.{ENTRECORDS,conhnued: 

730-2 Land Openings Files. Correspondence, forms and other records requ~ed to ad-

minister and accomplish a land open~ng; such as announcements, lists of lands 

to be opened, statements of qualifications requirements and application pro-

cedures, ma~ling lists, requests for ~formation and responses thereto, establish-

ing examining or review boards and the~r functions, handling appeals, pz-ovLdang 

financial or other assistance, and other similar material. 

• Destroy 1 year after ccnc'lnsdon of the entry or settlement program. 

730-3 Reclamation Pro6f1. Correspondence or documents req~red to prepare final 

homestead proofs, cancel entries or record exchanges of land. 

• Destroy 3 years after conclusion of the entry or settlement program. 

730-4 
~L. 

Entry or Settlement Application Case Files: 

a) Successful application files-Destroy 1year after patent is issuedo 

b) Unsuo.essful application files--Destroy 1 year after the close of the 

mrtry or settlement program. 

c) Farm unit sales, full or part t~e--Destroy 6 years after title is trans-

ferred to the entryman or homesteader. 

730-6 
ol~ 

Mineral Location Entries 

a) Applications rejected 

rejection. 

Case Files. 

by Bureau of Land Uanagement-Destroy 1year after 

b) Applications 

Destroy when 

resu Ltang in 

5 years old. 

revocahon of a Rec'Lamata on Land w~thdrawal-
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Retention and Disposition Instructions
 
BUREAU OF RECLAMATION
 

LAlIDRECORDSFILES, continued: 

740	 LANDCLASSIFICATION Corresponience and other FILES. material accumulated du=ng 

a land classification survey, Subjects a.nc.Lude estabhsh:mg the staniards for the 

survey, methods for so a.Land water testing; use of photography, p.Larumet.erang and 

other survey methods and ut~lizing computer or other means for tabu12t~on and 

appraisal of the data collected. 

• Destroy when 3 years 01d:J h,r ct.St"!>" TIOI'J oF-- reA o"h..L t,J V'lc...V1 cO-f'Ol-;} A 
....fu..o p-s) ct\Sc.~ I see, -H1e, 5Vp,p\ etMevc+- COVe.f"LIA.'j ~dl..l >'le-- f'e~A../,le ...re.c.or&s; 3aJ. 

F,)" ~''''''''fet-k'''''le re(!or6~ rdo.JeJ -+0 %~> ~f-ew., >te Svpplewe-«-+ ;/...ii'(i..J0j
740-1 Land Classification Reports. Reports summar-Izdrig land classif~cHtion surveys I '4..i 

when not issued as an ap.uendix or part of a Def~n~te Plan or other similar report I [ Fa (" V'I\~i 1'\ of -

t~~ fecorJ~ re.lo..te& -40 '-It..h H-evt.1., S;;~ e Sv f r\.e..{M €M-+ I ;+eMIl. AI "/0 -I J 
a) RegionJ. office of record--Destroy when superseded or obsoleteo 

b) All other offices-Destroy when no longer needed as reference or when] years 

old, whichever is sooner. 

c) Land Certificat~on Reports-USE Ret.srrta.on and Disposition Tnat.ruc ta.ons 743-1 
~A/#S fieYlt{1 photo'Ylaps' 'Prrrl~ ~ i.Nh.IcI~ ela.s"P'-rcJ,ul ~CA-f-,.A.. is P"5tt"c>l <'\f'O v"CL 1-0<,:u:5rr,s re9~rJ{':5

f~ 
I'\dvre o~ 5(>1Is.-- PE\2f1.lflAJ£N7. vf{€r: -fr, NJft<S /;(.'h~1I n a 1~1fi.q"r ~'ee~/l,d rn I1qrUJI"'/.1 Or'7/lJ.-/77 I,tr:JietJ. .p.-~ 4eAn. ('1f/6 fk'l3fc/lever ts ea r lier. ,. nrr. IJvl'l1eY'lc~.IIL{~ several hundred c«. PiJ741 HOl.C1l.Ilg Limitat~ ns File. Cor-r-espondence reoarding the app Hcatdon ani rtt:tU}M at{(U1(!'Y, 

enforcement of the legislated limitation of Reclamation water da.st.rubutd.on to II-n I1/ltt.! III cr e tI. f e 
rniJ1lrl1.ll.l/ if- e"I't')

160 acres of land ~n one ownership. 

• Destroy when 10 years oldo 

Note,	 Policy would be corrtaaned an Federal Reclamation Laws and illterpretation 

or prornulgat~on via Reclamation Instructions. 

741-1	 Excess Lands Files. 

water to lands an excess of 160 acres, or otherwise providing relief from that 

linutation. [A.rr. b~ 5vbjed-; %.e(~ c1r()-Vto\,,~;:cCt([~). 

*	 a) Comrm.ssioner-t s office--PZR!.!A1IElll'. Offer to NAPeSwhen 2S years old. G in. cvrre-vrl\~ In 

I5v r ecuA..,., V 0 I v VYl e
b) All	 other Locat.aona==Deat.roy when S years old. 1M.W-1 oIecret'.,<;e,. 

in Fv i \J re, , 01.1> tAp pea. r 
700- Page 7	 o.\+O~~{.{Aer -,{2 BvreiUA..-

IS V\o TGM.'1 er 0.. IIvweJ. 
* Currently "under firel1 from Carter Adnlln~strat~on; there may be ccr-respondence or +0 ~ v r lit 151? W (L 1€ r 

legislation banning or prohibit~ng f'ur-ni.shfngwater to lands ill excess of 160 acres. -to e)(.e~S..s 

\~s 

http:da.st.rubutd.on
http:Ret.srrta.on


/ 

Retent~on and D~sposition Instruct~ons
 
BUREAU OF RECLAMATION
 

LAND RECORDS FILES
 
Land Holding Limitations Files, continued:
 

741-2 Excess Land .Agreements:
 

a) Correspondence regardlng format and content of agreements by wh~ch water
 

is furnished to land in excess of 160 acres--Destroy when 5 years old.
 

b)	 Case files consisting of the agreement, appraisal reports and related
 

correspondence--Destroy 6 years after termination of agreement.
 

741-3	 Reports of a~cess lands, water furnished such lands and listings of related
 

agreenents.
 

• Destroy when 5 years old. 

742	 Reserved 

743	 Irrigable Areas Files. Correspondence incidental to the establishment of those 
where. 

project land areas "'Wel"e-bestut~lizat~on of ~gation water is anticipated; or 

to estab~shment of the ultlIDate irrigable acreage development of the projec~, 

and ~ncluding such matters at stud~es for exten~ng irrigable area boundaries, 

inspecting lands for suitabil~ty for retention in the irrigable area; 

re-establishing area boundaries, and cons~derations of objections to ~clus~on 

or exclusion of land and other related material. Documentation of the ~rrigable 

area and its classes of land (suitab~lity for irr~gat~on) is conta~ned in either 

the Land Certification Report or the Land Class~icat~on Map and the Irri,:;:able 

Area maps related to the ProJect. [fOr M.~I lie -r-e..a.JaJ,l.e ... rlU!.Of'as. 'feA cJle.cL '\-0 ~\S 

i~) ~~e.. SV~~\~€.-v\.+)" +-~ If113 ] 
• Destroy when 10 years old. 

700	 Page 8 



Retention and Disposltlon InsvruCtlOns 
BUREAU OF RECLAMATION 

LAND HOLDINGS FILES 
Irrigable Area Files, contmued: 

743-1 Certification Reports or Documentation. The report, ~or other document which 

has been certified as' listlng a Project's lands which comprise the lrrigable area 

and designate the land classLfication assigned to those areas, together ,dth all 

related correspondence. Note: The original document of certiflcation remains 

on file with the United states Senate with conformed copies being proVlded to the 

Secretary of the Interior and the BuredU of ~eclamation. 

Destrc...tj
Conformed copy, COll!!'liSS10ner'soffice-PBf'MMfEllff. 6ff61 l;o MARS when 25 c:r~1"11

1 years old. 11/:2.

h~ All other coples---Destroy when no longer required for reference. 

7h3-2	 Adminlstrative records created dUrlng certificatlon of lands such as routine 

letters of transmlttal, requests for lnformation and replles thereto, statlstlcal 

reports or mformation such as volume of uat.er-deLavered, acreages an the Lr ragab'Le 

area, lncluslon or exclusion recommendatlons, and other slmilar matters. 

• Destroy when 2 years old. 

7h3-3 Water Allotment Agreementso Agreements, with related correspondence, providing for 

release of a water allotment to substltute land in an irrigable area when the 

orlginal land has become unsuitable for irrigation. 

Destroy 1year after termination of agreemento 

7h3-h	 Legal Approvals of Irrigable Areas. Correspondence, pet.at.aona, notices of public 

hearings, transcripts of public hearangs , and other material preparatory to securing 

approval of irrigable areas through Court proceedings. 

a) Regional ofhce of record-Destroy 5 years after land certification has been 

approvedo 

b) All other offices--Destroy when no longer r-equar-ed for reference or when 5 years 

old, whlchever is sooner. 

700 Page 9 



Retention and D~posltlon Instructions 
BURSAUOF REC1JllL'l.TION
 

LANDRECORDS
FILES, continued: 

750	 FAHMUNITRECORDS.Correspondence regardang preparat aon, revJ.El\"I,approval and 

adrmrn.strat.aon of farm unat.s j subjcc ba include det.ermanataon of lrrigation 

blocks, adjustlng boundarles, inspectl~ dama~es from varlous causes, and the 

adjudf.cataon of cOI:!plaints and replJ..es to Lnqui.r-i.esr-egardang the urrrt s , 

Destroy	 when 10 years old. 

750-1	 Water Deliveries Correspondenceo Correspondence regardlng provislon of speclal 

dal.avera.es of ..ater to farm urrrt s uta.Ldzang unusual types of irrlgation or 

sprinkler systems, ll1cluding not aces to repaya.ng entltles of wat.er delJ..vered 

and paymerrt procedures; per-iodf,c reports of water de'Laver-edto farm unat.s , 

and other slmilar macters. 

Destroy	 when 2 years old. 

750-2	 Farm Unit Extension Records. 

a)	 Correspon:ience and data supporting requests to extend the number of farm 

units of a ReclawEtion proJect, recommendatlons for flnanCll1g of facllities 

required to de.Laver ,later to the unat.s , and other similar matters--Destroy 

when 1.0years old. 

b)	 Agreements provadang water to extended fam funits or fll1ancial assa st.ance 

for delivery facllities, and all related corres~ondence---Destroy 1 year 

after termination or repayment of the loan, whichever is applicable. 

750-3	 Land Exchange Records. 

a)	 Correspondence regiJrllng exchanges of farm um.t.s and their accompanyf.ngwater 

raght.s , exchanges of public land for pr i.vat,e land and sll1Ular matters-

Destroy when 10 years old. 

b)	 SZchange agreements and all related coreespondence--Destroy 1 year after 

teI'll1J.Ilation of agreement. 

700 Page 10 
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Retent~on and Dispos~t~on Instruct~ons 
BUREAU OF RECLAMATION 

LAND 
FARM 

RECOPDS FILSS 
UNITS RECORDS, continued: 

150-4 Development Farms Recordso Correspondence regarding establishment and adm~is-

tration of farm units to be used to demonstrate proper irrigat~on and farm 

management techniques; cooperat~ve agreements TI~th Colleges or Univers~t~es to 

manage the um.t sj and correspondence arranging for tours, visits and special 

denonstr~tions as well as per~odical reports of accomplishments. 

