s

6 CERTIFICATE OF AGENCY REPRESENTATIVE

(Date)

'%'9 . - o . " = ;s
- 571{ - ,m»ﬁ;c 1 i n«'; %
h‘u“ K e oo 3
o & - S e LEAVE BLANK
EQUEST FOR AUTHORITY DATj RECEWVED 708 No
TO DISPOSE OF RECORDS 41 FET 1977
(See Instructions on Reverse) b T o oy
A
TO GENERAL SERVICES ADMINISTRATION N (I 1 1 2 7 i
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 NOTIFICATION TO AGENCY
1 FROM (AGENCY OR ESTABLISHMENT)
Bureau of Reclamation tn d with the pr of 44 USC 3303a the dis
posal request, including d ts, 1s appl d except for
2 MAJOR SUBDHVISION ttems that may be stamped ‘‘disposal not approved’’ or ‘‘with
General Services Division drawn’™ In column 10
3 MINOR SUBDIVISION
Records Management Branch
4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT /.1
Theodore M, Kilby 343-9447 [[_21-78 ] I
Archivist of the United States

Ifgﬁy certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency's records, that the records proposed for disposal in this Request of
page(s) are not now needed for the business of this agency or will not be needed after the retention pertods specified

2-3-77 Chief, Records Management Branch
Date (Signature of Agency Representative) (Title)
-
9
ITEM NO (With Inclusies Dates o Retention Periods) SAMPLE R ACTION TAKEN
= see—enclosed
conversign table

This comprehensive records disposition schedule supersedes

all previously approved records schediles of the Bureau of

Reclamation. Dispositions for machine-readable records

appear in the "Machine-Readable Records Supplement" at the

back of thais schedule, NOTE: If the Bureau should develop

a new centralized ADP sysiem, the !lachine-fReadable Archives

Division of the National Archives should have the opportunity

to review again machine-readable records series created by

the Bureau,

Any record series--either textual or non-textual--created

subsequent to, and/or not disposable by, this schedule

will be covered by supplementary records disposition

authority to be obtained from the National Archives and

Records Service,
Recerds created before Jamvary 1) 192l must be oFfered Yo
NARS  for Poswble permament re#whm«

\-H».Avb %W M Nl achedylo- (M
L el B T R S )
eV he astochanee LM Ve s 4/.,&“49@0 ‘f-f% - b /
4l CFAL ol //,5cﬁ, dndl. Gk ) merl . C,;? j}’/ //A‘Zf;f’ Py
de WARS MMWWW/ 4 n Soe. Fudd
‘M“zcthﬂf J/“(( le w—nW (2% 78'0, e e
115-106 STANDARD FORM 115

Yo NNB, NNBR Mv; MVV NN,
) a,mg

10 NC, TNC, Ne pe | 12/3173

NNTS, NVR, 11[30]78 KB

LJ’ hml. 11/30/73 To 8§ Bac, wwm SNC-C

Revised January 1973
Prescribed by General Services

Administration
7“ FPMR (41 CFR) 101-11 4
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GENERAL ADMINISTPATTIVE 7ECORDS

170.

73 & NCI- 115771

SJeneral corresnondence,

Correspondence, memsoranda, directives, and reports related to

Cffice or Project administration. Subjects include establishing and
revising office procedures, rules, and regulations; management reviews
in oroai functional areas; the control and scheduling of management
technigues; data processing as a managerent tool; assigning i1dentifying
names and symbols to Reclamation projects; features, and structures;
using conferences and meetings to promote administrative matters;
defining services and their location within an office; employee pay
and benfits information; stock room facilities and their use;
soliciting charitable contributions; promoting purchase of savings
bonds; and the administration of safety programs.

Destroy when superseded, revoked, or 3 years old,
Corresvondence, reports, transcriots of hearings, and related

documents concerning studies or investigations of Reclamation
administrative and management functions by the Congress.

a, 'Commissioner's Office--Destroy when 10 years old.
b, All other offices--Destrcy when 3 years old.

Management review case files.

Destroy when 5 years old.

Designations of employees to certify items for publication in the
Federal Register.

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

777
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100-4. Reclamation Instructions or Manuals

~a. Formal releases

1) Record copy (Commissioner's Office)--PERMANENT. Offer
superseded releases to NARS when 10 years old., (Arr. by
volume or series number). ca. 2 cu. ft./yr.

2) All other copies--Destroy when superseded or obsolete.
~"b. Regional supplements
1) Record copy (Regional office of origin)--PERMANENT, Offer
superseded releases to NARS when 10 years old. (Arr. by
volume or series number)., ca. 1 cu. ft./yr Bureau-wide.
2) All other copies--Destroy when 1 year old.
100-5. Manuals of other agencies, such as Federal Personnel Manual, Federal

- Property Management Regulations, Federal Procurement regulations,
General Accounting Office manual and others.

Destroy in agency when no longer needed for reference.

100-6. Correspondence relating to arrangements for visits, trips, meetings,
v and conferences, including accomodations and approvals of attendance.

Destroy in agency when 6 months old.

100=-7 Case records reporting public accidents, injuraes, fatalaties and disabilaties wath
related correspondence and including similar case records for occurences involvang

contractor employees:

. Destroy 6 years after date of ircadent or 3 years after _s_eE'E_legggg of any claim.

——y -

NOTE: USE Retention and Disposition Instructions 975-1 and 975-2.fr occurvences
involving  Federsl empioyees s

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

Destroy in agency when 5 years old.

100-9. Safety program publications, posters, safety reminders, and other similar
- promotional materials.

Destroy when 1 year old.

100-10. Fare fightang agreements and related correspondence,
"3

Destroy in agency upon termination of the agreement,



110,

110-1.

-3~ -

Authorizations and Policies Files,

Correspondence, reports, and studies regarding Reclamation authorataies
and policies relating to the establishment of nationwide and regional
boundaries of Reclamation authorities; and including comment from the
public or other sources concerning Reclamation authorities, activities,
accomplishments, and related matters.

.

Record copy of correspondence, memoranda, and public comments
regarding Congressional delegation of national Reclamation
authorities, delegations of those authorities to Regional and other
levels of Reclamation organization, and other Reclamation-wide
matters of a broad administrative nature. (Commissioner's Office)--
PERMANENT. Offer to NARS when 25 years old. (Arr. alphabetically
by office, thereunder chronologically). 3—amfyme. ca- %M cwfF Joyr

Record copy of authoraties and public comments pertaining to
region-wide jurisdictional matters, such as establishment of
field locations, delegations to field locations, and matters
concerning establishment of field location boundaries and limaits
of authority w&Rﬁ gional office of record )v-PERMANENT., Offer to
NARSCw en 2 fyea EIER “(Lrﬁ. alphabetically by office, and

thereunder chronologically). eer3t—infyrs ca % el /10 yrs

All other copies--Destroy when 5 years old.

Delegation of authority files.

In-house delegations of signatory and other temporary authoritaies
including designations of Construction ctngineers as representatives of
the contracting officer.

Destroy in agency when revoked, withdrawn, or expired.


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

120.

120-1.

Lo

ﬁ'go’ln
120-2,

120-3 .

—f-

Natural Resocurce Conservation Reference Fide.

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 Conservation Working Papers.

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

Transfer to FARC when 5 years old. Pestroy when 10 years old.
Geotherma] Inveshgetione~ see Tlewm A 1RC-1, Machive- FQeaolaHg Sb'f,?'emwF
neclamation Fesource 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., Commissioner's Office--PERMAITENT. Transfer to FARC when 10O years
old. Offer to NARS 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. Destroy when
25 years old,

Hecords relating to environmental impact statements.(¥égzggﬁaﬁzgzzkéi%“3
a. Heclamation copies of draft and final statements assigned DES and FES
control numbers and transmitted to Council on cnvironmental CQuality.

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

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

~b., 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

b on1r~ir)rménon+a'| imn(?r-f- B ¢ fArr. Y Pr:-jedu DALY preject,
1) Regienal 6FFfice o for interest -~ Break F£il .
2 el , " rea ite  annvaliy .y Q
1 -7 o FARC when 10 Jews old, Offer fo appropriate Regiotel 0 o
, Rrehiies (AARS iwhen 25 gears aidl T p i)

~ RTB 5/ /73
1) R olfier oFFices -- Desfﬁ:u.l tere 1O Hyrs old.
c. Advance or review drafts of ES together with supporting data,
< narratives, exhibits, correspondence, preliminary reports, reference
reports from other than Bureau soureves, and other material generated
or gathered in prepartion of statements and their transmittal for
review, and including review comments, #TE/ Comments are inlvcled eitheras s
parf er an appendix  to yhe ETS, This 1s a mn»daﬁl,»j /'E’Zc/u'enréﬂf oF e CER,
Destroy 5 years after issuance of final statementsor 10 years after
date of last document if no environmental statement is prepared
or issued.


http:C;-Ppl"Cfria..te
http:ConservatJ.on

fr

ia0-3 . Enviconmental Twmpact Statewmeuts

-5-

~"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.

' ) animal aM&C
\:;la/vd— l7fe investories and omgo?ng Aata. r

Wanagewment  studies -- see Machine- Readable
Records SUFFIe,mevr{‘)I+em A 120 -3,



122.

122-1.

» -6- N

Records Of Planning Boards, Committees, and Special Commissions.

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.
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. B by gqeevp, Werevader chren . O /QV'

a. Commissioner's Office --PERMANENT. Break file annually. Offer
to NARS when 10 years old.
b. Regional Office of Major Interest--FERMANENT. Break file

annually. Offer to NARS when 10 years old.
¢. All other offices--Destroy when 10 years old.

Proposed Reclamation Projects Investigations Files.

123.

o

123-1.

?\’;ewl"g

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)j break file every 5 years and transfer
5-year block to FARC immediatly. ‘Vhen the project is authorized,
postponed, or abandoned, dispose of records according to 123-1,
123-2, or 123-3, whichever is applicable,

Authorized Project Files.

w

ds g
cathered in the investigations file (Ttem 123) shall bejeorGshad ™ FHkCad
into the full range of decimal subjects applicable to the records as
indicated in Records Management Handbook No., 1. The re-coded records
will form 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:

'lhen a proposed project is approved for construction, the TSEST

R&DI 500-3 for records related to geological investigationsd

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.



123-2.

123-3.

123-4.

-7

Postponed Project Files.

Includes records described in Item 123, Upon receipt of official
notice of pecstponement, transfer all records tp FARC. On reactivation
of invetigation, withdraw all records from FARC, and dispose of them
according to Item 123.

Abandcned Project Investigations Files,

Includes all records listed in Item 123.

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

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.



8-

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 either 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 Corpss of Engineers), routinelg sent to the Bureau for reference;
transcripts of these hearings; and other related matters.

Destroy when 6 months old.



Retention and Disposition Insir  “ons

BURISAU OF RECLAMATION -
130 LAW AND LITIGATION RECORDS
35411 Correspondence Filese Corre .pondence concerning the Bur-au's rights to hold
and protect proverty, to pariicipate in liti,ation, to file claims and take
! other legal aclions. Correcspondence relating to substantive matters eventually
is incorporated into official Reclamalion Instruction.
3 years ofter clow of related Fiseal yeaf.
e DNestroy when--5—36306—0ldw- ‘o‘a_si"q
1301 Witness Filese Records relaling to employee&'! scrvice as witncsses, including
OK\41 requests for and approvals of service, amd reimbursements for expenses and  other
gt Sumilar  \nodtess . 2
« Destroy when 3 years old.
130-2 Legislative History Fileso, Case files related to legislation, such as Federal
0K| 1 Reclamation lLaws, affecting the Bureau's authorities, actlivities, and intercsts.
1

gl

Includes correspordence, recports, copies of lepgislation, and data requested by
Congress to support the Bursau's corments, and Bureau corments. (Arranged by

nrber of law.)

a. Enacted legislation
(1) Commissioner's Qffice-~PETMANENT. Transfer to FARC 5 ycars after l:=w
is enacted. Offer to NARS 20 years latere.

/Volume is about 0 cubic feet per session of Congress/

(2) .Regional office most affected—Destroy when no longer nceded for

reference.

(3) All other offices--Deslrcy when no longer neceded for reference or 5

years after enactmant of law, whichever is soonere
be Legislation not enacted

e Destroy 2 years after legislation is killed.