• Destroy when 5 years old • 

160 Reserved 

110 SPJOC:IAL USE RECORDSo Correspondence regarda.ng uses of land whach require a 

perm~~sive authority such as a lease, license or permit. SUbJect include 

deterrrnnaticns of legality of land uses, r-eguLat aons goverrurg use, provtdang 

spec~al arrangements for a use (such as del£Ylng construct~on pend~ng an 

archeolog~cal invest~gation), evaluations of effects of use on the land. 

Destroy when 5 years old. 

110-~ Use Agreements (leases, licenses, perw~ts) and all related correspondence. 

Destroy one year after terrrnnation, noting exceptions listed below: 

a) Federal Power Permits which ~ ~ interfere with Reclamation activities. 

Destroy when 3 ye~-s old. 

b) Federal Power Permits affecting Reclamation activities. 

Destroy 1 year after term~tion. 

710-2 Right-of-way applications al.Loued by 

Destroy 1 year after termlnation. 

Rec Lanat aon over its lands. 

770-3 Lists and penodic reports of leases, Lacensee , permd.t.sand other 

ances ~n force; requests for ~nformat~on and replies thereto, and 

l'Jaterialo 

land use allow-

other s~ilar 

o Destroy when 1 year old. 

700 Page 11 
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Retent~on and D~spos~tion Instructions 
BUREAU OF RECLAMATION 

780 LAND ACQUISITION RECORDS. 

a)	 Correspondence regar~ng the ~ethods of land acq~isit~on, such as qy contract 

negotiation, qy donation, by easement, use of Canal Act, thru condemnat aon 

proceedings, or other means} appraisal procedures; conta~ing legal op~~ons; 

and ~nclud~ng acquis~t~on procedures for relocation purposes (such as reloca-

taon of a highway, a railroad, or other systems). 

Destroy when 5 years old. 

b)	 Correspondence and progress reports of land acqui.sa.taon actions, estimates of 

land to be acquired, ~terpretat~on of leg~slation affect~ng Reclamat~on 

acquisit~ons, bulk transn~ttals or appraisals and agreements for legal rev~ews 

or court proceed~ngs (condemnations) and other slmilar adm~istrat~ve matters. 

• Destroy when 3 years old. 

c)	 Correspondence regarding payment of expenses related to land acqu~s~tion such 

as in movi.ng faru.Li.esor ir.provements from the land, damages to crops, the 

purchase of lmprovements; and ~ncluding appraisal procedures related to those 

actions. Note: Payment of additional expenses to part~cular Landot.ner-s are 

a part of the acqu~sit~on case folder (See Item 780-1, belOVl) and aSSUffiethe 

same retent~on value as the case folder. 

• Destroy when 5 years old • 

700 Page 12 
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Retention and D1Sposition Instruction
 
BUREAU OF RECLAMATION
 

LAND ACQUISITION RECORDS, continued: 

780-1 Land Acquisition Agreement'S Case Files. 

~ ~ Office of Recorda OriGinal title data, correspondence of negotiation and 

formal or lnfO~al riders appended to the acquisltl0n agreement and all 

other related materiala All types of land acquasd.tdon are a.nc'luded 

whether by purchase, donation, reserved nght-of-.lay, for relocation ~~t'.sl or Fer L"'t ,,#I_c..- n-aeAlfls 

1) ::-'apers for property acquired prior to 1/1/1921-Submit SF 115
 
ilequGst for Records Disposi tion ALthority
 

2) Papers for property acquired since 1/1/1921, other than ab-
stract or certificate of title--Destroy 10 years after uncon-
di +i onaL sale or release by the GDvernmentof eondi.tions,
 
mortgages, or other liens
 

3) Abstract or CGIHt,ificate of t.itle--l'ransfer to purcha ser after
 
uncond.itd.onaL sale or release by the C-ovt. of all restrictions nd liens.
 

b) All o#le.r off'ices -- ])es~r~ \ '-'e ...... c$11?r- se-ll-\Q,(Mewt or f,~et-( f"-'1YY1e«..t
 
780-2 Temporary permits or agreements allowing ent.ry or crosaang of private lan:l.
 

to perform drl11lng, survey1ng or other purposesa 

A 780-.3 
A '1<;)0-1
II 7«;0-~' 

790 

a) Status of Land Report. Computer generated report showing status of lands 

at Rec'lamat aon projects; the amount of land wlthdrawn and acquz.re d :in 

acres and listed by settlement po~ential and by counties wlthln States. 

• Destroy when 2 years old. 

b) Annual timber utllization report and related correspondence. 

• Destroy when 2 years old. 

700 Page 13 
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820 

Retention and Disposition Instructions 
BUREAU OF RECLAmATIOB 

800 ECONOMICS REOORDS 

General. Correspondence Fil.es Correspondence concerrung methods of 

economic analysis am census-type data gathered in the analysis or 

prediction of benefits or contributions of Reclamation activities 

to the econc~ and particular~ the impact of development of irri-

gation, conservation of water resources and related purposes in 

project, regional or other areas. 

• Destroy when 10 years old. 

800-l.	 Final and SUlIlIJIaZj" reports:
I 

\ 
~ All otller copies. 

• Destroy whenno longer required for reference. 

e00-2	 Workand computation sheets; census data and other forms or summaries 

of statistics for use in preparation of economic analyses or benefit 

studies; including punch cards and ~nter:iln pnntouts of data processed 

8~0 

.M fA-Ui /I<f - re..c..-J..tJ...Ne re C!orc/<; Fe /cch£ 'frr to s {. fA.M..r;L 

PeMQ..{:l-/s s-kd,€S see... SUfri-eM" ='. I-feMt fJ KxO",-/)) C 

l. 
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Retent10n and Dispos1tion Instruct10ns
 
BUREAU OF RECLAMATION
 

ECONOIIICS RECORDS, contirued: 

830 PROJECT COST REP ADIENT RECORDS
 

General. Correspondence Files Correspondence rega:rding the concept
 

of repayment of Reclamation construction costs, the standards for
 

repayment, the many plans for repayment tailored to individual.
 

project circumstances; and adjusting repayment obligations to
 

meet changing economic conditions; determining or adjusting of
 

interest rates, and other general discussions of project costs
 

and repayment.
 

• Destroy when 20 years old. 

rel"fect -fv se.I2<J( :,1j CO"3ressrot?a/
8)(}'1 Congressional. Approval or Authorization. Correspondence FegaPli~ 

(PIiPlic- ~"'» c..rrrD:lln) C.f Cl.vt},c ri z.; nc,%e~eftt ~l!e.1 and pFeeea~res re~~1PiBg authorizatio~ tee J 

I"t>.pMt m e...+- pd \C I es-' tLnt-l. 
~Oligl es!!,I'e:~lq" the amendment of previous legislation 

affecting repa~ent actiOns; 0...\50 cOr\'e,sF~e wd-~"Fre1-\~~ ~e>e. CtNt-hOi'12dIOYlS 

( An. h::l ?(,,~ec..t. MO-\(.'V'\IIY>'t ~elArlL1 IYtH~Se. IS I CIA,.. P+.r 
a) Cocmissioner's office. PERMANENT Offer to Nft~ when 25 years old. 

b) All other offices. Destroy when 10 years old. 

Repayment Contract Correspondence regarding format and approval pro-
cedures, confirmation proceedings, routine reports of DDl1tiple contract 

negotiations, determination of assesspment rates, handling payments, 

and preparation and issuance of public notices of repayment charges 

and other related matters. 

• Destroy when 10 years old. 

A ??3/ }1~ (Ie. - rlUt-ctv..-h1e.- fe"t ad s re Iole&... ~ 
a/I of VV\. -eNL t-s se. e. SU f P Ie.»vt e«:t-) 

A '831a.)b 
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AProposed ~ 

Retention and Disposition Instructions 
BUREAU OF RECLAHATION
 

Records related to possible claims and demandsby or a£ainst the Governmentor to its accounts.
 

832 RepaymentContract Case Files
 

o	 Reclamation project costs for the purpose of irrigation, power and municipal and 

industrial water supply should be repaid in full. ThLs philosophy is expressed 

in the Federal Reclamation Laws enacted since the original Reclamation Act of 

June 17, 1902. Somecosts, however, have been authoriz ed as non-r-eamburaabkej 

these are for the functions of recreat~on, fish and wildlife conservation, 

flood control and navigation. 

Prevailing policy is to secure repayment contracts before initiation of construct-

ion. Each repayment contract is a specialized document; the schedule of annual 

construction charges written in a number of manners and the overall payment plan 

tailored to the circumstances related to the irrli vidual proj ect. 

The publication,. "Repaymentof Reclamation Project", of the Bureau of Reclamation, 

dated 1972, co:ataiDs detailed :information on the repayment function and the many 

varieties of repayment plans existing within that function. 

Original contract, amendmentsand supplements, togethe.r with correspondence of 

negotaatdon and administration; including such matters as allotment of water, 

establishment of official boundaries, conduct of confirmation proceedings, the 

inclusion or e:xx:lusion of lands, and other mattera affecting the repayment of 

project construction charges. 

a)	 Regional office of record. - Destroy 10 years after fulfillment of the 

repayment obligation, or te~tion or cancellation of the agreement. 

b)	 All other offices - Destroy when 5 years old. 

r For- ~~1I'1e- f~le rec.4'> ie),Jf4~ 'hi ~Is. I~e.-)
 

s«. S"1" 1"1eMA-eM.f-- ~ A ~ 3~.
 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

EX:ONOMICS F.ECOF.DS
 
PROJECT COST REPAY1.IENTRECORDS, continued:
 

832	 Repayment Coutmlct Case Fil.es Original. contract, 

thereto together with correspondence of negotiatio 

in::luding such subjects as allotment of water, 

boundaries, conduct of confirmation proce 

2) Regional office of recordo 

• Destroy 10 years of the repayment obligation, 

cancellation of the agreement. 

b) 

old. 

832-1	 Housekeeping records such as correspondence regarding provision of accounting 

and office services, establis~ng billing and collection procedures} lists of 

responsible officials; estimates of costs for repair and maintenance work; 

drafting payment notices to water users; making water allocations; referral 

of let~ers of complaint or comment to proper authorities, and other similar 

matters. 

a) Regional office of record. 

• Destroy when 10 years old. 

b) All other offices. 

• Destroy when 5 years old. 

832-2	 Routine transmittals of periodiC reports, agreements, amendments, resolutions, 

water delivery notices; memorandum copies of payment or collection documents, 

arrangements for vistts and tours, progress notes or reports of activities, 

and other similar matters. 

• Destrqy when 3 years oldo 

3 
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PrOPOSeC1 
~tention and Disposition Instruction 
BUREAU OF RECLAMATIOn Revised July 1978 

Records related to pessible claims and demands by or ara~nst the Government or to its accounts. 

833	 Power ReveUtle Interests 

Correspondence concerrung the acquisition of individuaJ.'s interests in power 

revenues arising from the operation or use of power facilities constructed as a 

part of a Reclamation project; when those indi=duals hold a prior water right 

on the river. Current practice provides that such indi=duals whose lands are 

not included	 within the boundaries of a project irrigation district may apply 

the power interest (as computed) as a credit to the water users obligation to 

the United states for construct~on charges related to the project, and secure 

a water right for project water. The agreement terminates when the difference 

between the	 amount credited for the power interest and the amount determined to 

be the construction charge is met by the :il'ldividuaJ..Thereafter, only an 

operation and maintenance charge is due from the individuaJ.. 

• Destroy when 10 years old. 

833-1	 In:iividua1 Agreements for AOquisition of Power Interests and all related 

correspondence. 

• Destroy 6 years after termination or cancellation. 

17 
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Retention and Disposition Instructions 
B!Jl"lEAij OF RECLAMATION 

ECONI)HICS RECORDS
 
PROJECTCOSTREPAnIENTRECORDS,continued:
 

833	 Prior Rights to Water. Correspomence regardin rmshing irriga tion 

water to farm unit's with prior water rig 

water b.r the repaying entity for the 

tion of :Lnterests in power rev 

833-1	 Agreements providing for sale of wa to holders of praor- nghts and 

e. Q ~\~acqUisition of power .,e re..( e....
 
f y"" correspondence.
 

834	 Loan Programs Correspondence regarding Reclamation's admin~strative 

responsibilities in certain Federal loan programs and contain~g the 

guidel~es govermng the program, establishing qualific2.tions for 

securing loans, prepation of loan applications, deter~~ing method and 

rate of rep~ent, and providing for audit of the transaction. 

• Destroy when 10 years old. 

834-1	 Loan Tralmsactions Case Fll.es. 

Destroy 3 years after repa)ment of the lo~ • • 

840 SALESOF WATERCorrespondence regarding the sale of surplus waters, marketing 

water from no~Reclamation sources, sales for munic~pal and industrial use, 

trades or exchanges of water and matters concerned with contract proeedures, 

format, legal reviews, providing delivery or diversion points am other 

similar matters. 

• Des1l:.roy'when 10 years oldo 

840-1 Agreements; sales of surplus water and all related ccrr-espordence , 

o Destroy 1 year after termination of agree.eDto 



Retention and Disposition Instructions 
BUREAU OF RECLAMllTION 

870 WATER RIGHi'S RECORDS 

General Correspondence Files Correspondence relating to securing or 

establishing rights to water for use on Reclamation projects, and as 

re',uired to ensure compliance to state laws governing the acquisition 

or appropriation of water within the State. 

•	 Destroy when 25 years old 

870-1 Acquisitions of Water Rights or ~s to Use. 

a}	 Applications for appropriation of water from a State together 

with records of filing, flow reports, proofs of use, petitions 

to change points of diversion and other related matters. 

•	 Destroy when no longer required for reference or when appro-

priation is relinquished by lI@Clamation. 

b)	 Agreementswith Private Parties. Agreement and related corres-

pondence. 

• Destroy when right is relinquished by Reclamation. 

870-2 settlement of water Rights or Bights 1;0 Use 

a)	 Correspondence related to the settlement of rights to direct or 

return flows and use of seepage and waste waters; the effects of 

prior water storage or use on a downstream power or pumping 

facility; am the effects of grour.dnater pumping am weather 

modification on water supplies and ownership of r~ghts to those 

waters. 

•	 Destroy when 10 years old. 

b) Subordination agreements am all related corresponience. 

• Destroy 1 year atter termination or cancellation. 

c)	 Interference studies (historical flows and sim~ data) supporting 

recommendations included in a subord~nation agreemento 

• Destroy 1 year after termination of related agreement. 



870-2 

Retention 
BUREAU OF 

and Disposition Instruct~ons
 
f£CLMIATION
 

WATER RIGHTS RECORDS 

Settlement of water Rights or Rights to Use, continued: 

d) Interference studies in instances where an agreement does not emerge. 

• Destroy when 10 ;years old.
 

e) Data processed portions of an interference studies; i.e., the punch
 

cards, program sheets, tapes, discs, transit cards and transmittal
 

records.
 

•	 Bes'b1oJ Rhea 1 ;year om;-
- ...L ' I , n b(~ rec.o('M s) I+ew, 11301~S e.Q.. S v\,,1" \ e.1M -e-vv t-o v e..V' \ I/\..J Vl-'\."'-~I"1-e - re..c~at CL
 

f) Litigation or Adjudications proceedings at which Reclamation serves
 

as a wjtness. 

• Destroy 5 years	 after termination of proceedings. 

g)	 Litigations involving waters in which Reclamation has a right or an
 

interest in securing a right.
 

1) Regional office of record. P~IEUF 9ffeP ta HAllawaen 2$
 

De-s+nut w1t eM...	 d.5 L1 ~ 0 let. 
ye8:PS ald.
 

2) All other officed. Destroy when 3 ;years old.
 

h)	 Compacts or Treaties. Corresponience contain=-ng Reclamation commerrt
 

or review of provisions of compacts or treaties affect~ng ReClamation
 

activities or use of water and including data on historical flows
 

provided by Reclama~ionto support its recommenda~ons.
 

• Destro;y J years	 after compact is either enacted or rejectedo 

CompactCommissions Correspondence regarding Reclamation cooperation or
 

participat~on in compact requirements affecting Reclamation distribution
 

or storage of .water; furnishing infomation on flows or other statistics;
 

including periodic reports of the operations of the CompactComm~ss~on,
 

and other s~r rnaterial.
 

0\01.. 
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Retention and D~spos~tion Instruct~ons 
BURSAU OF RECLM.IATION 

WATERRIGHTS,conhnued: 

870-4	 Transfers of \Jater Rights Correspondence related to the transfer of 

rights to water between tracts of land, between reservoirs, and for 

other purposes. 

•	 Destroy when no longer required for reference or when transfer 

agreement terminateso 

PI	 ~'11 - I • See,.. ff~dtine-
880 A	 &7/- I 

890	 Reserved 

7
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Retention and Disposition Instructions 
BUREAU OF RECLA1IATION 

900 PERSONNEL RECORDS 

~	 General. Administrative Rocords Correspondence, reports, publications 

and other material relating to the general administration and operation 

of personnel programs and services, and the media by wh~ch administra-
tive requirements are disseminated. 

• Destroy 'When 3 :years oldo 

Reclamation Instructions, Series 310; USE Retention and DispOSition
Instructions 100-4 

Federal Personnel Manual; USE Retention and Disposition Instructions 
100-5 

900-1 Records of distributions for magazine and other sL~i1ar type material. 

• Destroy' when 6 months old. 

Personnel Records Systems 

a) Correspondence concerning systems of filing or ma1ntenanc~ as 

related to personnel records and safeguarding as required. 

• Destroy when 3 years old. 

b)	 Correspondence regnrding access or denial of access to personnel 

records under Freedom of Information or Privacy Acts. 

• Destroy when 5 :years old.. 

c)	 Investigative records; signed SF-85 or SF-85 or equivalent fo:nn 

and related correspondence. 

• Incl.ude with right-side material., Officiall:Personnel Folder. 

d)	 Investigative Files (SEE FPM 736-13 5-2A) 

• Return to Civil Service Commission on 5 paration of employee. 

e)	 Confidential Files 

• Destroy' when 3 :years old.. 

f)	 Personnel Folder; enrollees o~ participants in National Programs 

of youth conservation such as Job Corps, Youth Conservation Corps 

and similar. 

• USE 1nstructiollS of National AgenC7adm:I.nister1Ilg program. 

1 



Retention and Disposition Instructions 
BUREAUOF RECLAMATION 

Service Record Cards, Chrooological Files (SF-50's), Duplicate 

personnel documentation and similar. 

It	 '(0;;'-/ 
903 

a)	 Correspondence arranging or required to accomplish inspections, 

surveys or audJ.ts of personnel functions and including routine 

transmittals, work papers and preliminary evaluatJ.ons. 

• Destroy' when 3 ,.ears old. 

b) Final reports of audits, bureau-wide in scope, Commissioner's office. 

• Destroy when 5 ,.ears olde 

c) Final reports of audits, local in scope, office of record. 

• Destro,. when 3 ,.ears old.
 

d) All other copies.
 

•	 Destroy when 1 ,.ear old. 

904 Ron-Federal Eciucat1oa, l!)upl.oymentand Training 

a)	 Correspondence and promotional material announcing or soliciting 

candidates for non-reder~ sponsored education, employment and 

training. 

•	 Destro,. when 6 months olde 

b)	 Documentation of non-federal training or education in Official 

Personnel Folders, when of benefit to career. 

•	 USEGeneral Recoztls ScheduJS!l1, Item 1 

c)	 Documentation o! non-federal training or educat-Lonj non-career 

related. 

•	 USEGeneral Records Schedule 1., Item 10 (Temporary Individual 
files) 

2 



910 

Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

PERSO.<NEL RECORDS, continued: 

Personnel Forms 

a) Correspondence regarding preparation am. use of personnel. forms, 

including their revision and other rel.ated matters. 

• Destroy when 1year old. 

b} Case folders, Slreau NXI l.ocal.personnel. oriented forms. 

•	 USB Retention and. Disposition Instructions J1O-7 and 140-8 as 
appropriate 0 

ORGANIZATION 

a)	 Correspondence, reports ani other material. regarding organization 

or reorganization of the Executive Branch of the Federal Government 

particularly as rel.ated to the Department of the Interior and its 

authorities affecting the Bureau of Reclamation. 

•	 Destroy ..hen. 3 years old. 

b)	 Slreau of Reclamation; correspondence, reports and other material 

regarding organization/re-organization; delegations of authority 

from the Department of the Interior; centr8l.izat10n or decentralization 

of activities; establishment or discontinuance of offices, organizat1on 

charts and other similar matters. 

l.) Reclamation-w1de in scope, records of the Commissioner's office. 

•	 PEEMANENT Offer to NARS when 10 years old. 

2)	 Internal organization of the Engine~ and Research Center; 

records of the E&R Center. 
:lA?s{ro...t..j LA! h-w... 10 '1 r s 01d . 

•	 ~ 6ffez to lfMIS when l:El )eMII oll:b 

3)	 Internal. organization of Regional Offices and their satellite 

field l.ocations; i.e., authorities of the Regional. office and 

their extension or delegation to field locations, establishment 

or discontlDUance of field offices, centralization or decentraliza-
tion of activities, and other similar matters. 

~ p~ ftegioual: Office of Recold. Offer to U*IlBwhen 10 

yeal'/il old, R~I~6..l Office o~ recorc{ - - J>e~k~ wk~ to 
IAIJ Y rs . 014~/~All other offices. 

•	 Destroy when 3 years old. 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

PERSONNEL continuedRECORDS,

920 STAFFIHG 

a)	 Correspon::ience regarding personnel requaz-emenbaand sta£fing 

limitations; posit~on management (establishment and ~dentification 

of positions and assignments of duties or responsibilities); and 

including periodic reports of staff~ng requirements, reports of 

compliance with personnel ceilings, and other similar matters. 

• Destroy when 2 years old. 

b)	 Key Positions, correspondence regarding filling pos~tions wh~ch 

require approval of the Secretary of the Interior, the Civil 

Service Comm~ss~onor the Co~ssioner, Bureau of Reclamation. 

• Destroy 'WhenJ years old. 

c) Specific approvals of employees for key positions. 

o Destroy when superseded or rescinded. 

d) Vacancy notices and employment forecasts, record copies. 

• Destroy when 2 years old. 

a)	 Correspondence regarding employmentthrough exammation, reinstatement, 

under merit systems or by other means, special employment consader-atdons 

(consultants and experts in technical fields), re-employment rights, 

employmentin ungraded or unclassified type positions or placement of 

the handicapped; types of employment (career or careep-con::i~tional), 

Congressional or Pres~dential appointments; probabationary work 

periods and other similar matters. 