1NN Pa~n O


http:r-equeat.od
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Retention and Disposilion Instruc ns
BUREAU OF RECLAMATTION -

LAW & LITIGATION RECOFDS, contimued:

130-3

%\

130l
oK

130~5

1306

v’

£t

gl

Public Works Appropriations Files. Refercnce copies of legislation and Congressional

hearings containing testimony reclating the Bureau activitiess

e Destroy when no longer needed for reference or when 5 years old, whichever is

SO0NEre

Law Enforcement Filese. Correspondence and case files relating to theft, vandalism,

unlawful entry, unatthorized occupation of land, trespass and similar crimes

occuring on Reclamation propertys

o Destroy when 5 years old, or 1 year after settlemenl of any litigation.

Damage Claims Case Filese Formal filings of claims for damages, invcligative

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

K 1']ment or denial of claims and related correspondence. Also includes cozies of

g‘ﬂ\

surmons, subpoenas, complaints, rulings of the court and other related corres-—

o4 ’ . . . mere litirati ce For machive- reaoia_“(’
pondence and copies of court proceedings in cases where litigation occurse Etﬁcords el vt Yo

s \+em, see

S ent
ae Teton Dam failure claim cases--Destroy 3 years after audit -ef-—sedilement T UVF\A(:‘;O- 5]

ofter setlement i o avdit ocecuxs,
aedions or wherr 10 years.)easd—::f—-m—au'dm

50,9‘5‘,7‘/

be All other cases--Destroy 3 years a“ter settlemenl,

Reference copies of decisions of the Comptroller General, Secretary of the

Interior, and other regulalory authorities concerning Burcau activities and

0
%\\q\'ﬂ authorities.

e Destroy when no longer needed for administrative purposese

100 Pare 10
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Retention and Disposition Instru wms
BUREAU OF RECLAMATION

110 RECORDS AMD FORMS MANAGEMENT RECORDS

Correspondence Filese Correspondence conéerning the establishment of filing

6K
glll‘l‘q']

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

and use of formse

e Destroy when 3 years old.

1,0-1 Privacy Act Recordse Correspondence related to the adminisiration of the
X Act, listings of records for publication in ihe TFederal Register, rates to
0% \1
q\\‘\\ be charpjed for records furnished under the act, transmittals and copies of
special repvorts recuired from time to time (such as costs of maintaining
records subject to the Act,research time to locate rcords, arnd other similar
matters).
o Dispose of according to General Records Schedule 1l
140-2 R Record Disposal Filess Standard Form 115's, Reclamation-wide authorities
pertaining to non-record material, and local office authorities vpertaining
o w1
%\‘q to non-record material,
o Destroy when related records are destroyed.
1403 Record inventories and worksheets,
o
e Destroy when 2 years old.
1L0-L Filing handbooks and guidese
oK Destroy wh seded
ﬂ‘q’ﬂ ° stroy when superseded.,
1,0-5 Authorities to microfilm specific groups of recordse
oK
s1al17

Destroy 10 years after microfilming,

100 Pare 11



Retention and Disposition Tnstruc ~ n
BURLAU OF RUCLAMATION

-

RECORDS AND FORMS MANAGEMENT RECORDS, continued:

1,0-6 Records Transfer Filese Standard Form 135's and other transfer arrcements documens. ins
ting the transfer of records to NARS or to water user organizations, ('recoq; ﬁ;
ok ’77 H‘&M_, See SUPP‘Q;MGAA.}
gl\‘i Tt A \40-

a. OSF 135ts--Destroy when temporary records are destroyed in FARC of 1 year after

permanent records are accessioned by NARS,

be Water User letters of agreements<Dcstroy when Burcau records are returncd to the

custody of Bureaue

140-7 Forms Numbrical PFilese Case files containing copies of each form, revisions and

relaled correspondencee

|ﬁ‘11. Transfer to FARC 3 years after form is superseded or becomes obsolete.

Destroy 10 years after trancfere

140-8 Forms Functional Filese Case files containing copies of each form, revisions and

related correspondence,

oK
gl\q\ﬁ

e« Destroy when form is superseded or cancellede

A NG LIBRARY MANAGEMENT -- Sce M achine - Readkable Records
SUF?)QW\ME(—) Tdenmt A \*’8/

100 Pape 12
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CENERAL SERVICES KEe.fDS

150.

156-1.

150"3 °

150"4 .

Correspondence File. Correspondence, memoranda, and reports related to the
administration of office services such as mail delivery, communications and
facilities operations, and space manegement; and the establishment of
procedures 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-

portation services; and presecribing format and distribution of official
correspondence,

Destroy when 3 years old.

Bureau Employee Directories File,

a. Directories

1) Record copy (issued by Ccmmissioner's Office, E&R Center, and
each itegional 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 pawmee after issuance of directory
months

Communications logs and other statistical data recording use of
communications systems,

Destroy when 3 months old.

Postal Estimate File, Postal estimates and related worksheets,

Destroy when 2 years old.



-1/~

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 bdlls, 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,

AUV\/ 1588, Still photographs, created by the Bureau.

Destroy when cancelled or no longer valid.

150-%: see aqﬂaei‘eﬂ

F.fl’\,

Photographs selected as "archival" according #6 Reclamation
Instructions 356.2.3a, 356.2.6, and 386.5,24; original negative
i ack and white

i terne ative, with related

r. In a-numeric system
1.) ComMissioner's Office--pepffanent. Offer to NARS-NNV
in 5-ywa ¢6r intervals. (rhhma$h;crudei nok

e ca- | in. yn

Offer to the Archives Branch,

sgts, and filmstrips; the original and 1 ra{erence print--PERTANENT
Offer to NARS when 5 years old. (Arf a\Flm-V\ er]call\{ 1 Ad-3n ]qr)

AUVV 150-9, O0Official 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 egch film produced or acquired by
Reclamation--PERMANENT. Offer to NARS when 5 gars old.

(arrngat by Fitle, (5ca-ff newen ageney, datriq from /qyo ; anawnf “accemfation e d F‘ﬁ)
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
film origins, release, ownership, and other similar matters.--
PERMANENT, Offer to NARS along with the productions to which they
relate. (‘7"’*‘“\—780( !u/ Fitle of Lilm, annvef vol. mmmmj

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

150-10.

-15- N

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.



Mo

A 150-8. 5till Photographs

Afrtret 77 a) Standard and special use photographs selected as "archival®
?HﬁﬁﬁeQ}‘ according to RI 356.2.6A. Criginal negative and 1 captioned
print for each black a2nd white photograph; original color
transparecny or color negative, a captioned print, and an
internegative (if available) for each color photograph;
with related indexes and other finding aids.

1) Commissioner's Office. Archival photographs created
by the Commissioner's Off{ice--FPEiMaANENT., Cffer to NARS-
NNV (Washington, DC) in 5-year blocks at 5-year intervals.
(Arranged/numerically). ca. 1" / yr.

alphe

2) All other offices--PERMANENT. Offer to Archives Branch,
FARC, Denver Federal Center, Building 48, Denver,
Colorado, in 5-year blocks at 5- year intervals.
(Arrangifﬁnumerically) ca. 4% cu. ft./yr.

‘7 o

b) Photographs collected by the Commissioner's Office from other
offices (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 "archival)' 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--PERMANENT, COCffer to NARS when 5 years old.
(Arranged MghrnumeNm%). ca. 1 cu. ft./yr.

Mg

:
i R O B R B o e
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COOPERATIVE RESEARCH ACTIVITY RECORDS

160,

160-1.

160-2 ]

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.

Cooperative technical and research activities agreements files.

a. Agreements with foreign governments or organizations--Transfer
to FRC 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 flunds--Dispose
of in accordance with Retention and Disposition Instruction 330

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),
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170. Emergency and Disaster Cperations Correspondence.
Correspondence and reports 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. ((Arrauged as case Fle by mame of project, Pereonder 03“’0"0‘03360”'-1)

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

1) E and R Center--PERMANENT. Transfer to FARC 10 years after close of

investigation. Offer to NARS 25 years after close of inzistigation.

3 o.M secomulated viow . Volvime Aepevds upon, ocCurremte oF clisasier,The on
oot dedastroph - } beet N - Teton Paim- 1
2) Rogional GfIeee’ most affected  Transfes all recdrds o 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.



Retention and Disposition In  'ctions

BUREAU OF RECLAMATION ) g

170

170-2

oK

170=-3

170-4

170-5

170-6

Recor o

EMERGENCY AND DISASTER OPERATIONS SOFRESPONPENCE; contimued:

0

oK

ok

oxX

Iocal office plans for security and protection of personnel, features, and

structures.

e Destroy when superseded or obsolete,

Instructional material advising employees of evacuation plans, protective

facilities, alert systems, first aid training, and related activitiese

e Destroy when superseded or obsolete, .

Records of access, entry, visitors, and traffic.

« Destroy when 6 months olde

Ioan agreement recordse Iecords of transactions, agreements, and related

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

other disasterse.
e Destroy 3 years after payment of loan or termination of apreemente

Disaster claims.

e« USE Retention and Disposition Instruction 130=5
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Retention and Disposition Insi tions
BUREAU OF RECLAMATION

180

180-1

PUBLIC RELATIONS AND INFORMATION RECORDS

o%-

General Correspondencee Correspondence relating to the administration of

public relations programs and the release of information through press
releases, brochures, displays, exhibits, publications, radio and TV, and

public gatheringse
e Destroy when 2 years olde

Lectures and Speeches Files.

of \he Secy.of Whe Tnteron
: COSFEEaHA—PPEseHoE-E relating to

Lectures + Speeches

Qe

vis

Bureau of Reclamation activities,onl¥e

le Record copy, Comissioner!s office-——-Destroy when 10 years old.

2¢ A1) other copies-—Destroy when 3 years olde

Lectures and. speeches of .
be ACommissioner of Reclamation and other high-~level Bureau personnel“)

speeehes related to Burean activities (Arranged alphabetically by

surname) o

le Record copy, Commissioner's office—~PEIMANENT, Offer to NARS
when 10 years olde /Estimated volume, 3 inches per year/
X Al other wF‘\es -- DeS%aH when 3 vears old.

Audio and video recordingse Original or earliest generation recording or

kinescope of recording; sound recordings, 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
magnetic audio tape recordinge. Also include finding aids-e+* production

documentation, when—eveilable,

e PERMANENT, offer to NARS when 5 years olde (mra,uqaé 57 Sitle, S cu. .t now i
agency; amnval accumolateon  fess

Han [ Ce- F/)
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PUBLIC RELATIONS AND INFORMATION RECORDS, continued:

180-3.

18 O“A— .

180—5 .

180-6.

Press releases of the Bureau of Reclamation

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

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

Press Releages from other agencies--Destroy when one year old.

Publications originated and printed by the Bureau. In-house
publications of a formal nature (not specifically orepared for

public distribution or sale) such as "Linings for Irrigation

Canals," "Technical Recorgs of Design and Construction " and. * Reclamaton
Ea, \L‘!\Q officid CLU&\"“M“B Neel ook 160 mevgazne. J

a. Record copy, office of origin--PERMANENT., Offer to NARS when

1

5 years old. (Arranged by subject). ca. & cu. ft./yr.

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

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

reference.


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

Retention and Disposition In ctions
BUREAU OF RECLAMATION -

180 PUBLIC RELATIONS AND INFORMATION RECORDS, continued:

180=7 Informational releases of a continuing nature such as the “WAdvance Construction

Bulletin,™ "Inside Interior,® Mizshington Report," and Regional office

newsletters and other similar issuancee
8+ Record copy, office of origin-—Destroy when 3 years olde

be All other copies—-=Destroy when 1 year olde

180-8 Press Clivpings
()ﬂ- e Destroy when 1 year old,

fis) MRBIMNG  RKISTS -- Sce Mac;hime,Reqp\&]o\e, RQCOPAS Sv?ﬂe,me/«d)
Thewe A 191
190 REPORTS AND HISTORIES WORKING FILES

Correspondence relating to the gathering of data to be used in periodic reportsj
printing erd binding, and distribution of reports; maintenance of mailing lists;

promotion and administration of reports controls programss and reporting on

the progress of an office in program accomplishment,

e Destroy when 2 years olde

190=1" Armaal Report of the Secretary of the Interior.

e Destroy when 3 years olde
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REPORTS AND HISTORIES WORKING FILES, continued:

190-2.