• Destroy 'When2 years old. 

b)	 Correspondence and other matenal regard!Dg employmentpreference for 

veterans; employmentrights while on military duty, deferment or 

exemption of employees from m1li~~ duty, and other similar matters. 

• Destroy when 3 years old. 

4
 



Retent~on and Disposition Instructions 
BUREAU OF RECLAMATION 

PERSONNEL RECORDS
 
mPlODIENT,continued:
 

930 c)	 Sel.ection and Recmrl.tment, correspondence regarding se'Lecta.on or 

recruitment of employees from certificates of eligibles, thru 

Civil Service Examining Boards, and from programs of recruitment 

in Colleges, Universities and s~lar institutions; including 

certificates of eligibles and correspondence administering or 

operating recruitment Probcrams. 

• Destra,y when 2 years old. 

d)	 Examinations, correspondence rega~ng preparation and d~stribution 

of examination announcements and administration and operation of 

ex~ning programs and selection of employees from such progrAms. 

• Destra,y when 6 months old or 6 months after close of examination. 

e)	 EmploymentProgress Reports such as reports of h~rings, progress in 

recruiting or filling positions, personnel returning to posit~ons 

from military services and other similar matters. 

• Destra,y when 1. year old. 

933	 EmploymentQualifications, correspondence regarding urmsual qualifications 

required for cer-tain types of employment such as particular skills, 
I 

education, exper~ence, fitness for duty ~ such occupations as Lineman, 

Driller, Scuba Diver, and other related matters. 

• Destroy when 3 years old. 

934 Applications for Employment- Applicant Supply Files. 

o USEGeneral. Records Schedul.e 1., Item 1.5 

936	 Detalls, correspondence regarding details of employees and including 

individual detail transactions of employees such as arrangements for 

travel, justifications for detail, funding and other similar matters. 

• Destra,y when 3 years old. 

937 Dual. ~pl.oymeut, correspondence regard~ng restriction or allowance of 

dual employment, cont.ai.rd.ngcommentor inquiry, and includ~ng periodic 

reports of employees dually employed. 

• Destroy when 3 years old. 

http:se'Lecta.on


Retent~on and Disposition Instruct~ons 
BUREAU OF RECLAMATION 

PERSONNEL continued:RECORDS,

938	 Separations, correspondence regarding separat~on procedures, exit 

interviewing, appeal.s from invohmtary separations and periochc reports 

of separation~ and reductions ~ force. 

• Destroy when 3 years old.
 

a) Retention Reg1.sters
 

• USE General. Records Schedul.e ~J Item ~7b 

b) Surp1us Employee Lists 

• Destroy as superseded or when 2 years old. 

940 PERFORMANCE concerning systems,RATINGRECORDSCorrespondence rating 

appeal.s procedures, ratang guides, reports of r-at.i.ngs and including 

appeal.s files and certificates of performance ratings. 

• USEGeneral. Records Schedul.e ~J Item 23 

9U	 Trainillg Programs, correspondence regarding administration of job-

oriented tra~ning programs, employee partic~pation in such programs, 

determJ.nations of tra~ning rec uirements, evaluations of programs, 

reports on progress in providing and rrainting pro:,ra'lls and other 

similar matters. 

• USEGeneral. Records Schedul.e ~J Item 30 

943	 mnplayee Awards F1l.es, correspondence, memoranda and reports required 

to administer all programs of empl.oyee awards or recogmtion anc.Iudang 

individual. case records and other related material.. 

• USEGeneral. Rocords ScheduJ.e ~J Item 12 

950	 POSITIONCLASSIFICATIONCorrespondence and memoranda regar~g the 

development of standards for classification of pos~tions pecul~r to 

an agency ani Civil Service approval or disapproval.; including copies 

of standards, case and review files, position descriptions, survey 

or audit records, appeal.s files, and other similar material.. 

• USEGeneral. Records ScheduJ.e ~J Item 7 

6
 



Retention and Dispos~tion Instructions 
BUREAUOF RECLAMATION 

PERSONNEL RECORDS
 
POSITIONCLASSIFICATION,
continueds-

Labor ManagementRelations, WageBoard Positions Correspondence, 

memoranda, reports and other records relating to relat~onships or 

negotiations between manageDent and employee unions or other 

groups. 

• USE Genera1 Records Schedul.e l., Item 29 

951-l. Wage Board Agreements and related correspondence. 

•	 Destroy l. year after termination. 

952	 Par Systems, correspondence and memorandarequired to administer 

salary or wage systems, copies of legislation establishing wage or 

pay systems, or as requued to document pay adjustments or pay for 

holiday and other types of duty, 

for cost of uniforms, and other 

•	 Destroy when 6 years old. 

a) Sal.ary' Tables 

•	 Destroy when 6 years old. 

b)	 WageSurveys, correspondence, 

surveys in selected locales 

rates comparable with private 

sheets and recapitulations. 

•	 Destroy when 2 years old. 

960	 LEAVESYSTEYS. Correspondence, 

establishment and admln~stration 

•	 Destroy when 3 years old 

lump sums or termanat, pay, provadf.ng 

similar matters. 

memorandaand other records of wage
 

or types of work and recommendations of
 

industry; a1so include survey work
 

memorandaani other records related to 

of leave systems. 

a)	 Record of leave data transferred (SF-1l50 or equivalent) for 

separated employees. 

• USEGeneral Records Schedule l., Item l. 

b) Records of leave use such as SF-7l, Application for Leave. 

•	 Attach to Time and Attendance Report for period in which leave 
taken. 

7 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

PERSONNEL continued:RECOIIDS,

970	 Persome1 Relations Records, correspondence, memoranda and other records 

regarding employee relat~ons and welfare and counseling; including such 

matters as work hours and conditions, support of employee welfare and 

benefit groups or associations such as recreational groups, credit 

unions, employee associations and employee memberships in professional 

organizations, social groups, and bargawing units (unions). 

•	 Destroy when 3 years old. 

•	 ALSOSEE General. Records Schedule 1, Item 29 

970-1	 Investigative Records 

a)	 Correspondence, memoranda and reports of security requirements of 

employment such as considerations of employee character and investi-

gations of character though arrest records, employee references, 

Hatch Act cons~erations and other s~lar matters. 

•	 Destroy when 3 years ol.do 

b)	 Case Records of the Civil. SerJice Comm~ssion. 

•	 Return to esc on loss of employee or when no longer required for 
reference. 

c)	 Case records of the employing office. 

•	 Destroy on loss of emplo,yee. 

970-3	 Equal. &nploymentOpportunity Records, correspondence, memoranda and 

reports required to promulgate and administer the program. 

•	 USBGenera1 Records SOhedu1e 1, Item 26 

8 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

PERSONNEL RECORDS
 
PEBSONHEL...RELAfiOHS continued:
RECORDS,

971	 Position Temu"e and Conduct, correspondence, memoranda and reports 

regarding standards for employment (character and fitness) and for 

employee conduct; disciplinary actions and the filing ani conduct 

of grievance appeals; and incltrling reduction of employee pay and 

grade or separation for reasons other than reduction in force. 

• Destroy when 3 years oldo 

a) Grievance, Discipl.ina.ry and Adverse Action Case Records. 

USEGeneral Records Schedule 1, Item 31 • 

b) Standards of Conduct Files. 

USBGeneral Rocords Sohedule 1, Item 28 • 

c) Personnel Counseling Records. 

USEGeneral R§cords Schedule 1, Item 27 • 

974	 Health Programs, correspondence, memoranda and reports regarding 

participation in national health programs and with health units at 

Government installations (such as the Health Unit of the Public Health 

Service at the Denver Federal Center), fUlaIlcing such programs and 

other similar matters. 

• Destroy when 2 years oldo 

975	 Insurance and Compensation Programs, correspondence, memoranda and 

reports regarding health, life and compensation programs available to 

Federal employees; enrolJJnent plans, payment of premiums, applications 

for benefits, and other similar matters. 

• Destroy when 3 years old. 

9 
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Retention and Disposition Instruct~ons 
BUREAU OF RECLAMATION 

PERSONNEL RECORDS 
PERSONNEL RECOJIDS,RELATIONS conti.tued: 

975-1 Injuzz Reports, CA-l am. CA-2 forms and related correspondence. 

a) Whennot reported to Office of Workers' Compensation Program 

(See FPMSupplement s5-6 lC/3/ 293-31). 

•	 USEGeneraJ. Records Sched.u1e 1, Item 1 

b)	 Whenemployee consults a plvsician and a claim for compensation 

is filed. with Office of Workers' Compensation Program. 

•	 Forward all material to OWCP. 

c)	 Reference copies of injury reports and related. correspondence. 

•	 Destroy when 1 year old. 

975-2	 Retirement Systems, correspondence, memorandaand reports regarding 

retirement systems for Federal employees; payroll deduction increase 

or decrease, payment of annuities data, and other related matters. 

•	 Destroy when 3 years old. 

a)	 Applications, for death benefits, retirement, refund of retL""B-

ment deductions, to make voluntary contributions and ~cluding 

individual retirement recors ani designations of beneficu.I'iea. 

•	 !':ransfer 1;0 CiviJ. Service Comm:issionon retirement of employee; 
destroy copies 'When1 year old. 

b)	 Registers of separations, transfers and adjustments and annua'l, 

summaries of ret~rement transactions. 

• Destroy 'll'hen3 years old. 

c) Other forms and reports such as quarterly reconciliations, lists 

of transfers in and out, lists of separations by retirement, and 

summaries of retirement fUnd transactions. 

•	 Deatroy 'll'hen2 years old. 

{(M'rern '-"'/- ;tnn (/Fly ES/;", ",f,'J 
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Retention and Dispos~tion Instructions 
BUREAU OF RECLAM,lTION 

PERSONNEL RECORDS, continued: 

980 M:l.scell.aneous a.n:I.Personnel Yatters, correspondence memor-anda concerning 

social events, retirements, illnesses, deaths, requests for blood donors, 

fund raising activities; preparation, printing and distr~bution of 

publications or articles regarding the personnel function; providing for 

the continuity of Government during emergencies; and as required to aasue 

and renew U. S. Government Motor Vehicle Operator Identuication Cards. 

• Destro,ywhen 3 years old. 

a) Motor Vehicle Operator Identification Cards 

• Destroy as cancelled or on loss of employee. 

b) Driving	 test results and related lIB ':,erial. 

• Destroy when 3 years old. 

980-1	 Correspondence and other material about national or local unemployment 

cond~tions including stat~sical data, plans and programs for relief, 

reports of area trends and.other similar matters. 

• Destroy when 1 year old. 

Personnel Reports of a general nature and such as employees listed by 

state, sex, geographical location or distribut~on, by Civil Se~ce 

class~fica~on, in occupational gro~ps, and the entire series of 

SF-llJ reports. 

990-1 

• Destroy as superseded. 
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NCl-115-77-1 MACHINE-READABLE RECORDS SUPPLEMENT 



NCI-J.:
 

l:ote: All item nuober s	 e prefix "A" toin this ':;upplement.inc.Lud tne 
differentiate machine-readable records fro~ the textual records 
to which they relate. The remainder of the item number duplicates
the ~tem n~~ber of the related textual record; for example, A 120-1 
machlDe-readable records relate to 120-l textual records. 