190_3 .

Bureau of Reclamation Annual Report.

"Yater 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.

ae

b.

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

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

Project Histories.

Anmual 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)--PERMANENT. 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.—2% cubic ft./yr.

/0

A1l other copies--Destroy when no longer needed for reference.



Retention and Dispos. m Instructions
BUREAU OF RECLAMATION

L0

201

211

PROGRAM COOHDINATION AND FINAKCE RECOHRDS

Taxation Correspondence Filese Corresporndence concerning purchases made by

the Federal Goverrment which are exempt from State and local taxese

o Destroy whe:n3 Yearsolde f"jﬁ[ Bt
a
w0

Funds and Funding Records:

a) Correspondence concerning the establislment and operation of special fund

systems such as emergency relief loanse
e Destroy when 5 years olde
b) Imprest Funds; original vouchers with supporting documents and audit reportse.

e« An Accountable Officer's record, USE Retention and Disposition Instruction
2724

c) Imprest Fundsj cashier's memorandum copies of imprest fund vouchers and audit

reportse.

« Destroy 6 months after audit

Appropriations Recordse

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

b)

other material prepared to estimate and justify requests for appropria-~
tions and to distribute eppropriations among Reclamation activitiese
Also included are schedules and reports of program accomplishments, such
as flagged action reportse

e Destroy 2 years after close of fiscal year involveds

Budget estimates and Jjustifications, program and fund requirements as
consolidated in SF-3C0 and SF-300T, and narrative and other information

published as part of the "Budget of the United Statess" ( For machine - reccdeble
recaords retated o
« Destroy when 5 years olde his e , see

SUPF\BW\Q/W\—
Tlewm A Al
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Retention and Dispos’ n Instructions
BUREAU OF RECLAMATION .

PROGRAM COORDINATION AND FINANCE RECORDS
211 Appropriation Records, continueds:

d) SPF-133 and supporting correspordence—-USE Ttem 290-1
e) Maps, charts, photographs, and other graphics used to support budget
submissions or presentationse

e Destroy 1 year after close of fiscal year involvede

220 Fiscal Operations Correspondence Filees Corrcspordence and memoranda pro=-

viding adninistrative instructions for programming and accounting functions
prior to incorporation into Reclamation Instructions, or applicable for a
limited time., Subjects include establishing fund and appropriation symbols

and titles, mumbering of accounts, and sinmilar matterse

o Destroy when 5 years olde

221 Cost Authorities Recordse -

a) Correspondence concerning the establishment and operation of cost
collecting systems and the forms to which such costs are posted or

consolidated for use in preparation of completion reportse
o Destroy when 5 years olde.

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

and related completion reports (PF-27A or eguivalents)e

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

Bureau custodye

222 Prevalidations Files Correspondence concarning the reservation of money

to pay for goods and services, and records of such encumbrances such as

PF-15, PF-16, or equivalents.

o Destroy when 3 years odde
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Retention and Disposi 1 Instructions
BURBAU OF RECLAMATION

PROGRAM COORDINATION AND FINANCE RECORDS, comtimieds

223 Designations File. Correspondence assigning ;to~individuals fiscal responsi-

bilities including disallowances, exceplions to payment, power of attorney,
o Destroy when superseded or obsoletee

22} Collections; correspondence concerning receipt, recording, and disposition of
monies collected, collection of monies due, and memorandum copies of bills and

other similar material:
a) Destroy 3 years after close of related fiscal years

b) Indavidual collection transactions are a part of Accoumtable Officer records;

SEE Retention and Disposition Instruction 272.

¢) Daily Abstracts of Remittances—Destroy original 3 years after close of

related fiscal year; destroy all other copies when 1 year olde

225 Obligations, correspondence regarding unpaid obligations of the Bureau which cannot

be identified by a specific purchase order or transaction mumbere

e Destroy 6 years after close of related fiscal year.
226 Checks Fileo Correspordence regarding the preparation, distribution, loss,

theft or mutilation of checksy eingelis,

o Destroy whea-3 years eidy afHer close oF related Fiscal year
Rliastrs

230 Accounting Systems,%?orrespomlence regarding the administration of accounting

systems, including studies for centralization, decentralization and other
similar matters.

¢ Destroy when 3 years olde

5) Records of conversions from one accoumting system to another.

o Destroy when 25 years olde

@) Account rumbering and titling.

+ Destroy when nmumbers and titles are incorporated into formal instructionse

200 Page 3



Retention and Disposi n Instructions
BUREAU OF RECLAMATION

PROGRAM COORDINATION AND FINANCE RECORDS, continued:

21,0 Expenditure Accounting Records.

Ledgers 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 receiptse General ledger accounts surmarize 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 by operating units responsi-
ble for expenditure accounting and pertaining to their internal operations
and administrationse

3 yeacs aFter close of related Ficcal year

¢ Destroy when—2-years—olde—
jof2s]7%

b) General ledgers or equivalents, showing debit and credit entries and re-
flecling expenditures in summary.

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

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

under each authorized appropriations
10 mlah&

e Destroy/B’ years after the close of the)\fiscal year, invedveds

d) Repayment ledzers showiny payments of construction and other charges and
other fiscal transactions with Irriyation Disuiricts, Viater User Associa-
tions and other repaying entitiese
¢ Destroy 10 years after final payment or termination of agreements on

the related General Ledger 219 accountse

e) Records used as posting or control media such as cash books, distribution
ledgerss registers of accounts payable and receivable and of allotments,
clearings, collections and fund transactions; statements of accounts and
other similar materiale

e Destroy when 3 years odde after cfose of "ela’ro&, Frgmi \1604‘
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Retention and Disposit’ »n Instructions

BUREAU OF RECLALIATION

210

PROGRAM COORDINATION AND FINANMCE RECORDS
Expenditure Accounting Records, contimeds

£)

g)

Source documents such as memorandum copigs of vouchers, invoices,

allotment advices and other similar records.

o Destroy when 3 years eldy aFfer close o re,'lded Fiscdl year.

Machine records (mot computer) such as detail cards s Summary cards and

other similar material,

o Destroy whem 1 year edds sabter close of redated  Fiscal year:
2l,0=-1 Automated Expenditure Accounting

Expenditure accoumnting by computer such as the Bureau of Reclamations "FAST SYSTEM™

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

system identified by the symbols and titles listed below:

a) FNA 0510

b) FMNA 0520

¢) FNA 0530

d) FNA O5LO

e) FNA 0560

£) FNa 0570

Batch and vendor listings — Destroy as supersededs

3 vaeuths dode oF isswe.
Transaction List, edit = Destroy 36-yeems after the-elose—obuibe

-redebed—£i60aL-FoaR— ﬁ';f;-,’ﬁ jeC”:;M>
( rer‘le gl
ul
Transactions by master account (computer equivalent of the allote

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

of the related fiscal yeare

Budget Operating Report = Destroy final fiscal year report 10 years
after the close of the related fiscal years; destroy other issues 3

years after the close of the related fiscal yeare

General ledger transactions — Include in Accountable Officer

records; SEE Retention and Disposition Instruction 272

Trial balances ~= 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 yeare



2L0-1

Automated Bxpenditure Accounting, contirmeds

1) TFNA 0570

m) FNA 0780

n) FNA 0790

o) FNA 0830

Master accounts — Destroy 3 years after the close of the related

fiscal yeare

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 years

Master account verification — Destroy as supersededs

Obligations by master account -~ Destroy as supersedede



Retention and Disposit Instructlions
BURFAU OF RECLAMATION -

2n

2L2

PROGRAM COORDINATION AND FINANCE RECORDS

2140-;. Automated Cost Accoumts; FAST SYSTEM products identified by the symbols and titles
listed below:

a) FNC 0580 Monthly cost listing — Destroy 1 year after closure of the related

plant or when the related plant is no longer in Bureau custodye
b) FNC 0690 Cost file structure — Destroy as supersededs
c) FNC 0720 Cumulative cost up-date =— Destroy as superseded.

d) FNC 0730 Cost Detail work sheet — Destroy 5 years after the close of the
related fiscal yeare

e) FNC 0820 Detail and summary reports — Destroy 1 year after closure of the
related plant or when the related plant is no longer in Bureau
custody.

£f) FNC 0820 Subsidiary reports (such as selected general ledger accounts, print
detail and print object, print cost center and similar) —- Destroy

3 years after the close of the related fiscal yeare

2440-3 Automated accounting systems; code sheets, punch cards, magnetic tapes, discs and

similar media.

e Destroy 1 year after the close of the related fiscal year.
Bquipment and Stores Accountinge Forms and other records recording responsi-

bilities for custody and accumulation of operating and maintaining expendit-

tures of movable capitalized equipment, other equipment, and supplies; and

including COM (Computer Output Microfiche) recordse Y_ For moehine- readable e cords
related +o Jhis e, see

. :\:+SUPP\/§V;‘{H€1M A
« Destroy when superseded or when 3 years old, whichever 1s soonereo

Real Property Accountse 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 accountinge

e Destroy when 3 years olde

200 Page 6



> t -

Retention and Disp. ..ior Instructions
BUREAU OF RECLALATION

2

250

250-1

vl

250-2

Mg\q g

Pt

t s T p A S TR AT TR S T

PROGRAM COORDINATIOM AND FINANCE RECORDS, contimied:
Bxpenditure Accounting Systems, contimed:

only-
Vouchers, Memorandum and ot¥er work—copie?\-ef—vwahers.

. Destroy whem3 years oty aFter ciose 4 related Fiscal Yesr o 8
@'o [15{7‘9

Payroll Accowrtinge Correspordence and meroranda establishing and controlling

payroll administration and accounting procedures.

o Destroy when 3 years olde [ or machine - readable records related to

‘2‘“ item, see Machine- Reaclable Wecords
vpplement, Item A 25017
Master Employee Recordse Paper or COM (Computer Qutput Microfilm) versions of

payroll registers, pay cards, leave status reports, bond status reports, and

other similar payroll data pertaining to individual employeese

a) Bi-weekly issues—Destroy whea-3 years edde ohfer close of elated Geal year
b) Anrual issues—0ffer to Persornsl Recoords Storage Center at St. Louis,

Missouri whem 3 years oldw aller close of felated leave Year.
¢; Work caoples of paper records and diazo copies of COM—-Destroy as supers

sededs - - :

Time and Attendance Reporting; correspondence and forms establishing and controlling
the reporting of employee attendance and other related information, including original

and microfilm copies of time and attendance reports:
a) Administrative correspondence — Destroy when 3 years olde
b) Time and Attendance Reports, hardcopy:

e Originals at the Engineering and Research Center - Destroy after verifica=

tion of microfilmed report together with supporting documentse
« TWork copies — Destroy when 6 months old.
¢) Tame and Attendance Reports, microfilms

« Silver images, time and attendance reports with supporting documents at the

Engineering and Research Center — Destroy when 3 years olde

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

lar material —— USE Machine Readable Records Supplement Item 250(b)e

il St e AN T I (DS B R e NI BT pr ywnerRonr o atme  Sanmw Wt n e § PSR A me e e
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250-3

Pay Status Folders; indavidual authorized allotments files containing forms or other
records relating to authorization, changes or cancellation of individual payroll
allotments for bond deductions, charitable contributions, savings bonds, union dues,

and also correspondence or forms changing pay status:
a) If record is maintained on an earning record card or equivalent.

e Destroy when superseded or after transfer or separation of employeees
b) If record is not maintained elsewheres

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

of employeee /


http:cancellatl.on

Retention and Disposit ~ v Instructions
BUREAU OF RECLAMATION

250-4

250-5

9506

250-7

PROGRAM COORDINATION AND FINANCE RECORDS
Payroll Accounting, contimed:

Pay Status Recordse Folders by ing#vidual employeees containing forms and

correspondence tuthorizing pay/deductions or allotments for wrious purposes

and coples of coreespondeate or forms changing pay statuse

o Destroy 1 month/after separation of employeee

Payroll Cost Reports, FAST system Program FNC 0030.

a) Original paper or microfiche---Destroy when 12 years olde

b) All other copies-—-Destroy as supersededo

Employee Activity Reports, Bad Job Listings, Cash Summaries and other

similar paper or COM reports——Destroy when 5 years olde

Administrative Reportse Reperbs—end dala supporting the reports prepared from

payroll records cercerning_such matters as appointment limitations, pay
adjustments, audits, lists of employees, within~grade due listings, and other

similar matterse

« Destroy when 3 years olde I " ¢
10 as

[

Pay Rate Systmns.l’) Correspondence concerning application or administration of

special pay rates, including copies of the pay ratess

¢ Destroy when 3 years olde

l) /d) Overtime requests and authorizations, payroll copies---Destroy when 3 years

olde

c) X) Overtime requests and authorizations, other copies-—Destroy when 1 year olde

260 Page 8

NN Dare



Retention and Disposi* "1 Instructions

BURAU OF RECLAMATION

250-8

250-9

260

270

PROGRAH COORDINATION AND FINANCE RECORDS
Payroll Accounting Records; continued:

Income Tax Recordse Correspondence and forms regarding the withholding of

Federal and State income taxes from employee wages and including reference
copies of forms recording deductions authorized, deductions made, and
authorizations for deductionse.

o 3Bestroy when L years olde

Rental Deduction Records,a)Correspomence and forms related to determina-

tion of rental rates to be charged for use of Goverrment-owned residences
or other living quarters and the methods for collection of the rental fee,

o Destroy when § years olde

h) Rental rate surveys, office administering rentals——Destroy when 10

Years olde

C)B) Rental rate surveys, all other copies-~-Destroy when 3 years olde

Escrow and Holdback Accounting Recordse Correspordence, memoranda and

forms regarding syscvars for deducting portions of employee salaries for
purchase of Savings Bonds, premiums to Health and Life Insurance plans,

and other similar employee benefitse

e Destroy when superseded or when 3 years old, whichever is soonere

Audit Records. Correspondence arranging space and availability of records

for audit purposes. Audits performed by Interiorts Office of the Comptroller,

the General Accounting Office and other regulatory agencilese

e Destroy when 2 years olde
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Retention and Disposi n Instructions
BUREAU OF RECLAMATION

270-1

271

PROGRAM COORDINATION AND FINANCE RECORDS
Audit Records, continued:

Audit Reports.

a) }igx:eau-wide in scope, record copy, Commissioner!s office--BPestroy when
4
){years olde M”/p’"’

A5
b) ILocal in scope, Regional Office or E&R Center when directly affectedm—

Dest h 14, &

estroy when 26 years o |7
as ot

J) All other copies—-Destroy when 5 years olde

c,) Rudits of dhe E+R Cm{erj record copy akYhe E+ R Ceuter --

Destroyy whewe  2S years oid .
Claims Settlement Recordse Correspondence regarding the procedures and

methods for settling claimse

6
o Destroy when 2 years olde
p{ ’73’

272 Accountable O0fficer Records

SEE General Accounting Office SF-115's (Request for Records Disposition Authority)
filed with National Archives and Records Service and assigned Archives Job
Numbers NC-17h~2L1 (dated June 12, 197k) and NC1-217-78-3 (dated March 31,

1978) for the authorities which followe

Settled accounts of accountable officers of the Bureau of Reclamation:

a) Transfer closed fiscal year records to appropribate Federal Archives and Records
Centers mo later than 3 years after the close of the related fiscal year.

l, Commissionert!s office shall transfer records to the Federal Archives and

Records Center at Suitland, Maryland,

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

Archives and Records Center at Denver, Coloradoes

b) Accountable officer records are disposed as followss

l. Records created prior to July 2, 1975 are destroyed when 10 years and

3 months Oldo

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

3 months olde


http:fol.l.ow

Proposed

Retention and Dasposition Instructions
BUREAU OF RECLAMATION Revised July 1978

Records related to possible claims and demands by or against the Govermment or to its accountse

272

272-1

Accountable 0fficer Records, continued:

c¢) Records to be excluded from Accountable Officer records are land acquisation

d)

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

in Item 272-5 of this instructione

Arrangement of accountable officer records for transfer to Federal Archives

and Records Centers shall be as follows:

1.

2¢

3e

ke

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

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

Statements of transactions such as SF-22lL, Statement of Transactions and
Certificate of Deposit Listing, PF-6L, Reconciliation of Statement Trans-
actions, and a diegzo copy of FAST SYSTEM Program FNA 0560, General Ledger

Transactionse

Related vouchers, schedules, supporting papers or their computer equivalents
such as FAST SYSTEM Program FNA 0650, Cash Account Activity, and other

supportang documents such as:

SF-1081 Voucher ard Schedule of Withdrawals and Credits

SF-1166 Voucher amd Schedule of Payment

PF~T75 Cash Transfer Between Stations

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

GS54-052 Single line JTtem Billing Register

Contract Payment Recordsj contracts and records of payments and other
actions for audit purposes =-— major contracts of the Bureau of Reclamation.
DO NOT confuse these contract records with the designated 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,

Freight and Transportation Records
Continued on next page



Retention and Dispos: n Instructicens
BUREAU OI' RECLAMATION -

PROGRAM COOIDINATION AND FINANCE RECORDS
272 Accountable Officer Records

Arrangement for

ansi‘ez; to FARC, continued:

3) Related vouchers,\gchedules, supporting papers or their computer equivalernts
such as the FAST syst®m product of FNA 0650, Cash Account Aclivity and manual
supporting documents suchgs:

e SF-1081 Voucher and Schegdule of Withdrawals and Credits
se;\o SF=1166  Voucher and ScheddS¢ of Payments
PF-75 Cash Transfer Between\Stations
aSA~789 Statemernt, Voucher and Sdjedule of Withdrawals and Credits

GSA-052 Single Line Item Billing RegNster

272=1 Freight and Transpotrtation Recordse Original vouchers and supporting documents

of settled accounts of freight and transportaiion chargese

a) Charges over $100,00 or accoumts involving overcharges, deduction or
collection problems, concerning inbound transit, supplemental billing,
or involving litigation or other conditions requiring retentionbcyond

the 3 year period stated in Ttem 272-1b) below,
¢ Destroy 10 years after the period of the accounte

) Charges of $100.00 or less.

e Destroy 3 years after the period of the accounte
¢) Memorandum and work copies of freight and transportation records.
e Destroy when 3 years olde
2_?2-»2 - Meal tickets and supporting vouchers for advertising services,

e Destroy 3% years after period of accounts in which submittede

272=3 Schedules of deposits, copies to.official credit,

o Destroy after depository accounts have been reconcilede
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Retenticn and Disposi 1 Instructions

BUPEAU OF RECLAMATION

272l

a74-3.
260

2%

PROGRAM COCPDINATION AND FINANCE RECORDS
Accountable Officer Records, continued:

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

similar records of purchases under blanket type orders (such as for gas,
telephone use, photographic processing, mapping services, publicstions,
and other similar items or services) which support payments or accumula-
tion of chargese

« Destroy whem 3 years oltte after close of telated Fiscal year.  ofasl?

Exceptions amd exciusions , See- p- 12a attached.

Data Processing Systemses Correspondence regarding the establishment

and operation of data processing systems in the braad administrative
areas of program coordination, budgeting and finance operationse

e« Destroy when 3 years old,

Financial Reports Filese.

sSee  po 13 For cevised JlQScHF{.o}\,
) Contract summary reports (PF-19 or equivalent), Employment of consult-

ts, Federal outlays by geographic locations, Geograrhic distribution

¢ Destroy whenX years olde

b) Financial statements, Shatements of project costs and repayments and
costs and returns reportse
1) Ending or sumnarizing report FQr the fiscal year-—-Transfer to
FARC when 10 years old.. Destroy 1®years after termination of
Reclzmation's investment or ownership oRpProject, Unit or other

entitye
2) A1l other reports---Dcstroy on receipt of ending

reporte

200 Page 12
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page 12a

Exceptions and exclusions:

a)

b)

c)

d)

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

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

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

Designated copies of contracts for GAO, dated after March 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. '

12 o
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NO LONGER REQ
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

PROGRAM COORDINATION AND FINANCE RECORDS, contimued:

290 FINANCTAL REPORTS RECORDS

a)

b)

¢)

d)

e)

Contract summary reports (PF-19 or equivalent), employment of consultants,
federal outlays by geographic locations, geographic distribution of
employment, report of occupations, and other similar reports including all

related correspondencee

o Destroy 'hen3 years olde {bl'f';j"ﬂ

Financial statements, statements of projects costs and repayment amd
similar reports with related correspondencee
1) Ending or summarizing report for the fiscal year.

o Transfer to FARC when 10 years olds Destroy 1l year after terminae
tion of Reclamation's investment or ownership of the Project, Unit
or other entitye

2) A1l other issues:

o Destroy on receipt of ending or summarizing reportse

Consolidated financial statements and charge-offs authorized by Congress
reports with related correspondence:
1) Commissioner's oifice
o Destroy when 5 years old.
2) A1l other offices

¢ Destroy when 3 years olde

Activity and objJect expenditure and reconciliations of cash with
appropriation accounts reportse

o Destroy when 10 years olde

Completion reports (PF-27A and equivalents) and costs and returns reportse

1) Finance office, original

agt iasd W.

2) A1l other copies,

e Destroy when no longer needed for reference,

Page 13



Retention and Disposition Instructions
BUREAU OF RECLAMATION

300

300-1

300-=2

300=3

b1o

PROPERTY AND PROCUREMENT RECORDS

General Correspondence Files Correspondence regarding or discussing

interpretation and promulgation of property amd procurement regulations
prior to inclusion in Reclamation Instructions; subjects also include
methods of procurement, use of competitive bidding, open market
purchasing, preferences for materials or a source of material or service,
delegations of procurement amthority and including records accelerating
or limiting procurement activaty due to an emergency condition and

special reports required during such situations or conditionse

o Destroy when 3 years olde

Correspondence related to use of centralized or decentralized purchasing

programs, such as FEDSTRIP.

o Destroy when 2 years olde

Federal Supply Catalogs and schedules; paper or microfilme

e Destroy when superseded, obsolete or 2 years old, whichever is sooners

Administrative survey or inspection reports related to procurement and

property procedures together with all related correspondences

o Destroy when S years olde

CONTRACT PROCEDUHES FILES Correspordence concerning standard requirements
of contract preparation, comtracting procedure and nezsiiation. Include
such subjects as legal requirements, clauses, labor or material cost
variztion provisions, change and extra work orders, method for release or

termination of contract, and other similar matterse

¢ Destroy when 3 years olde


http:LncIuda.ng

Retention and Disposition Instructions
BUREAU OF RZCLAMATION

PROPERTY AND PROCUREMENT RECORDS
CONTRACT PROCEDURES FILES, continued:

310-1

310-2

m

-1

31-2

311~3

Wage Rates Correspondence requesting the establishment of wage rates
for use in contract negotiations and as generated in labor-classification
studies conducted by Reclamationy and including published notices of

wage rates in the Federal Registers (\‘af MCMJM ne - TCAAWL’,E feCo!‘ClS reio}eﬁ
dohis itew See) Supp lesmend:

« Destroy when 5 years olde Tfewmr A 3|0"‘

Employment Statistics Correspondence and statistical data concerning

trends in employment/unemployment, aralyses of the labor force,

occupational studies, and other similar matterse
o Destroy when 2 years olde

Biddjxglrocedu.res Correspondence regarding ths standard methods and

proc s to be obig'ved when conducting a bid and award of contract.( "C" M\/l“ ne

rea le reco ¢ reloted Y8 Pbstracks of RBids, see pl
T tewn J F
e Destroy Ihen 3 years olde

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

correspordence,
o Destroy when 2 years olde

Correspordence related to publicising bid issuvances and openings or as
required to transmit information for publication or pay for the

service,
¢ Destroy when 2 years olde

Bids; unaccepted, unsuccessful, rejected and 1ficiunainig ail related papers amd
cases of identical or tie bids =~ procurement or purchase organization copy amd

related paperss

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

32,000 dated subsequent to July 26, 197ke
e Destroy 6 years and 3 months after final payment,

contirmed on next page


http:bs+ra.Qf
http:proc~.es

311-3 Bids, contimeds

b) Transactions ol $10,000 or less and construction contracts under $2,000 dated
subsequent to July 25, 197h; and transactions of $2,500 or less dated prior to
July 26, 197h.

e Destroy 3 years after final payment.
t) Transations of more than $2,500 dated prior to July 26, 197h.

e Destroy 6 years after final paymemt.