A 120-1. ..Geother.maJ. !!r!es;t1gatiOJl5J A one-time S\ll"'Vey (8-9-7J)of a 

geothtll"lllal.well. in Imperial. County, Cal.iforniao Recording 

well depth in feet and for each depth the sonic velocity, 

Gamxna-gamma densi'ti1'~Nentron porosity, and other dllta as I
I

~ 
required in an lithologic interpretation and water q:uality 

. estimate of the well. 'I'he data was accumul.ated for an
 

ongoing study of the geothemal. potential in the Imperial.
 

Valley of California.
 

•	 Destroy upon completion of stuq. 

A l20-3. Env i.r-onment	 and rrt life inventories anda.L IrauactState!:3ents,an i.ma.L pla..

ongoing data for managemen~ studi~s:
 

a)	 Arranged by assigned sequence numbers and recording data
 

such as abundance, location~ genua; eoneon or far.rl.J.yname,
 

and other information required to support environmental..
 

impact stata:!ents. One-time studies with on-going info:nna.-

t~on to time of publication of impact statement.,
 

•	 Destroy when no longer required for reference. 

b)	 Base inventories such as described abave in special areas
 

such as wetlands or Counties or Project areas. nata is
 

in no logical sequence and maintained by multi-access
 

retrieval system. One-time studies with on-going informa-

tion to time of publication of final evaluation report.
 

•	 Destroy 1 year a!ter publication of related final.
 

evaluation report.
 



I 

NCl-115-77-1 !-12.chine-Rc. 

A 130-5.
 

A 140-6.
 

DamageCla:1mStatus Info:naat:1on recording claim l'IUIIIber3, 

name a:od address or claimant, clalm.ed amount. or damage and 

amount paid and other similar data required to adllIi.nister 

and maintain action or a current basis. Program is limited 
• 

to only cla:ims connected with major dam railures or other 

disasters; the data is updated as frequent4>' as required 

",hUe clajms are beilJg processed am a.ll info:naa tioD is 

subject to the Privacy .Act• 

• Destroy	 3 years after audit or s8tUe:teIIt or all claims 

received within 3 years or the i:acid~ 

RECORDS ~,; master indell: to list:3 of records trans-

rerred to Federal Storage Centers over widely spaced intervals 

or time ani requiring updated illter-!ili:Ig or more current. 

:lnf'ormation or extensions or reco:Us. Data produces a 

printed index which identifies the shel.[ list; accession, 

page ani storage container nm::be..""S and p:'07ides a brier 

des::ription of the ~rds, their dates and other info=mation. 

Data is updated as required. 

•	 Destnr,r ",hen no longer required for re.f'erence. 

http:clalm.ed


,>C1-115-77-1 !'1achine-Readqble ?ecords .su?p19!lJent 

A li..8. 1:1:3:__';"1.-:: :t.,.2,7:-;.G:::::.£2'IT. Indexe s to Li t.er a tur-e ana non-books (reports) 
relating to '..-ater resources: 

a) TiUes or data indexed by' subject tems ill alphabetical. 

Beq1leme and by titl.es within the ter!:I identil'icationa. 

Retrieval. is by' use of document descriptors ill an 

al.phabetical. arrangemeIIt. Covering umer this system 

began ill l.9S2 and it has been updated annual1;y Up to 

the present time. 

I
~ • Destroy when no longer required for reference. 

b)	 BibliographiCal. 1:Iventory of nou-books ani literature 
\ 

related to water resources and '\'later resource deve20pment : 

projects or activities. A nso~rge sub-routine" 

arrangement is used far retrieval. and the system is 

capable of listiIIg data b,r riV1tl"basin identi:f'ic'!ti;;ms. 

• Destro::r wheD no lm!ge:r required. ror reference 

A 181.. ~g Lists ~ 

a) BIDDERS,DESIGNAli) CONSTRUC'l'IOIf'ilORLLists of persons 

and firms requesting receipt of proposaJ.s to bid for 

design and constl!Uction work contemplated by the Bureau 

or for in!or.::ation on contract awa.-ds; arranged by name 

and Zip Code. 

• Destro;r wben no longu required for reference. 

b)	 BIDDZRSIIPROFILECODB ADDRESS FILE. Lists of persons or
 

firms and their interests in type of 'Workbeing offered
 

for bid by the Bureau; arranged by first line of address
 

and second line.
 

• Destro,r when no longer required for reference. 

c)	 EmlIRONMENl'AL ADDRESS rn.E. Lists of peraona STATElIENl'


or organizations to receive environmental. statements;
 

arranged b::r Zip Code and name.
 



A	 211. Budget Estimates - Auto~ated: 

a) Special. studJ.es data for budget estimates am tadget 

submissions for the fiscal. ;year; jdentU'yi:lg program 

items, .f'wxi~ estillated cost" description of item am 

projecting cost estimates '5 years in advance. Data 

is gathered on a continu:"'~ 'basis ani is uaed as base 

for various reports required in the progr;crlng am 

coordinating of' budgets. 
i 
I 

f 

• Destroy when DO longer required far ~erence...... b\.l¥ I ~t '"tkl~"r~ c 
~(i..M... 

3 years atter close of' ad7a.nce estimate period. 

A 21..0-3 Expenditure Accounting Systems - Automated: 
('o,.;!e.sheets) liI.\eClv'r-- gAAhen~Cf ~cc6.- ("qVl~;" CC'W\f~+i"Ht of --It e Vl<.r-lo-«.S 

a).I\ Punch cards, tapes,,~discs and other ~ ~~ • 
r("(.~"'QN.o\S e-t-peM&l.,h,lfe., o..c~~Ik1 'It Cc>+- Ac<t)lA .....I.:~11-'\.&tS"1sfe.tM.5 (FNIt of r=AJc 

FASt SISTIDl apptieit4,.has in both *Ae :;:.JLIlana 1'.1'C sari.es I . I pr0.1~s),
 

but not to the COY prOO.ucts (See 24o-~ and 2ht;}..2 for
 

instructions related to orig"'...naJ.mi.cro:f'iche products).
 

•	 Destroy ~ year after close of' related ~cal. year. 

b)	 Depreciation ani replacement accounting; est:i:Bating 

costs for operation and maintenance of Project features 

or structures as well as for estimating rephce!!Iem:. 

requirements. Current unit cost estimates are used as 

a base for computations. 

3 "\et\!>. o..l-'-Ie. re.\o..\-e~ plClM.-r is ho IIYki(l?r i,~opero...{'M-<-
•	 Destroyk'h= relolKlMl~aat is ftC) l:oager i:a ep6l:'ati.a ; 

or possession of BI1reau of' Reclamation. -rG 
I

r 

#2=\ 0 la.>!'~' 
c)	 Distributions of' p~ costs; a systematic recording of 

plant costs (operation, mainterAnce, replacement) and 

distribution of the costs to the equipment related to 

the plants (such as equipment in a substation). I 
i 

Data arranged b.r name of plant and rehted accounts. I 
3'1efl.n c..fkr ;-fuyL 7:> W~/v ~ ~r~f 

•	 Destroy,,_. lobbed: p3:sDt=1a- DO Jo~ap :!:D 8pep&Uaa 1 

I 
az:. po.IMaGo. ~ ilItrea9 or ~maY:eDv	 f 

_";- _.::--	 - -, -.. J -. • 

http:orig"'...naJ.mi
http:I.:~11-'\.&tS"1sfe.tM


1.jCl-115-77-1 Hachi."1e-:. l~ble ~ecords Su~plement 

A 24l. f.rooerty Accounting (;'-IovableProperty) - Aut omat.ed t 
a) Quarter:Q' 1Dventory l:ist.ing oL moveabl.e propert;r with 

descripU.ve in!onnation, acqui.sition data, empl.a,yee 

responsibility; arranged =erlcall,y by' entity number 

an:l then project serial mmber. 

PeS-TrtMj w\.t(1M... 3 YeArs olo!, 
• l)estlO) when 1AJ ]:011g61 leqtthei :fsi rn'erense. 

f!:r.Slu/a.~hl/ 
i 

b)	 Uont~ l:istin"as of property transactioll3, acqui.sitioDS ~
 

and losses with re1'erence to receiving or losi.l:lg docu-
 I, 
mentation.	 I

! 

A 250. PAYROLL ACeotmrING Code sheets# punch cards aIld other ~ media for au.toma.ted 

payroll accounting i=ludizIg oa.gne~-c tapes but excluding COO aIld hardcopy output 

(See retention and disposition ins"T;..""<!cticns thru 250-6 for coverage of" out-250-1
 

put).
 

a)	 Input f"or preparation of payroll re{;i.ste:::-s, p.;;: card info!!:lation, leave status 

re:;orts, bond status repo:::ts azd other Ca.7.2. related to individual etlployees; 

i.e.# p::-oduc:'ngthe !.!aster Er:!plcr-.ree bothP.eco:-din bi-TIeekly and aruma]. Lssues , 

Destroy lIhen 3 years old. 

b) Machine rr.edia for cO!:!pUtationof Tine ar.c!. ;.t tendance o~ ez::ple.yees. 

• Destroy $ months after close of related pay periodo 

c)	 P<tyrOll estmating by employee name, grade and salary. 

• Dest~ when no lon;er required for reference. 

d)	 Office expenses; e~loyee name, grade and salary as used in p~ol1 estirrating 

but arranged by office Loca taon, expense category, and other related in£orma-

t1on. 

• Destroy TI~enno longer required for reference 

http:descripU.ve
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A :310-1 

A311 

A 322 

A 323 

A 329 

LABORSTATISTICS 

Labor wage rates and iDdex; data gathered from labor organiza-

tions in local areas and is used to cczput.e a Labor- in:l.ex for 

purposes of estimating construction, operation and maintenance' 

costs. 

• Destroy when no 10nger required for re!erezx:e. 

....'_t.!~.. ; _ - , ~ ...... -.-

ABSTP.ACTS OF BIDS 

Analyses of abstracts of bids for use in estimating construct-

ion contract costs. 

• Destroy 'Whenno 10nger required far reference. 

Data processing sYStems; ptmeh cards, tapes, discs and basic
 

program decks used for verifi.cation ar updating P'J-"'"POsesor as
 

a ciL'Plicate, a source llst'ing or backnp data for security.
 

• Destroy' or re-use when superseded or no 10nger needed. 

Vehicle and stores cost and use accotmtability data for COY 

Program 0700, Vehicle and Stores Clearl...ng Accoum but excluding: 

the COMproduct (See 323b for instructions related to retention' 

of original microfiche.) 

• Destroy 1 year after close of related r1scaJ. year. 

Aircraft operations expenses, cost and use accountability as 

combined into COMProgram 0700, Vehicle and Stores Clearing 

Account but excluding the COMproduct (See 323b for instructions ! 

rela ted to retention of original microfiche). 

• Destroy 1 year after close of rel.ated fisca1 year. 

I 

http:Labor-in:l.ex
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A 330-1. 
CONSTP.uCTION PROGRESS;CO~jTP.ACT EAR'l'S"olCRK computation of pay 

quantities for progress in earthwork 3t Project features or 

structures such as dams, canaJ.s, roads, drainage systems a.r.d 

other similar features. Includes such data a design progress, 

embankment, change orders, materia1 fu..-:r..shed,plant account, 

specl1'ication item calling for the work, unit price and other 

data as require to compute lOOnthlyor other payment to con-

tractc>::s. 

a)	 Alphabetically arranged by contractor ~ and specifica-

tion =ber, item of specification, am other information 

as required. 