Retention and Disposition Instructions
BUREAU OF RECLAMATION

320

320-1

3202

320-3

322

PROPERTY AND PROCUREMENT RECORDS, continued:

EQUIPMENT, MATERTALS AND SUPPLIESs Correspordence concerning the availability
and suitability of products and services for use in day-to-day and specialized
works Inquiries and responses thereto concerning such items as field equipment,
furniture and fixtures, tools and safety devices, petroleum products, photo-

graphic services and supplies, and other similar products or services.
+ Destroy when 2 years olde

Printing, Binding.and Duplicating Servicess
a) Regulatory material such as GPO Prlf\’ing and Banding Instructions and

Style Mamual and including instructions applicable to local plant

operationse
o Destroy when superseded, obsolete or no longer needed for referencee

b) Authorization for establistment or printing plant and related correspondence.
o Destroy when withdrawn or when the plant is closede

Catalogs, parts lists, form lists, bulletins, guides and mamals,

o Destroy when no longer needed as references

Restricted Procurement Corrcspondence regarding limited or restricted procure-

ment of equipment and products such as wiretapping and telephone recording

equipment, dangerous drugs or chemicals, and other similar matterse
« Destroy when 5 years old,

Data Processing Systems and Eguipment

a) Correspordence justifying procurement of data processing equipment and
reports and studies of work processes adaptable to data processing;
including promotional material acquired during the selection of

computers and allied equipment,

+ Destroy when 5 years olde



Retention and Disposition Instructions
BUREAU OF RECLAMATION

PROPERTY AND PROCUREMENT RECORDS

322 Data Processing Systems and Eguipment, contimeds

b) Computer instructions or operating mamals.
e Destroy when computer is no longer in Reclamation ownership,

¢) Work scheduling controls; forms or other means for securing key punch
services, programming or conding input, controlling the use of the
computer or timing transmissionsj as required to prepare batch and
balance sheets including printouts used for that purpose or to verify,
update ard other functionse
e Destroy when no longer needed or when 2 years old, whichever is

soonere
d) Punch cards, tapes, discs, including basic program decks, items

for verification or updating purroses and duplicatese

% sv \GAM% Coveﬁv p&mereaiaiale, recordl s Tem 333
?’P q

323 Motorized Equipment Records

a) Correspondence and other material regarding availability and suita-—
bility of motor vehicles and heavy motorized equipment and their
accessories for acguisition and maintenance by Reclamatione
o Destroy whem 3 years olde
Mo“’-‘;( vehicte ¢ heaw construction es),«lpmea:r co;f files j ledger « werk sheefs previdig cost
8 50—3C0eunRtab ceords—such-ae COM Program 0700, Vehicle

+ expense da-l-a. a.np( ineliel ing
and Stores Clear:.ng Account and supporting documents,

o Destroy when-3 years odde aFfer allrmfnwae aP ledqer or date of work sheef

NUTE: Foglg_\usEusrhén o'f rela‘fé&d vl:\[ceh 3‘23"% + tSCS see YHe sup P)e’wo"d_
fovertmg maching- reada o e*M-f-Bcl\a, covtlaics, Tor macking-
¢) All other reports anmal or other period. el 3 \e reeor%\ )
rel
« Destroy when 2 years olde Sbre{& g ﬂ-\E‘os;‘—e:!- \fiee *
acCo L‘n')-mh )I L(

d) Authorizations for use of Govermment—owned vehicles and related ?\ 4,‘,“,.147\»

correspondences, Jl_ﬂbvu 3 ‘93

e Destroy when 2 years oldp destroy individual amthorizations when

revoked or withdrawn.



Retention and Disposition Instructions
BUREAU OF RECLAMATION

323

328

329

PROPERTY AND PROCUREMENT RECORDS

Motorized Equipment Records, contimied:

e) Correspondence and reports of participation in motor pool operations.
o Destroy when 3 years olde

£) Maintenance records; manuals, instruction books, maintenance and
service data related to particular vehicles in the possession of
Reclamatione
e Transfer records with vehicle when no longer in Reclamation

ownershipe.

Services, Sources of, Correspondence and other material regarding the

availability for hire of services in engineering and specialized fields,
consultants, landscaping, production of motion pictures, and other
matterse Also include periodic reports on utilization of sources of

servicess

e Destroy when 3 years olde

Adrcraft .

a) Correspondence and other material acculumated in consideration of
aircraft, including helicopters, for procurement and uses
e Destroy when 2 years olde

b) Correspondence authorizing or justifying the need to procure aircraft
ard defining usee

o Destroy when craft is no longer in Reclamation ownershipe

¢) Marmuals, instructions guides, parts lists, and other data pertinent
to mainteance of aircraft in Reclamation possessione.

e Transfer with craft when no longer in Reclamation ownershipe

1 Yor machime- readable reecords related o Has ew
see  Mackine- Readable Records SuFFleme/u'b

Thew A BAQ]

Y



Retention and Disposition Instructions
BUREAU OF RECLAMATION

PROPERTY AND PROCUREMENT RECORDS
Alrcraft, contimeds:

o
329~}  Aircraft Operations. A Correspondence and forms required to schedule aircraft

services, maintenance and inspections including registrations, replacement
of parts, providing hangar space, securing allied equipment and other similar
matterse

« Destroy when 5 years olde

L) Y Flight Schedules

« Destroy when 3 months old

. m,f'Fz/es, /(dqef‘ pwa/‘L Meeﬁs roviding Cosf expens & Aafa aud mc/ua/m?
) dee pporing- COM Program, Vehicle and

Stores Clearing Account, wHh suppe r‘7"-m? Aoccov emnts.

. Destroy when-3 years odds affer discsufinvance of ledger s+ date of work sheat
OD #) Aircraft Operations Reports such as FPMR-11Ls-38.7522

« Destroy when 3 years old,

330 CONTRACTS: CONSTRUCTION-SUPPLY-SERVICES

Note: These instructions apply only to completed or settled transactions
(e, Yhe procurement™ or purchase crgan tadten  Cerd
case records of an administrative nature./( The original comtract and /;/;‘«f e
documents of paymemnt are Accountable Officer Records; SEE Retention
and Disposition Imstructions 272 Case records of an administrative
nature consist of copies of contract, administrative correspondence,
routine transmittals of drawings and other data, copies of payment
vouchers, computations used to cempute progress payments, ani other

estimare
similar matterse

a) ilransactions of more than $10,000 and all construction comtracts exceeding
82,000 dated subsequent to July 26, 197L.

e Destroy 6 years and 3 months after fainal paymente

b) Uransactions of $10,000 or less and construction contracts under $2,000, dated
subsequent to July 25, 197L; and transactions of $2,500 or less dated prior to
July 26, 197k.

¢ Destroy 3 years after final payment.
¢) Transactions of more than $2,500 dated prior to July 26, 197k

o Destroy 6 years after final payment.



d)

e)

Inspector reports, contractor unit cost reports at the Engineering and Research
Centerj radiographs, x-rays and other analyses of hidden joints, seams, castings

and housingse

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

contract,

Other copies of records described above and used by component elements of an
office (procurement, design or specification branch) for administrative

purposes.

e Destroy upon termination or completion.



Retention and Disposition Insiructions
BUREAU OF RECLAMATION

PROPERTY AND PROCUREMENT RECORDS
CONTRACTS: CONSTRUCTION=-SUPPLY-SERVICES, continueds

330 cepted Records; all insppctor reports.eXcept those on Form 7-1L63
i1leg contractor unit cost reports
at the E&R Cente iographs, x-rays and other analyses of
hidden joints, and housingse
Des 10 years after settl or final payment of contracte
ﬂ 336- | CoM.$+f vetion CM‘(‘ (‘0@/“‘ Eo»r‘(—txu)or‘k Pcog resg ~ — Sece ::ﬁ/&\ ™
RQ&-&Q le QCO!

340 REQUISTITIONS Correspordence concerning preparation, use, distribution i
P PTEP > 2 ’ I A’ 330 - l
numberang and other matters.

» Destroy when 3 years old,

350 PURCHASE ORDERS AND SOLICITATIONS

a) Correspondence concerning preparation, use, distribution, mumbering
and other matterse

o Destroy when 3 years olde

b) Case files of an administrative type containing copies of requisition,
purchase orders, solicitations and other matters and as maintained in
the Procurement Section, the warehouse, or other ordenng/receiuing

statione.

MSC R@‘-&x\‘aa—w-f—s?ouflm —J—“Swaﬁ‘\Ms 2330 or 3I-3

¢) Case files for accounting purposese

o USE Retention amd Disposition Instructions 272

d) Book covers for short form purchase orders in serialized or rumbered
books such as SF-Lli, "U.3e Govermment Purchase Orders."

e Destroy 6 months after exhaustion of book comtentse

@) Solicitationsj unscuccessful or rejected offers,

MSE IQ@W/—O‘K/ ¥ D&Pasﬁ‘;&'m j;;frqo‘f&‘hs 3//—_3



Retention and Disposition Instructions
BUREAU OF RECLAMATION

360

PROPERTY AND PROCUREMENT RECORDS, continued:

SPECTIFICATIONS CORRESPONDENCE FILES

a)

b)

c)

Correspondence concerning the standard procedures for preparation and
issuance of specifications; their format, clauses, standard paragraphs,
mumbering, disposal of surplus copies, and other similar matterse

« Destroy when 5 years olde

Specification Case Records. Correspondence concerning individual
specifications offered for bid including dastribution for bidding
purposes, mailing lists, engineer's estima-es for the work, authoriza-
tion or recommendstions for award of contract or rejection of bids,
protests of awards, abstract of bids and other material regarding the

specification prior to awarde

e Destroy 2 years after bid opmaing, award of contract or rejection
of all bidse

Requests for and forms or other paperwork required to accomplish
either free distribution or sales of spacifications as a publication

and not for bidding purposess

e Destroy when 1 year old.

d) Llists or indexes of specifications available for sale or distribution.

o Destroy when superseded or obsolete.



Retention and Disposition Instructions
BUREAU OF RECLAMATION

PROPERTY AND PROCUREMENT RECORDS, contimed:
361 ﬂeci.fications Sets of published specifications of the Bureau of
Reclamation, standard specifications of such organizations as the
American Society for Testing Materials, American Safety Standards,

Federal Specifications and standards and other similar issuese

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

whichever is sonners

a
370 PERSONAL PROPERTY UTILIZATION AND DISPOSITION A orrespondence, forms

ard reports of personal property (not land) acquired or.disposed,
including advertisements of property available for sale, arrangements

for disposal by sale or auction and other similar matterse
e Destroy when 2 years olde

[a }/) Agreements leasing, renting or selling property together with

all related correspondence,

e Destroy 1 year after termination of agreement,

c) ¥) Disposition of proceeds from sales of property, correspondence
related theretoe

« Destroy when 5 years olde

U\) £) Transfers of property to Water User Organizations; lists and trans-
sfers of title and related correspondences
e Destroy 5 years after transfer is accomplished, or 1 year after

termination of agreement of transfer, whichever is applicables

370=1 Property Listings - Available for Procuremerrt:
a) When no procuring action occurs. Destroy on expiration of svaila-
bility periode

b) When a procuring action occurs. Destroy 2 years after procurement

is accomplished,



Retention and Disposition Imstructions
BUREAU OF RECLAMATION

PROPERTY AND PROCUREMENT RECORDS, continued

380 PROPERTY MANAGEMENT RECORDS Correspordence regarding the management of
property, property management surveys, conservation and use of property,

management of warehouses, shops and other property storage facilitiese

o Destroy when 5 years olde

380-1 Q> Property control and custodial records such as abstracts of issues

and receipts; administrative copies of requisitions, purchase orders
and receiving reports; comtractor receipts for property; equipment
transactions and summaries, etce

o Destroy when 3 years olde

NOTE Eor e i, o, elduny mebestart e Yigagtehe sopple

Orders on storehouses estroy when 3 mo 3 olde
b rd toreho Dest hen 3 momths old
@ )r)’ Receipts for property. Destroy when superseded or obsolete,

o{) oY Property lists; losses or acquisitions via transfer. Destroy

when 1 year olde
e) &) shop or Job Orders. Destroy when 2 years olde

C) #Y Storehouse cards. Destroy 1 year after date of last entry.

emt

3) )’/)’ Stores transactions, summaries of. Destroy when 2 years olde For ma.ckme readajgh

records related o “Mis Tteme, see Maekine- Reod

ol e QQ
eW\%f Themn A 2R6— b o rds

i
380-2 Property ; en'bories,_Lists and Reports such as buildings and quarters

inventories, inventory certificates, leased property summaries,
firearms inventories, housing inventories of all types, installations
owned by the United States Govermment, long supplies, public domain

properties, and other similar matterss
+ Destroy when.2 years old,

380-3 Property Losses Correspondence and forms, including certificates
of loss and survey reports related to loss or failure to locate

property itemse

e Destroy when 3 years olde



Retention and Disposition Instructions
BUREAU OF RECLAMATION

PROPERTY AND PROCUREMENT RECORDS, contimued:

390 REPORTS Correspondence related to preparation and submission of general
reports such as, report of procurement by Civilian Executivs Agencies,
supply activity report, boat and craft operations, cost reduction reports,

and other similar mattters,

« Destroy when 3 years olde



Retention and Disoosit Instructions
BURELU OF RECLAMATICN «

o0 RESEARCH, TLSTING AMD TICHIICAL RECORDS .
Routine adwinistrative
kesea.ch Progrems Correspondence Tile. )\_Correspondence and o*her mAateries

related . X o . . .
geaefﬁeé%}lcclam—:mon's participeticn in national znd internationzl

research projects, «tdl administration of ils own research programs.

>
lncludescmqmzed tc¢ coordiaate resezrch activities with other

bﬂ '\ arremging mee‘hntjs + desy m\'\“h«ﬁ atferdees 5
agencies or entitiesA assign"gresponsibilities ,Adesn.gns’qaﬂprogram

objectives and scope, providegfinancing, 1ntersreu"f[l.eg1;.xation enabling

relating W o gemeral wq.q'fo

or conirolling resczarchy _n\AAo'Lhe guular matie

A}
-7’ uf 78
e Destroy when 10 years clde
Loo-1 Research Agrecauents *ile. Recerds relating to negotiation, administration

and performance ander agreements for general research for or bty Reclataticn,

including grants, cooperative arrangements and contracts.

a) Agrecmerts nct involving emchange of funds-—Destroy 1 year afier termina~

tion or cancelintion of arreement.,

b) Agreements involving exchange of funds——USE Retentior and Disposition

Instruciion 330

2 Research Prcject Finzl or Surnary Revorts.
Aelefel a) R’eacx_d&‘copy, Reclamrtion ressarch prejects (office of origin )i PJ'_QxPxﬂ"‘
by BR T, e

- ey, . G
offer to Netienal Archives and Records Service when :_5 yedrs olde

Lecu,usé’ . :
duplics C Rrremqed by sUBF 20 in ./t.{r
\WPFL”\UWW-Q q M MM
deans b) Record cnrys research projec terequ to Reclamation bub not by

ja&‘
in the offigewet n:jor mur_reuu-—*m,yroy when 3 years old,
*‘u‘n&’»

,@)'5/77 Bureav,

g,

c) » copies-~-Destroy when 3 years old. "MN

Yotes
Item L0C-2a) Volur: averZre

rep‘my__z

7fthes per year ani the
b7 subject mrtierse

oo Tage


http:pl'O.,ri~fi.Ilanci.11
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Retentior and Dispositi  Instructions
BUREAU OF RECLAMATION -

RESEARCH, TESTING AND TECHNICAL RECORDS, contimed:

hOO-’ 3 Inventions, Patents and Copyrights Correspondence Files. Correspondence

relating to securing and protecting rights of use,

¢ Destroy when 3 years old.

hOO:l i/ Inventions, Patents, Copyrights Case Filexe Correcpondence related to a
particular invention, patent or copyright of interest or use to Reclamation,

agreements for use, payment of ‘royalties, and other similar matterse

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

atese
b) All other offices-—Destroy when 5 years olde

hOO-}J Standards Develomment Filee @ )Correspordence, forms, index cards, films, and

charts created in developrent of research standards, measuring systems and

devices (such as meters)e-

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

when 5 years old, whichever is soonere

b) Current meter rating reports and technical evaluations—~Destroy when

supersedede

C X) Current meter loans, transfers and maintenance records——Destroy when

3 years olde.

hoc—f { Research Facilities and Equipment Development Files, 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,

e Destroy when 5 years old or on deeactivation of the facility, whichever

occurs firste

LOO Psge 2
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Retention and Disposit” Instructions
BUREAU OF RECL.MATION

RESEARCH, TESTING AND TECHNICAL REEORDS, contirued:

h004 T pest Control Recordse Records relating to research on control of pests that

affect Reclamation water systems, lands, buildings, and other structures,

a) Correspondence, experimental data and results, preliminary reports, and
other similar records concerning pest control recearch conducted by the
Reclamation or in coope.ation with other organizations. Subjects include
pest ecology, environmental effect of pest control, pesticide residues

and efficacy.

o Destroy 5 years after termination of research or on completion of

final or technical report summarizing research, whichever is sooners
b) Technical publications summarising research projects! findingse.

- 1) Record copy (E&R Center)-—PERMANENT, Offer to WARS when 25 years

. b ¢ t  dheceunder by location Proyect, Feature, or
o o8 jogpeet Pests ner 2y Rl 5t

2) A1l other coples——Destroy when no longer needed for referencee

olde

¢) Periodic and special reporis 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) A1l other copies—-Destroy when no longer needed for reference,

d) Pesticide registration applications, teéhnical data and related corres-

pondence,

+ Desiroy upon expiration of registration or when particular insecticide

is no longer of interest to Reclamation, whichever is sooners

LOO Page 2



Retention and Disposit Instructions
BUREAU OF RECLAMATION - .

RESEARCH, TESTING AND TECHNICAL RECORDS, contimeds

10 STRUCTURAL RESEARCH RECORDS.

a)

b)

c)

a)

Correspordence and technical data related to structural engineering
research. Subjects include design, construction and maintenance 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.
e Destroy when 10 years old,

Correspondence and technical data generated in structural and hydraulic
research accomplished by using models of dams, spillways, waterways,
conduits, and other structures, and including model studies of vower

transmission systems utilizing electronic models,

o Destroy 5 years after publication of laboratory report or summary of

findings or when 10 years old, whichever is soonere

Laboratory or summary reports, record copy, Engineering and Research 6&

C ﬂ(‘ro.uqeo( humerk ”(.’>4

Center—-PERMANENT, Offer to NARS when 25 years old. 2 e , qr
L Q1 4

laboratory or summary reports, all other copies——-Destroy when 10

Years olde

HAobe~
Theml36e) u:&m_ ™ i_s zttuzz:, T2-imehes-per—yrar;—srrenpement-io-by—
serial-identariesttorny the TEIoTts—are—3 d—i-p—a-—




Retention and Disposit® *1 Instructions -
BUREAU OF RECLAMATION

RESEARCH, TESTING AND TECHNICAL RECORDS, contirmued:

L20 EQUIPMENT AND MACHINERY TESTING RECORDS,

a) Corresporndence and technical data accurmlated in tests of equipment and
machinery being considered for use by Feclamation, such as generators,
transport or conlrol equipment, compressors, hydraulic or water working
equipment or machinery, refrigeration equipment, soil znd rock working
equipment, cement mixing and concrete placing eguipment, hardware and
other similar itemse |
« Destroy when 10 years old or 5 years after publication of a labora-

tory report on the test results,

b) ILaboratory reports, record copy, Ingineering and Research Center.

e« Destroy when no longer needed for reference or when 10 years old,

whichever is sooner,

¢) Laboratory rerorts, all other copiese

« Destiroy when 5 years old.

OO Page S
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Retention and Disposit®  Instructions
BUREAU OF RECLAMATION

RESEARCH, TESTING AND TECHNICAL RECORDS, continued:

430 MATERTAL AND PROCESS TESTING RECORDS

a) Records relating to testing of materials including ceramics, fibers,
fuels, metals, minerals, paints, plastics, vegetable products, woodj;
and processes such as excavation and earth stabilization methods, use
of compression or expansion to achieve strength, injection of chemicals

into waterways, and cthers.

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

laboratory report on research results, whichever is sooners

2) ZLaboratory reports, record copy, Engineering and Research Center——-
Destray when 25 years old or when no longer nerded for reference,

whichever is soonere

3) Laboratory reports, all other copies-—Destroy when 5 years olde

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

1) Corresponcence and technical data, including inquiries for research
information and responses thereto, transmittals of samples to the
laboratory and test results, and other similar matters--—Destroy

when 3 years olde

2) Concrete test and control reports, including samples from known
locations within a feature or structure-—-Destroy 10 years after

settlement of the related construction contracte.

3) Concrete test and control reports, including samples from stockpiles,
aggregate batches, screening and blending plants, or from an
unknown location within a feature or structure~--Destroy 6 years

after settlement of the related construction contzmacte

hoO Pace 6



Retention and Disposit®  Instructions -
BUREAU OF RECLAMATION

RESEARCH, TLSTING AND TECHNICAL RSCORDS
h30 MATERTAL AND PROCESS TESTING RECORDS
b) Cements, concrete, mortars and binders, contimueds
k) Test, pour, production and inventory records, including daily and
other periodic test reports created during the life of a construction

contract——Destroy 3 years after settlement of the related construct—

ion contracte

¢) Records relating to testing of soil and rocke
1) Corresponcence and technical data, including records required to
transmit samples for testing and evaluztiong——-Destroy when 3 years

olde

2) Laboratory or field station worksheets containing test data and
other data to be used in the Reclamation publication Yiarth Manual.®
——Destroy when 3 yezrs old or after data for "Sarth Manual" is

extracted, whichever is soonere

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, (_ 5&: | ﬁq 1_10 MC\:L(T f;di?fgd.)e sre éé!a
1) Correspondence related to studies of slides, avalanches, and earth- S%’f@'jﬁ'eﬂt
quakes, and their efrect on existing features and structures, and RY30d.

ways to compensate for these effects—-——Destroy when 5 years olde

2) Reclamation~created reports on earth movements affecting Buream
land or property-——PERIANENT, Offer record cory to NARS when 25
n aqamﬁﬂ

years olde<3/All other coples, destroyAwhen 5 years olde
( Arr. b«j ocule/ proyect, Fec&ure/ o1 structure mvoived), \/lev\e vinimel

Lf ) Publications and bulletins not created by Reclamation, including
WPreliminary Determinations of Epicenter," W“Seismological Bulleting,®

and others-—-Destroy when 2 years olde

Yote
pe 5 453417 MoV e actIvViy
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Retention and Dispositi  Instructions
BUREAU OF RECLAMATTON

RESEARCH, TESTING AND TECHNICAL RECORDS, contimeds:

Lo HYDRAULICS, RECORDS RELATING 10 THE STUDY OF.

a) Water flow records,
1) Correspordence related to the study of water flow as an erosive
force, and the development of techniques to control it-——Destroy

when 5 years olde

2) Laboratory and field worksheets containing data for which no surmary

or other laboratory report is prepered——=Destroy when 5 years olde

3) Laboratory reports, record copy, EXR Center——PERMANENT, Offer to

NARS when 25 years olde ( Reranqed- alPka'hqur;r“’lEl) ca 10 infyr

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

when no longer needed for reference, whichever is sooners

b) Records relating to sedimentation studiess
1) Correspondence and field data sheets accumilated during tests to
determine or predict sediment loads, the rate of sedimentztion, the
ranges to which it settles, and other rela ted matters——Destroy when

3 years olde

2) Laboratory work sheets, survey books, cross-section sheets, and other
computation sheets-~-~Destroy 5 years after issue of summary or finel

report.

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

needed for referencee

Note

E]
. P .
Yolume IS—abont—3I0-insh P ean

LOO Page 8



Retention and Disposit ~ Instructions
BUREAU OF RECLAMATION p

RESEARCH, TESTING AND TECHNICAL RECORDS
uho HYDRAULICS, PZCORDS RELATING TO THE STUDY OF, contimued:

¢) Records relating to ice, wave and beaching studiese
1) Correspordence 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 comtrol 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

reporte

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

after settlement or cancellation of litigatione

k) Summary of final reports of research findings-—-Destroy when no

longer needed for referencee

- 400 Page 9



Retention and Dispositio® ™structions v
BUREAU OF RECLAMATION .