•	 Destroy 6 years after fina1 payment or contract or 

settlement or all claims. 

b)	 NumericalJ,y by station numberor zone area in which the 

lIOrk is performed a.::d with other inforoation as required. 

•	 Destroy 6 years after final payment or contract or 

settlement of all. cla:il::s. 

c)	 Ori.ginaJ. cross-section data or ground photogra=etry into 

card images or taken from stero plotters to card image or 

tape used as a base collection of data from which pay 

quantities data is COl!lputed. 

•	 Destroy 6 years after final payment of r elated contract 

or settlement of all clains. 

d)	 Initial input backup for prcgress paYI:lentcomputation by 

itel!l and specification number. 

o	 Destroy 6 years after final. payment of r elated contract 

or settlement of all cla~. 

-~	 ... - I' ... -



l·jCl-115-77-1 >:achine-Re::>::iable Recorjs Supp.Lemerit, 

:.. 380-1 

g)	 Property. control. and custodial records b;y data processing 

system3 utilizing all. item3 listed above as input am. 
resul.ting in mont;,uyand quarterly listings of property 

transactions. 

•	 USE Items 2lU._ and. _241-b~ )lachine Readable Records 

Suppl.emeut. 
"".,..	 - ,~:..:" .:-; 

'..... ~_r~........ 'II,. ... I \
A	 430d ::.,~~=
or 

'-,ite,-:: ==,~ \ 

which have suffered. from earth II:OYement failure with such data 1 
i 

as the pl.asticity irJ:iex~ liquid limit~ specl.!::ansize, speci.fic -I 

f 
gravity am. similar iIli'o=t"ion. A.."TaI1geneIIt of data is by a i 
numerical. index assigned earth scmples and identification of the ! 

r-
sampl.e location at the structure or site. Results of analyses 

are invoI1lOrated into laborator.1' or other si::!::i..larreports (such 

a3 the analysis of the Teton Ila:!I r·n"re in the report" "Stress 

strain ~-acteristics of Zone]. Materi-al.- Teton Da=.") 

•	 Destroy 5 years after publicatioOl of results in laboratory 

or other technical. report. 
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A 450g 
WATER QUALITY STUDY RECORDS
 

Compiled results of water quality testing and measurements of
 

stream~ groUDd:rratera:cd return flaws OIl streams or river systems
 

affected by ReclaJration Project development. Data also includes
 

chelJdcal analysis of the water~ sediment capacity, turbidity,
 

master site, return flow componentsani other similar information.
 

Data is used in a llUlD.berof programs, such as:
 

1) Predicting effects of project develop:nent on water quality
 

and	 return flO'Vlsin the river or stream basin. 

.."2)	 Modeling the impact of project develope:ent on receiving
 

streams.
 

3)	 Predicting quality of water to be delivered to another area
 

or country (l.!erlco) as well as qucur:i -.:;r of nater (as may be
 

~uired b.Y Compactor Treaty).
 

4) To monitor the water suppJ.ybeUg furnished to irrigators
 

and aid in improving the quality of the water.
 

S) To assess the quality of water and return flows for purposes
 

of preparing Planning and EnviroIll!lel'ltalassessments.
 

Data is ar-ranged in a variety of =rners:
 

1) By measuring stations, strea::t basin, f1-O"1r and chemical consti-

tuent of Vlater, date ar.d tUle of measurement.
 

2) By Project, site, d.a:~;:;.a."Xi till:e of measurement.
 

3) By strean basin, flow and chenfcal, constituent, year and month.
 

• Destroy ...hen no longer required for reference 
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CLIMATOLOGY -	 STATISTICAL DATAA 4706 

Weather data	 gathered rrom Weather Blreau am Recla;nation observa-

tion stations	 as lIell as rroe other agencd.e including such in.t:or:na-

tion as solar	 radiation. precipitation read:in~s7 temperatures7 and 

similar in.t:or:nation. Data is used in soil-moiture det ermmatdcna , 

percolation and in the deteroination or the storage and release or 

water	 to meet project water requests. Arrangement is chronological 

by statl.on number' or IIUI!lericaliy according to year of data • 

• Destroy lIhen no longer required for re!'erence. 

A 470-1.	 Project SKv~ater. Date-gatherL~g records related to research in 
atmospheric water supplies: 

a. Dis;ital F.ad.:tr Dat a, The "A'' )..rchival file cont.a.indng ed.Lt ed , WITHDRAi'mcorrected and compacted ide::tifying informationl averaged
echo-range bL~ data and cali~ration data. Identifying
L~forrnation consists of date, time, location, length of 
b:L"1data, type of seen, az izrubh Incr-ement,during sweep
and operator's notes on seeding. Radar data is recorded 
in digital video integrator ~1j processor u~its (dBm) and 
is converted to po:..er uni ts (IBm) t.hr ough the use of a 
calibrator tr~~3forsation e;~~Gi0n. 

F::::R: =.,1']GiIT. O:fer to ,::.:-:.:::",!led no longer re~uired fo'!' 
Fe~ereRCQ. 

b.	 Digital Radar Data. The "D" variable length dBz file WITHDRAW:'! 
containing extracts f'rom the "A" file for seLec bed study
areas within well defined range ~~d azi~uthal bo~~daries. 
The radar data on the file are in meteorological units (dBz).
Identifying .inf'or-ma for each sweep recorded on the "D"tion file 
consists of a case In, da.te, :.ime, tilt and azimuth of radar 
receiver, az Lmrth Lncr-enerrt, range start and end. The purpose of 
the file is to supply the user co~mlnity with data already edited 
and pre-processe:l Hhich has current or future value and is in 
an easily accessible a.~d com?ressed for~. Its most probable use 
is for aereal precipitation analysis. 

!"'21::'!i~:n'. Off~!' to ::.'.?.S \,hen ne. lon,;er required Par 
reference. 

c.	 12igital Radar Data. The "S" or case study summary file WITHDRAWN 
containing general information record, a volume sWTh~ary
record, and a tilt summary record for each antenna elevation 
angle up to the max imum tilt. 

F£fH1A:NENl• uf:eI La ?L"-F.Swhen no longer required for refer€n:lce. 

d. Digital Satellite Data. Digital satelllte data tapes are WITHDRA'NNcomposed of raw visible and infrared (ra) radiance counts 

~--~+.-_ .._--_.._-----_. +- ---

I 

http:statl.on
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A 470-1. d (continued.) 

with line documentation. The d~ta is interlaced. visible 
and IR composed. of 6 bit visible and 8 bit IR words, 2200 
words per record.. Every other IR word is	 a zero. The first 
126 words of each ill record is line documentation in:'or:nation. 

PbRH:ANENT. orret to SlARS wnen liO len"lgoF F9Et1=liFed fer re~nce. 

E :GIl'EER:LU APPLICATIONS - C2E?.ALA 500.	 i 
a) Q>.lantity cOJ:?'.ltations (ea.-t~o::-k) 1....t21izing SOI~e	 pro-, 

e;:-amcard files with various prog-r=s ...ri tten in both	 : 
I 

Forl::-an ani Cobol. and used for co::l~tations associated 
ii 

with c!.es~Il a=xi con:;u.:::-uctionpla..,."1;ling fol:"V2r;01!S o----=- Iproject featu....-es such 2S dans, canals" road work,y 
~------- .==-'-"~'-'-- ---I 

ard	 other s'r;1":;,, activities. 

b)	 Cu!"Ve selections fitt:i!lg sanes of c!.a7.a :;x:>=-'1ts;a da:.a .
 

deck-series (c!.a':.a poin"..s) fi1:ting =...-ves by either the :
 

least squar-es or pal.;r.lc:minal c~hods.
 

A 502. 
?roject. Cost Esti!:atillg; labor rates prevAl.:.::rt.:in the
 

ccnstruct~on trades to be considered :in est~ting project

-.-	---~ 

construction. operation and r::ail!tGna.'1cecosts to be inco::-pora-

tlod :1.n+-ocurrent DC-l Project Cost :::sti!-uates.
 

o Dest..-oy ..hen no longer required for refe=-ence. 

··,O! 

,1 
.1



----------------------- -------
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A 503. 

:_l"Y.!exto e:?;;ir.gs azd designs at all 3ureau or Rec' ?-.ation 

irE tallations upon entry into the mic:-ofi~ (ape::-tu...'"ecard ] 

systez:!. .All oificial drawings (i!1cluding =.l.!"2c~rer~ other'
 

?gency, <'J1ds-hd' ar re:erence ~es) ar-e included :.n the
 

SJst~. Output consists of tno ind~es; (1) a ~erical
------,------------~~-------~~
:bCi!X identifying Project~ s';..ation, w:a"ing sequance and
 

very brief description, and (2) a1pr.abetical. subject index
 

by.F-:roject.
 
- -	 ::r-'';o..!\. .... 

. ~:.:: ... --it-: 

A 504. IDRROW AREA INVESTIGA!IO!B 8& REPORl'ING 

a}	 Field data; investigation of borrow pit a.--eas, type and
 

quality of material.. Data from field books, :naps,
 

geology reports and design requirel!lents. Updated as
 

required.
 

Destroy 6 years after completion ot relat.ed ea.rtb-• 
work	 contr3ct. 

b}	 OVerhaul.quantity aIXl. distance calculatioz:s !or' cost
 

est1mat1Ilg purposes and for design purpoeea; Data is
 

taken from SlU""re.Y data and design req~nts.
 

work contract. 

A 500, 

ticn	 and bettercent p=cgrans (inspectior.s of st~ct~es ~~ 

L.-.-nbatio~~i~-. ..a.Jl structures (=ajar and !i!i..";o:") are
 

'r.c' udede identification is by Redan, Project, reS?ol"'.sible !
_4 _	 ~ , 0 I 
I 

division or unit, inspected status of the st:::uct.:re and ,
 

action required or t;:;...~en. Data. contains infor:::ation fI"Ot!l
 

,~ 
,. 1902 to the present.,;/ 
/ -

needect. t:'o r re, Fe 1" e-",(, e. • 

........ -:r- .. -.~-

http:relat.ed
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A 510.	 DAMS. DliSIGN AND CONSTRUCTION CONSIDmATImS. Data-processed. 

programs related. to an~is or determination of structural. 

strength in the design of dams; detennination of dam coordina-L 

tes~	 block layout patterns and volume computations; to +:
I 

stress for desigtl purposes and record Vebavior of structures 

under stress am load corxiit1ons. 
-r -:	 ~~r--.- "',.......... . ~~
-	 .........
 

,_ ~ .,,,,~_"""~ ... ...:..:U~~ih.:':ll.:'1.~",,, ·~.;.:=..;''h--..,;:;:-S1-''-'''''''''''''':''-- __ " __ - -A 510-l. 

.Arch Dams Stress ~ SyS'tem
 

a) llaster program and subroutine tape; system. backup of
 

U~OOO source card images converted. to tape. Arrangement
 
I'" 

-: .~'-!.; 

or sorl begiDs with main overlay. Data is updated 

mont~. 

• ~Destroy ..hen	 no longer required. for reference. 

b)	 Dynamic program tape; a bi:aa.ry program which because of
 

1nf'requency of use bas been removed :from the system and
 

saved on tape. .Ar:'aIlgement or sorl begins with the main
 

overlq. Data is updated. anmall;r_
 
I, 

! 