RESEARCH, TESTING AND TECHNICAL RECORDS, contimueds

kso WATER SUPPLY INVESTIGATIONS RECORDS.

a) Correspondence related to the study of water 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 olde

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-—-PERMANCNT, Offer to NARS when

25 year old, ( Aee by nawe o+ Project W veS+|3a+uo‘s1) | 4o 3 CwH}qr_
2) A1l other offices~——-Destroy when no longer needed for references

¢) Water supply study data, including statistics, computotions, and his-

torical flow records.

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

10 years after issuance of reporte
2) Ml 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, and other data related to a water supply

Q-
study but not & supportingpreport—-Destroy when 10 years old.

f) Water management records.
1) Correspondence and technical data related to studies of how water is
and

lost thru natural phenomenaA industrial and domestic: consumption,

effect of water loss, and means to prevent it—Destroy when 5 years

olde

kOO Page 10



Retention and Disposit? i Instructions
BUREAU OF RECLAMATION

RESEARCH, TESTING AND TECHNICAL RECORDS
k50 WATER SUPPLY INVSSTIG'TIONS RuCORDS
£) Water management records, contirmueds
2) Summary or final reports of water management research, record copy,

office of origin—--PSRUANENT. Offer to NARS when 25 years olde sce beleow

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

needed for reference.
L) Studies by other agencies or entities-—Destroy when 10 years old.

g) Water quality study recordse (F;r macekine-realable re ecords related 4o “Hios e,
see So?P/W?m‘/’, Trem QY S0 9)
1) Correspordence and technical data relating to purity standards,
identification of pollutants, ways to restore purity to different

types or bodies of water---Destroy when S years olde

2) Summary or final reports of study, record copy, office of origile—

PERMANENT, Offer 1o NARS when 25 years old. see below

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

no Jonger needed for referencee

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

Destroy when no longer needed for referencee

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

poses~—-Destroy when 2 years olde

Rote
TI;.;cans L50£)2 and LSOz)2 :

ese reports are not prepared with any de ree b itys
durln{‘; that phase of investigation whg dafa cagfbemgs%gri: ;ugng{t
a Basin, Definite Plan, Planning, TFeasibility or other renort -pT;,
is very rare when such a repory would be i:sﬁed as a sen;-z:er,no 'fhe
volune would be miriral (1 to S inches rer year at the lﬁlost)vz:md
they would te arranged by the name of the investigation, the type
of report, and an app ndix nurber is so issuede ? S

40O Page 11
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Retention and Disposit? " Instructions

BUREAU OF RECLAMATION(

460
k70

RESEARCH, TESTING AND TECHNICAL RECORDS, convimed:

Reserved

ATMOSPHERIC WATER SUPPLY STUDY RECORDS

a)

b)

Notes

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 matterse
e Destroy when 5 years old,

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

2 years after file is closede

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

correspondence—~USE Retention and Disposition Instruction 330.

Final or sumrary reports of participation in cooperative projectss
1) Project of Reclamation origin, record copy, E&R Center——PERMANENT .
Offer to NARS when 25 years old, Ald—ether—eopivs=—=Posroy—whenr—o——

longernesded—for—references
.;D QI(Fo\LherCo(;\‘es--wDes&rw i aqemey wheie wo lowqer needed

teferemnce
3) Projects not of Reclamation origin---Destroy when no longer needed

for reference,

Final or summary reports are of two types:

1. In-house reports are prirnted by GPO who supplies copies to
Archives,

2. Contractor-produced revoris are furnished to Natioral Technical
Irformation Service at Sprangfleld, Virgima (in four copies);
but don!t know if that agency serds cop_es to Archivese

\To’lmne of reports is currently averzce about 18 irches per year tut
increased actavity in this f1€1d ardicates that zmount ray triple.

Even though copies of the rerorts may conme to you it stall axight
be preferable to have the agency (us) serd you the seb for
PEIMANENT relenvion ~—— they vould be adentafied by Project mumbers
with 18 locator referencese

h0OO Page 12
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Retention and Dispositi nstructions
BUREAU OF RECLAMATION

RESEARCH, TESTING AND TECHNICAL RECORDS
k70 ATMOSPHERIC WATER SUPPLY STUDY RECORDS

d) Seeding project recordse
1) Correspondence, forms and other records related to obtaining personnel,
equipment, supplies, and services for the project; gathering and

reporting data; and similar administretive matterse
e Destroy when 5 years old.
2) Project case files——-Destroy when 10 years old.

# 3) Tinal or summary reports, record copy, B&R Center-——PERMANGENEy

Offer—bo—NARS-when-10-yFeors—oldy Des*roq e Cgeney whew ne ’ouqer\
neecded for referemce. f;’fﬁg/n

k) PFinal or swmary reports, all other copies-—Destroy when 5 years olde

e) Technical data relating to cloud formations and moisture content, methods
of stimulating rain or snowfall, and records relzting to administration of

data-gathering installations——Destroy when 5 years olde

f) Agreements for operation and maintenance of data-gathering insta}lations

and all related correspondence~--USE Retention and Disposition Inxtruction

330.

g) Statistical releases on water supply and meteorological corditions,

including releases from NOAA,

1) Statistics compiled for use in Project Histories—Destroy data when
printed in Project Historye.
2) satellite data-——Destroy when no longer needed for reference or when

5 years old, whichever is soonere 1f V\lniwd\'vlﬁ,?e) see SUPF‘Q,(M%‘}
coverihg maching- readable reconds, - eme AH 70 g

#%* These are tec statistical type documents. The g or results
of cloud seeding are ded but apparently rative or conclusion
or interpretation is includ . Tortse They would be very hard
for the "lay person® % : haps the designation of
PERMANENT is rrect in this instance 1ld consider "Destroy
wh onger needed for reference', if you think might be a
betier retention instructione

LOO Page 13



Retention and Disposit’ ~ Instructions
BUREAU OF RECLZMATION

RESEARCH, TESTING AND TECHNICAL RECOFDS
L70 ATMOSPHERIC VATER SUPPLY STUDY RECORDS, continued:

h) Atmospheric Conditions recordss
1) Correspordence and technical data related to Reclamation studies of
temperzture, humidity, pollutants, effects of prolonged artificial

precipitation, natural storms, and other atmospheric conditionse
e Destroy when 5 years olde

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

PERMANENT. Offer to NARS when 25 years olde see below

3) PFinal or summary report of studies, all other copies——Destrcy when

5 years old,

L) Worksheets, forms, computations, and other reference data——Desturcy

when 5 years olde

A 470-/ /7fd\/_807” _SAI’VW¢f€r -~ olato - asf%emj reconds related 7o

reseacch m cofmos pheriC  LUbter supplies—= |
See Machine - /\ﬂ&:uéa,é‘v/é ecords 5:7/)/514{9@1
Tiem A H470-]a %M;o«j/l A

# These reports are not issued with any degree of repulsrity; they
primarily concern freakish type storms and the data collected
regarding the causes and effects of the sterms A recent example
was the Bureau's bucket-survey of the BPig Thompson Canyon area
after the flood of Aurust 1, 1976 to deterrine the acvual amounts
of rainfzll that created the disasteri even though, in this
instance the information was not used to prepare a final or
summary type reporte

Volume would not bé large, and would probably be identified by
the locale and type of storme

LOO Page 1L
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Retention and Disposit ' 1 Instruction
BUREAU OF RECLAMATION

RESEARCH, T=STING AND TECHNICAL RECORDS

u8o SURVEYING AMD MAPPING RECORDS

NN

%fy Y VM?\/T;L’\ &

o)
fglg_q, 7
L8o-1

o,
et

180=2

e WS
')/M
g

Correspondence files. Correspordence and program schedules required to
determine Reclamation surveying and mapping requirements by Fiscal
Years and transmittals of requirement data to U.S. Geological Survey or

other agamncies or entities empowered to perform the surveying and

(ﬂrmuute&, chrowolog?ﬁa\\bo | ew. £, }qr, max i v U

PERMANENT, Cut oFFeverlJ 5 years, Trams Fer
et rey—nhen—3 14 b-yr bleck +o FARC &t S-year m tervalg,
> 4 OfFfer +c NARS whem A5 years old .

mappinge.

Cooperative agreements and all related correspondence, m'cluc,lu‘nj Fore?gn sourvey (nj +
mapping coopecative agreements , (fArramqed by case eretunder
chronologicatly) 3=Hin[yr- max,

Pestroy—I-year—after-termination-of—theagreement—or—completionof——
N
thoworkse PERMANENT, Cut off every 5 yrs. tamsfer 5-year Llock
4o FARC ot -5- year \‘ntler\/atl‘[s, OFFer 4o NARS™ when
25 years old,
Survey notes in level or transit books, containing ground surface measure-

ments or base data for maps and drawings as well as other pertinent infor-

mation regarding the landscapee

“a) Monumenting; work notes, photographs, cards or other records—-
Destroy when Survey Conlrol Diagram and pencilled copies of caps are

filed with U. Se Geological Survey.

b) Mormumenting; survey books or notes of permanent locations of bfass
caps and markers—--PERMANENT, offer to NARS when 25 years olde
1l to 3 cubic feet per year — us{lal less (G N ed -winerica\l b o~
/ 3 per o / coge%mq& Pro_gec-l-/ﬁure:‘.
surveyal 4 + k Wum ber-),
. - . 3-H"/ Rrojeet
0); Survey books contazining preliminary design and cost estimateé data
and preliminary location controls of at least third order-—Destroy

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

replaced by a preconstruction survey.

LOO Page 15
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Relention and Disposition Tu: siiong
BUREAU OF RECLAMATION < -

1,80-2

/V/U {S 1,80=3

!wrmo

7/13/7 7

B
P

,’ﬂ

RASEARCH, TOTWNG AND TeCHITICAL RECORDG
SURVETING AMD MAPTING RLCO:DS

Survey notes, continued:

d) Preconsiruction and construction survey notes uscd for preparaticn of specifica-
tions, to plot progress of consirucuion, maintain alinement, es;oablish control
points and other sumilar purposes—— Destroy 3 years after settlement of related

construction contracte

e) Surface levels and data beneath or at sides of feolures and structuresi levels
and elevations “as built," and notes containing behavioural ohoervationge-——

Destroy when 25 years olde
£) Unidentifiable books=—Destroy on receipi of this instructions

g) All other books---Destroy when 25 years olde

Land Classification.

a) Survey notes and field data collected during the survey of land for irrigation
suilability, including base maps, planelables, toporgraphic maps, aerial—photor
graphs, remote-sensing preoducts or other similar media-——Destroy when final

land classification map is preparede

b) Lland Classification maps, final=Destroy 5 years after land certification report
is approved by Secretary of the Inierior and an acceptable microfilm version of .
th o availab ¢ el 77 with related mdex
) chrog r&k{pmiife%g&%gﬂﬂé‘goe referance copyh PERMANENT, offer to NAPSAthM no ’oi/tq epcarr\s/f’m
neecded oc when @0 years old, whichever is sconef, (Rrramqed nuimericatly), 1-10 A\
&) ANl other copres oF microfsln .. Déstroy n aqency whem no lenger needed For re ference, ¥
e) ILand Classification maps; preliminary or showing temporary boundarics and

acreages of irripgable areas and their class of land -- Destn th eney whew ne
longer heeded For refecemes. oY aqeney

P) A) Amalyses of soil and waler samples supporting classification assigned to the

land===Destroy when irrigable arca is established and certified (SEE Relention

and Disposition Instruction 7h3-1)e

C.D &) Tield or work notes, tabulations, computations and similar material-—Destroy

1 year after final land classifcation map has been preparcde

for aerial />//07‘0Wm s, see Tem THO-2
oo Tage 16



Retention and Disposit - Instrucuions
BUREAU OF RECLAMATION

RESEARCH, TZSTING AND TECHNICAL RICORDS
SURVEYING AND MAPPING RECORDS, contirmed:

N/[ G  L80-4 Platting. Survey notes retracing or establishing boundaries of townships,
A

fy,u/""'b [ 17 section lines, and farm units.