A. 510-2. 
Behavior ObservatioJla; structural. behavior of dams under 

stress or load conditions as recorded. by meters and other
 

instrumem.s installed lfithin the structures.
 

a)	 Creep H1.lr"..orz; data reduction of increments of strain 

from loading as recorded. from Carlson strain meter data.
 

The history is in a numerical arrangement by' group and
 

strain recorded. currentl;r and prior readings. Data is
 

reduced every two years with an update every four years.
 

_ Destroy lIban	 no longer required for reference 

b)	 Meter Data; readings from meters and instruments measur=-

1ng stress~ stra1n~ joint openings and other structural i
 
I

behavior. Data is arranged by' name of structure~ t;ype I
 

of meter or instrument reading, group number~ date of
 

reading and the reading. Data 1s reduced every two
 

years and updated every four years.
 

• Destroy lIban	 no longer required ~or reference. 

- " \'-
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, 0 3 Construction Coordinate; BJ.ock Layout and Volume Program. A 5~,- . 
A list or programs am subrout1J'les which describe the 

- lcontrolliDg geometry of dam structures, the volume of f
 

blocks by l:1.1't and the survey control points for
• 

contractoL" \ 
I
 

use in placement of concrete. The data serves as a
 

system backup for source-card images which are ~~t ~
 

ta1ned. Arrangement or sort begins with cain program.
 

Updatillg is anmal.l.7
 II 

•	 Destro7 lIheD no l.oDger requ1zed for reference. 
- - - J. ~~ • 

A 510-4. 
. -Centerlll2e ProfUesj systems program which computes ~ r :
 

centerl.1.ne proi'll.e for l1S8 in nat sactj.on earthwork
 

program. IDput from feasibility reports and topograpl:v. :
 

UpdaUng is periodic •
 

•	 Dest.roy-whtm related ~ct1oD ccmtract. f'i.le 18
 

destroyed.
 

A 510-5. 
IWIS~ Earthwork EstimIrtes; earlrn.ork quanti;t1.~ computation: 

by volume and tJpe for est!=ating ?=poses; using data from 

topographic !:laPS, geology repor..s, survey data. Use in 

advance planning am design studies. UpdatiIlg is variabl.e. ;0: 

•	 Dostz'o7 upon complst.ion ~ work tmier related construction i
 
I
 

contract-

A	 510-6. 

DAllS, Site Selection RocoJlIlai.ssance; caJ.cuJ.ation of volume
 

and reconnaissance costs for earth dams utilizing crest
 

elevation and profile data as input. Program results are 

used in comparing dam sites. Updating is periodic. 

•	 Destroy when no longer required for refere~. 

\'.J, " . -; ~ )f;~J:;~;~.~::?;-: ~-..:-::	 , . 
- ~ .... - • • > 

.:.:.~:,...-~........ - ~
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A 510-7. structural. Analpis PrograJll!! 

a) Data for finite element models to execute dynamic an~ses 

without having to start from the very begi:nni.ng and con-
f"/~~' 

taining data to re-etart ana.l¥ses. Sort is variable i'. 
depending on bow the deck is to be read. 

• Destro,y when no lm:Iger required for reference. 

b)	 S;rst~ backup programs and subroutines (Version 4). 
Tape replacillg source card :imagesam sort beginning 

with main overla7. Updated anTW!aJ]~. 

A 510-£. 

sites for use in design stnclj,es~ layout of the dam, and I 
for	 comparison of <iamsites. Data derived from survey notes, 

I 

I 

toPOgl"aphic maps, geologicU investigations data and other ! 

similar materiaJ.. UpcI.;rtiIIg is pericxH.c. 

A 510-9. 
DA1tS, Node and Element Data; data r8quired to describe the 

f1.n:i.te element tlOde for dams. A,."la:qses b1' iIJiividual. dams 

avoids nac~!)!.ty to redescribe the entire f:!nite elenent 

model in future alulyses. Arra."lgement or sort is dependent' 

on program reading the data.. The data is of continuing 

nature. 

• Destro;r 1Ihen DO longer reqai.red for reference. 

A 511. 
RESERVOIR data	 thellANAmlIEN'l'; processed programs recording 

storage and release of water for irrigation and other purposes 

at Bureau of Reclamation reservoirs together with records of , 
stream and return flows, elevation of reservoir, precipitation, : 

temperature, demandand delivery statistics and other similar 

information as required of the individual. programs. 

'. 
:", .. '~'>f::~~~~t:'t:; 

http:nac~!)!.ty
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A	 511-1.
 

A 511-2. 

A 511-3. 

Dai:Q' AccumuJ.ations of Data,
 

a) Reservoir elevations and capacities information for use
 inl
(preparation of area-capacity tables. 

•	 Destroy 1year atter preparation of the final. are-. 

capacity table. 

b)	 Water log information from all locations reportiDg data 

and which is later incorporated into the <ia.i:Q' histOricaJ.1 

!,1"1.l.e. 

•	 Destroy 11110Dth after imIorporat.ion of data into the 

dai:Q' histor1caJ. file. 

c)	 HistoricaJ. water record of dail;r statistics usi.ng' the 

mul.t1-data base and used to compare old and n6"lr data for 

forecasting purposes and preparation of the elevation-

storage graph for the year shawing mi.nimu:m and maxillll1l!). 

data. Updated anota] ],.. 

• Destroy wbaD 111) l.oIIge%> required far rtderence.

We~ aecmDl1lat:ioas of claI:a lIii;h cml7 -~ ot data
 

be~ 1"8tained. Updating 1.s ,-.,klJ". 

•	 Destroy wheD 1 7etJr old,. retailI:i.J:!g ~ ODe 7etJ.r or
 
data CD band.
 

Historical. operatioDs data collecting and reportizlg on a 

monthly bu1a (sometime called a Water Supply Yaster FUe) 

and recording such information as reservoir storage for 

the current and preceedi.ng year, changes in storage, listing 

water releasea to irrigation, to llIUllicipal. and imustriaJ. 

use, for flood control purposes, and other similar infonna-

tionl 

a)	 Historical data by project rrumber, reservoir number,
 

data and other infonnation as i'urnished by data coding
 

torm and updated monthl;y.
 

•	 Destroy when no longer required for reference. 

b)	 Historical data in random access rUe updated yearl,y. 

•	 Destroy when DO longer required for reference. 

- '	 ~ t... ~ ~ ~'", ,.-
~ .I; t'	 ~ -

.......	 "
 
-".1-';~~{i~~-~-: )t},:~~:.~~~;; -:,';:,: .., --- , ~. 
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A 511-4.
 

A 5ll-5. 

A 511-6. 

A 511-7. 

AIlnual. reservoir operations data for iDii.vidual. reservoirs 

storage cred1.t computation with water measurements and 

opeaation statistics determining in:iividual. water organiza-i 

J
tion storage credits in the reservoir. Data is used to 

prepare- annual. operations summar,y for the reservoir and 

to verif)' that operation. Updated moathlT. 

• Destroy whea DO longer. ~ for ~enuc .. 
•""T : ..... -:.:; • 

. ~'., 

Small reservoir sizing computations; data check and fiald 

reconnaissance est:!mates determ1n:1.ng ~aDi. cost 

o! SIDal.l asphlat lined reservoirs. 

• Destroy when no lo~er required for re:tereu:e. 

" . 
71=3 and d:!ve...-siox:s eata.; stre2Zl!fl.C">fs. 

# 

f1~s a.."'rl " <ll.-ers:'?!lS
 

.at G",-;:S in 2l!-hour ave:-a.ges and va!"i.ances of .!:!.o:.s i':"Ol!: tl:e
 

J::2.ster sc_'-.r~u1e. ""~-!- ~. ...... •
-- ~=~ ~s UScu 2n p~~_~ ~~J3es tables
 

ard C2..'1 be ~etrieTcd by "table iden-.; ....;cetion or by th
-~- . no:], 

Cay or fla.r qU2.nti':.y. Data is t.:peated at 3 to 6 z:.orrth i.."'1ter- ; 

• Des:r~ ~~en no lon~e.r_~.,' :u'-.~ ror__ rD~e 
n - -'1.~ ~. _.'::"'", ~=ce.-"", ....:-:.. 

:rri~ation efficie~cy s~es; water delive~es to 

identification, h~s or ir7igation, c~s, acre-~eet 

info~tion: 

I 

Irrigation 

and other 

a) Irrigation 

Tec~ice1 

r-ecor-ds comput.ed armaa.J..lyand used by a 

Field Co~;ttee in evaluati=g efficien~ 

• Destroy ~hen no lo~~er required for reference. 
.v 

b) Crop production ar-d other si.rn.Laz- info=a.tion for 

-;r2terbudget analyses by a Techrri ca.L Fl.eld Co=ittee 

~aluating irrigat~on efficienC7 in their fiscal 

year report.-----
I 

l 

.' . 

• D§stroy when no longer required for reference. 

~ 'l!~"l'~~~~'l'1'i"':~" _~"/""''''''''~''''-:~-'''''T~''' t ...... .".._ , .... _ ~..;,-: • 

• - "~~~~'~~"~"''<~.~~~~)., -, .•••.-.,<.--'-.. '~. ": 
-; ..... 

'o' 
r 
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A 512. Annual Operating Processing Pl.ans Data. .. for one-Tater operations 
irrigation season s~~ized and projected operations for the forth-
coming season predicted. Thirty year averaged. andirL...c-rows end. of 
irrigation season (September) storages are used as a base along with 
other statistics derived. from the progr~~s described in Item 511 et ale 
Data is upd.ated annually. 

Destroy when no longer needed for reference. 

A 520-2. 

I 

losses and other daba on ca=l. syst=.s (i.e.~ t:ain cCU'.a1~t. 

laterals and sub-laterals); Data is alphabet.ical by I 
canal code and =erica1 by lateal mzabsr-s , The st\.!tly ,!


p
 
is usually of a one-t.me nature and :lO u;ciati.:ng is
 ~ 

!usually per.for::.ed. 

• Destroy when no longer requi-~ fo~ ~fere~e. 

\h)	 Lateral il:1pr=~ent. sizir.g cata such as lens"..h~capacity, r
 

losses a.~ other ~ata for process~ Fu-~ses. Bata is
 

ar-ranged by latarlll identifica~on ani is pa...-tof a i
 

• Destroy 5 years ai'ter cCl!lpletionor related study. I 
I 

A 520-3. ~ -' - . -~ ..
 
Eart.hworlc Qu.mti.t:i.es for estimating construction costs and
 

for	 other pr%!i;p~"'a~i~ ,;;~c cost studies; i.""lCltrlir.gsuch .--
statistical data as ce:rter-lil".e cat, cross-eectio!l levels~ 

quantities for seeding and topsoil restoration; =alyses of 

construction costs; wasteba..rulc anaIyaeaj borrO'"ll'areas a:'rl
 

related quantities; culvert. requireI::ents and costs; design
 

ar.d hydraulic data; ove:-haul quantJ..ties; br-Ldge 2.TXi road
 
I 
I rrequirenents and quantities; dr'aLnagearea data, runoff \ 
Icalculations; water Sanr.!erana'Lyad.sof pipelines and other I 
I 

similar data.	 I 
I 
I• Dastroy "hen re1.ated COl".structioncontract. is eligible I 

I 
for	 disposal.. I

i 

"::;.::.:-....:.... 
\ ~'.: 

http:Qu.mti.t:i.es
http:per.for::.ed
http:one-t.me


!TCl-115-77-1 : ;achine-Read e Records ~uppleffient 

A 520-4. 
Diversion 'Sehedll1es - 'rUrnauta; canal. system turnout stnlti.es 

.tor purpose of determin:1nt -water capacity- required for 

delivery or diversion of water to fann units. Al1 turnouts 

in the system are included and arranged. rrux:1erlcally by an 

assigned. sequencing =ber. The data is updated annu~ 

arld is used. in the pr'eparation o.t constnction specifications. i 
I 

• Destroy 1ft1earelated. constIU~on contract is disposed. 
<- ~, • ~ - .. ~ 

A 530-1. DATAp?OC"q,cc;;:;o AP?LIC,,\TIGNS;res..u -:.s of 

surv~, topograph;r studies, weather d~..a (d.aily or o"her 

per-:.cdic ra?O;t:L.~ of preci?i-:ation), b:f-=--o:o:;:'cc:::.:::.ter---- --------isties of -:';"e cE"aL~5e a.=e.a.s; ani dat-a !"'ron soa.L cor.se rva-e---
J.T '. 

-,
.' 

-tion ::.alT.lals, the NOll Atlas II, era hy::::auJ.::.c s-tudies. 

The in!o~tion is on both ~a~ ca~ anC ta?e, it is not 

a) 

Destroy ~en DO Longet: r'equdz-ed :for re!:erence. 

c) Incr=ental runoff by ar-ea and location; input to other ./1 
pr-og'rans involv'_'1gc..ainage f'rom :n;noff. 

-- • Destroy ~hen ro longer required for referenc~. 

,0 rlC<!O><i studies; precipitation and Treque..'1C7of EXcess or 

.ood amounts of runoff ard their effect on drair2ge 

areas. 

• Destrqy~en no longer required for reference • 

"-~"'-:-----":~~",:<:.= .'(\{~~,~," -~'7~?~~~'~'"~~-'.. 
.- :: ,-/~t;t~;'-'_".', '/'- .:~y. .:.'.;." - .~ ~ -:-" .1,:.....' 'i ':.-f ""J. ~ • 

.' (-' ~\, i 



NCl-1l5-77-1 >Iachi.Yle-Reaj .8 Eecord s Supp.Lemen t, 

A 530-3.
 

A 540-1. 

A 550-1. 

and precipitation data for calculation of conswcrptive use of 

water b-.f the BlaneY-<:riddle method by crops duri...:ngthe winter 

;r.onths or other periods. 

• Destroy "hen no 10nger r-equiz-ed for referenCe. 

~cavation quantities and ri.;;ht-of-- ..ay cO!!l?'Utationfor drain 

construction and used to estimate reconnaissance costs. 

Destroy when related construction cont~t·-is •dJ.s:;:>Osed• 

PU'2~iG PLANT CCST ;:sr!1!ATING: eata- d~ks cor::'aini.'1g costs_I 

infol"'!!lation related to operation, I2intenance and re:;llaco-
I 

r:ent of ecr.l:..~e:rt at plants a:rl to cc=pa:-e o?e:::.ting costs 

-', 

di=eters and head cLa ss req:.:.:':ed. 

b)	 Reco:1P.a.issC!".cecosts :..ncl:liing s-nitc~2--ds and 

annua L ooe ra :'ion, naint~e-..a...'"'XL.r.ep.la..c~~elt.s of 
- -

equipe:rt. Cost cornpa.-iso:lsbet;;.een c:llffe~.-::.g 

plants are prepared. 

,.-.' 
Destroy ...hen ro longer required for reference • • 

- ...... -

or river S"/:;~= fo. aC/:J::lCep!.3.nnin5pur:;:>osesand corc...:ct.- ' 

Lng water surface profile3 frc:a r-eoo t,e s ens i.ng ani tope-

grapbic:U. data. !)ata is on tape and updat.Lng is va.n..a.ble. 

Destroy 't>he:::lno 10nger required for reference • 

- ..~:,.....---.-..-'-"~:~~.~~~..	 -----"~~:;~~~rl~'~·~~9~~!~;~~7-~r<"-··"--'~
~::..f"f.~': _.- :~'Ir-.	 :~-"~~~~_~~~~;:t~,	 ~~. , 

.~,-,,- • -q .....,..·i"" . 
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1':Cl-115-77-1 '<achine-H.ead., ...8 Recor-da 3u?p1e:nent 

A 550-2. Forecasting Water SUpplies; da~a base and p~cessing pro-

grams used in forecasting ....ater supplies b;r speci:"ic control.~
 
t
 

points. Basic data is from uses Water supp1y r ecords -;vhich !
 
I 
1 

IDestro7 ~hen ~ longer requi.-ed for reference • • I 
I 

A 550-3. Ope:-ati:n:s Studies; streamflo"Rsby year, month" week and 
I 

:o:::.pe~:t::: U::n~e::::~1a::;;::i:S of r', 
tbe (da~, ....eeklJ", monthly, year17, et.e.). Data is on t 

\ 
card and dupl.Lcat.es iluo=ation in USGS;O-a~ Supply p..eports~! 

Dsstroy ,.hen DO longer r-equtz-ed for refere=e. 

A 550-4. 
?uno!f P.f)Coros: 
a)	 Historic records froJ:lUSGSrecords 011 ~ s;;.re=s 

and used to various plans of -..ate!.- develop:::ent.cOn::'.-a..-a

and effects of c.evelop:::e.'lt.in the area or river basin 

being stUQerl.. Data is in cl:...-onological order by 

river location 2.:x1is updat.ed a.'1..~ .. 

.. Dast=:r nell :Xl longer requi.rE:d for reference. 

b)	 ?>,.l..""Off :methodsco::;pute9 by cor:-e:2t!.on in unfon::a.tted 

order and used in all. p~i.ng studies. 

Destroy "WhenDO longer required for re1'erence •.. 
A 550-5. 

streamf'l,.aws from _~~ gages in selected rivers and creeks- in \ 

areas being studied for lIater resources development feasi-

billties and advance pJ.anning. Data is chronological. by 

gaging station IlUlIlbersand then containi:ag readings; it is 

availabl.e in two forms: 

a) Yaster Data Cards 

Destroy lIhen no longer req11ired for reference •.. 
b) Subsets of the lla.ster roe 

Destroy upon completion of the study'• • 

, ;'.{-; ~~},' 

, \ ',~ 

'-.{. ;: 

.,.-......"' ""'_......_"" rr,"'",,""---

. ~ 
~-' -

... ->, ......-:: ' 
_r:: - -....._ ~ _ 

- ..--,-- .....~~ 

..... -
.:- -

http:cor:-e:2t!.on
http:updat.ed
http:c.evelop:::e.'lt.in
http:dupl.Lcat.es
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A 563-1. ':":'1ici::.al c.nd inc'.:.s':.:-l.2.l ...ate::- ~2,"::::2es; ca':.a	 c~:;s:.st.s ~:~.alJ. \ 
,/ V i 

~~t and other e..A""pe!".ses L~l·:;:rl ~_ .f-,,:~:,.:;.~-=~~_.-::_:~~=- :e·;: I 

J:i'.mici?;>~ and ir.dt:.s':rial uses ni'.ich is used ~ reco::::-.3.issa.,ce 

--------_._-----
cost es tdziat.e s for such activities as: 

i 
\ 

a) DesaltL~g plants ?_~ facilities in acco~,ce ·ffith the 
I

i 
\ 

pl.'3..."lne::-s." \ 
I 

Data is updat.ed as required.	 I 
i 

Destroy uhen ro lo!lber required for re.fe:e:nce. i• 

b) A<;,ueC.uctsyst= including pilnping plants, pipelines and 

other fe.=;tures with data updated as required. 

•A 630. 

;;lcn·o.-U:r calC'llatlO~¢ pC-Rer usage insic'e 2:-C cu t.s i de the 

r.;::-~e,-'...-ll....g ;;':"2a (USB?). A:-:-;:~JGc::ent is 1::;" ='O;;.1.~l :-.:-rl r.r e 

years, a of out.put, sentC8PY "!"":-'e is to c ustcr.-e:-s. 

http:updat.ed
http:1ici::.al


:~.ld~ine- :lable 

J.. 630, continued 
c· ) _.: ....c. -

A 634. ~. ;_Cl._1:-:.~ sched,~' ed 'r:y t.':a. ~s~;;,.~e:=!- o~ =::::e.=-57 
l':,)H=:n :3~.!....t.~s. .f.....:"'Q) ~.:s:'c~ S~Al":::-"t!'S; a car-d f;' e of 

Da t.a is c'!..:.pl-1Cc.7 .. ed cn 

IT'..iC.l.Jfi..che. 

b) a 

A '7'-! I). 

tion of i~_gable 2~_2S of .the ~~j~ct. 

/ 



~:Cl-115-77-1 :-3chine-: lab.Le ?,ecords Supplement 

A 740-1. 

reports ~,c com~te ben~flts ~.r=?~~~~ of ?roj~~ cos~s. 

Farra ::!.!1P'..lT.. Les does updatir..g.var 2S 

A 743. 

a)	 Cana'L ~s~ i=p:L:lve::::ent s cud i.es j da ta a r-r-anged by cana.L 

code 2...~:l c ana.L :::::--~on:"c. 

c) 

! 
:"~~~_'r~ ?-:"'-- ?i"I .!~!) !~~~~~-"7_cr 1: ~t.:.L5I':":I:-~::;"iJ/'·:rA ~?,_~::::--:'s:2l: 

A 180.-1. 

i 
! :	 IecC':.-:i ~):.-= .. 3.s"t.:"cal infc:::;.a::.io!J of	 T"'I--"--e--y . 

'---.- -v 

I~~ansactic~ d2ta ar-d I 

\ 

,'~,~ .~...n~~~~~:~ .. ,,/::~T:~,~.~:,!.,~.·.~,.;:."'".c ..~.'.:.:..(,~:~';~::~~:1'J:'~:~"~:~!0:~~:~:·-;-:::~»~~~~ ..;?~:.:.':~,·~.<-.-.~~

:..j;t~;:·	 ~::"'. ..:',-,', "', '.' ~ ";.~~·::r,'<;}~1~{~,~~,::,~o'
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A 780-5. 

A 820. 

- .c.r ea 2.:-~ 2...:""e .!s :d 

c) 

/ 

~~.... ..~~~~~~~:~~~~:'~T~~~:;~~F::T~~~rr.~~~~~~~··
:!:~::~~~1t~~
'S;:~fl:~~~~~~;:t:~~~- *", - ~+ <_fr~.~~_ "_",~.~~~."~.;._:.;:.::-,_·~··~.t:t~.:.: _ 

",." 

- ~~~.,"'"o - ~.. .... ... ..... -'"-_~~\ "'-... : 5.:;::'·~:;
.~: ....__~r-.r-,:s--"'!-~::.~i_ -. ~_":'I:L:-_.:- • .a..-.' ~ _ ,,. ......... ..!".:r ••. ,J"~ " ,-J'
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'5 ~~~d fo~ bill;~ 



~JCl-115-77-1 'e Records Supp1e~ent 

i~ 840-2. 

s~c--·~..s 7"2. -:'e~ ~::~::'s 
~ 

A 871-1. 

i 
I 

c:~]:'-:-:-==.-21l i 
r 

.::~ - .. .--d - -, .....- - -

'---, (..'3 .. " _..L.-. __ • _ .. ., ---L _ ..... '-- -,-~ ... 
-' __L~ ........ )
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