RT |77 a) . ‘, -'- - ‘ ‘lu-" i' ] O F) vv-_ S ome

q 24 Original plats +AuPhcae, ccpres (eccept microfilm)-- Destroy in a4 Y
ol whem acceptably Filmed and no lonqer needed For referemee,

e dang—mic wwera] S ov—wiren ger—needed
L MicreFil ste [ UG Hate reference Final plat -—

. i’ (y). itrebilve ma A vplica i cgd ”T{[OPU]) na P a

(egmer.d ‘gm\s_.& for—peferencevw PERMAWNENT, OfFfer to AJARSX’uﬁé% Yo' Z,‘Mep neecled

| - ‘Dzr F",lpv)uf‘[ Cor reference , or when 20 yrs.old, hichever i1s sooner, H!w
L be ¢) Preliminary or working copies of plals-—=Destroy after preparation of in aeccordamce
. withh Yy
final plat. CFR ol -
H—So‘/,

d) Field notes or books containing location or other data-—Destroy after

preparation of final plate.

MS  180-5 Sediment Surveys; reservoir range momumenting and other data in survey books

24 )
/f W"Lﬂi))'ﬂ or notese

e Destroy 1 year after data is plotted to a map of the sediment rangee

o A/AA//W iw‘/ L480-6  Aerial Topegraphy; negative film of vertical or obligue jmage together with
b

400

WB A accompanying indices, flight identification and other identificztione.
\0‘3‘\
EE-Reoiamatien—tastruebionPart rr, by Flight 1d i Freecfion mum er-)
cu F, . :
DZO;,(Z,“:?M{L,.”}T Bur. Koc _¥%  PERMANENT, Offer +o NARS,, on gomple‘rmn, of prel ect,

with relededh ndex
NS L4B0-7 Aerial Topography; record prints including( supplemental controls and finding

4 "‘;7;, [17 aidse

e Destroy when no longer recuired for referencee

N

480~9 Routine correspondence related to survey and mapping such 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 materiale

¢ Destroy when 1 year olde

* te feet nowon homd iwhe Bureace comstitvtres Y
53:2/2.}?&0 [,Jfﬁck hewe peen Waﬂ(f SlMCQ: e Beireawe be@“" e~}-°
use aecal  Jepoqraphy i Sowme 6f jts surve Wwork ) Sinced i

:nly Used.  F ecial
00 N en Y " AN \LLQ €s OF Si
L Pase 17 data ¥ ie not a contbn ool arveg

Tecurmi e of ' Yor v
(end) M@M,ﬁ W:;'fid oo\e;&&f WB%O:;EZ 'exfetl-re'
OF We area o bo Fkohw} raphed.
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

500

DESIGN, CONSTRUCTION, OPERATICON AND MATNTENANCE RECORDS

a)

b)

General Correspondence Filese Correspordence regarding the sdministration

of Reclamation's general functions of design, construction, operation and
maintenance amd those functions as they relate to all projects, divisions
and umits under Reclamation jurisdicatione Include correspordence
regarding 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 years olde

Project Correspondence Files, Correspondence regarding the development

and administration of a project, division or umit in their entire concepty

i.es, the overall plan of design and construction, operation and mainten-

ance.

¢ Destroy when 10 years olde

A500 . Eﬂﬁiﬁceﬁf‘ﬂj /qj’P/;a"*L‘Qlj - G‘e»ﬂ?l‘ﬁl -~ sSee Mne,/tine- ﬁead’aé/e

500=1

Records Supplement, THem A S00 o
Public Opinion Becordse. Correspondence ard petitions forAagaind’ planned

or constructed Reclamation projects, divisions or unitsj particular

features and structures; and including replies to comments, petititions

and other similar matterse {Jre, chrc»uo_i(,\s]ccd\g, (a. 2 /\y

A1l Offices—-PERMANENT. BREAK file annually. Offer
- to NARS when 15 years old.

efidﬂ

I 4
2
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS, contimeds:

500-3

Ae
b.
et
S00=4
500-5

Geologye Correspondence administering or concerning the geological
investigations of sites for features and structures of Reclamation
projects, divisions or unitse Include transmittals of geological

samples for test purposes, results of drill hole explorations, drill
hole locations and other similar matterse

« Destroy when 1S5 years olde

Geological Reports, including review comments:
Arr, b\j preject nowne 350-6o' fn Bureaw. - S"/Frcje(’f"
w hen at'(‘L’WV[o\,Tf“S-
Record copy, regional office of record--PERMANENT. Offer to
NARS (nearest Regional Archives) when 25 years old.
A1l other copies, all other offices--Destroy in agency when no

longer needed for reference or when 20 years old, whichever is
sooner,

Drill logs:

a) Original “ogs:

« Destroy when 25 years olde

b) A1l other copiess

e Destroy when 10 years olde

Transfer of features and structures from construction to operation and

maintenance status; letters of notifications

o Destroy when 5 years olde



Retention and Disposition Instructions
BUREAU OF RECLAMATION

500=6

AT

¥

so1

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS, contirmed:

Construction Mthorizatione Correspondence, letter reports and legisla-

ad

tive materials accumlating in the preparation and submission of documents

seeking Congressional authorization for construction of Reclamation

a.
b.

Ce

projects, divisions and units, or particular features or structuress (arr })3 Teo: Joc+

creuncker chrone <
Commissioner's Office -PERMANENT. Cffer to NARS when o gientl
25 years old. 25 otk
Regional office of record - Destroy in agency when New in
no longer needed for reference A enE )
All other offices - Destroy in agency when no longer /2 cuH/
needed for reference, or when 10 years old, whichever
1s sooner. \ne v ease

Programs:

a)

b)

¢)

Correspordence, letter reports, statistical data generated in the
scheduling and 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 amd other similar matterse.
e« Destroy 1 year affter the close of the program periode

Programming media, irciuding forms, data processed information, and
other paperwork recording program accomplishment, progress, changes
and similar informatione
e Destroy when 3 years olde
NoTE rAispositicn of rel ote vnch E{ *lafes discs, see the
supplem cover ng wachine - reada rdg) Tiew A 32
Program Schedules and Reports, including schedules such as PF=2 amd
PF=3 and reports such as "Summary Cost and Progress," "Operation
and Maintenance Cost and Progress," and data processed equivalents
under Programs AR020380 and FNCO280 and similar,
e Destroy ending report for fiscal year when 5 years old, Destroy

other issues when ending report for fiscal year is recelved.(ﬁf‘ dlSF05|+l0M
of retaded Fur\c\/\ ceavels o\.ses see “Hie SUPP\W@ud-
coverity  wmachine - yead a\ule reey rck})
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Retention and Disposition Instructions
BURSAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS, contirueds

502¢ Project Cost Estimatess
a) Correspordence regarding the prediction, aralysis of cost trends, and
adjustments of costs of construction, operation and maintenace of
Reclamation projects, divisions amd units and the preparation, revision

or other working of estimates of those costse
e Destroy when 3 years olde

b) Estimating guides, including publications, statistical and similar
data reporting on unit prices, cost indexes, cost trcisds and other

similar matterse
o Destroy when 3 years olde

¢) Cost Estimates, DC-1 or equivalents,
e« Record copy in the Regional 6ffice of record, destroy when project
completion report is issuedoe All other copies, destroy when 2 years
olde

d) Control Schedules s estimates of appropriations and other data regardless
of form used,
o Destroy when mo longer needed for reference or when 10 years old,

whichever is soconers

fFor W;na‘ra’_ﬂa}/ff records  related Vo
T o’O&/ see SUfP/e””@”‘P For maachine —

readabl e rc«’«ofd’s} THewm A Sovo-



Retention and Disposition Instructions
BUREAU OF RECLAMATION

503

NS
T o
2/2s 77

503-1

503-3

G/ 77

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS

Drawings and Mapse
artwork from which an acceptable film (microfilm aperture card, color slide,

Original drawings and maps, designs, sketches and other

color print and negative) is available,

« Destroy when no longer required for revision or updating purposes or as
otherwise indicated by other items of this 503 Retention and Dispoaition
Instructione

ITrem B 503 .
£ilm apeture cards, color slides, color

AN 503, Eﬂbﬂ}ﬁle_r_l_}g_braw“ntqs M?crcfﬁlm SMA dakec -- see Maclﬁme-(\)eadablﬁ
Recorels .uydﬁgem%um;c;m

Films

- bol s
prints and negatives of drawings and mapse ( Arramgect y\umemcal[q bv( sYm i

which adicate Preject or fetivity
with fﬁ'@%{‘ prepariigq of-fice ,ama o\rw\wq ‘s S’fs‘\o\lbe
o PERMANENT, Offer to NARSAwhen no longer needed or when 20 years old, mber

whichever is earlier, e Q00 e . newr e BI Bureﬂw-w?zf
Miccefim i aecordance 25 - R ; <.

L eeR ot sor, 10 e FL[ g Yherealfer

Drawings amd Mapse Original drawings and maps which have not filmed in

an acceptable manner,

vol. mivimal cpmsistiig mosH lder drawings whd,
(because of aqe,’m, wea t dmo +e‘1c\gfcoould ot e Filmed

properiy. Ateumulaton will cease once all Adrawings are
o PERMANENT, Offer to NARS,when no longer needed or when 20 years old, filmed coon
with reloded  1ackeq tec cveaton),

whichever 1s earlier. N .
¢ Arc numertaally by symbols which wd)cote Froject or ACHWHU
preparing of—'iice, omd dm,wing‘s sertal mvmber
Drawings and Maps which have been filmed acceptably but which must be
retained pending preparation of "as built" or other final versions
o USE Retemtion and Disposition Instruction 503 abovee
Sketches and other preliminary versions of drawings and mapse

¢ Destroy when final version is prepared or when 3 years old, whichever

is sooners
Abandoned Projects or works, drawings and maps related to.

o Destyoy after f£ilming,


http:ci.~IK.tj
http:bt'l'CU).se

Retention and Disposition Instructions
BUREAU OF RECLAMATION

503-6

NS aremee
7&% ?/,zoz/ 77

S 503=7
Torome
Yoo/ 7 7

503-8
503-9
503-10

503-11

503-12

DESIGN, CONSTRUCTION, OPERATION AND MATNTENANCE RECORDS
Drawings and Maps, contimed:

Postponed projects or works; drawings and maps of activities for which

construction is delayede

« Transfer to Federai Archives amd Records Centerj withdraw when the

project or work is reactivated or destroy if officially abandoneds

Artist conceptions and other original artworike.

a) Original artwork and original micro or color f£ilm thereof,
with rladed indey
« PERMANENT, Offer to MARSl\when no longer needed for reference or
( Ber. numecicall bw 93mbol$ ek eedin
Project or Activily, prepociiy OFFicg
b) A1l other copies: Omet "\"‘\‘—U“"ﬁ'ﬁ serial humbcra

when 20 years old, whichever is earlier,
J

o Destroy when no longer needed for reference or display purposese

Lista; bar and bar cutting lists, cable and cable reel allocation lists,

reinforcements lists, bills of material and other similar datae

« Destroy after filminge

Schedules; construction programming and materials utilizatione

o Destroy on settlement of related construction or supply conmtracte

Schematic-Diagrammatle drawings of electrical, wiring, switching and
other installationse

[}

e Destroy when no longer needed for updating or revising,

Design standards or typical design drawingse
« Destroy when superseded or obsolete,

Tllustrations; charts, graphs, statistical arrangements and similar
drawings used in reports and other publications,

+ Destroy when superseded or obaoletee



Retention and Disposition Instructions
BUREAU OF RECLAMATION

503-13

503-1L

503-15

503-16

503-17

503-18

50k

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
Drawings and Maps, contirmued:

Design references and marked primts of drawingse
o Destroy when no longer needed for reference or on completion of related

construction,

Mamfacturer Drawings.

« Destroy after filming.

Other agency drawingse
e Destroy after filming,

Location mapse.

o Destroy when superseded, obsolste or fllmede

Floor plans, cffice arrangements, wall hangings auch as large nylon maps,
and other oversize drawings such as prepared for preliminary plans for

relocation of railrvads, highways amd other featurese

« Deatroy when 5 years old,e

Drawings, designs, maps ard similar material prepareé during research or

other work performed for other agencies including foreign goverrmentse

e Transfer to the agency or foreign govermment on complebion of the work,

regsearch or project for which prepareds

Construction Materials, Correspondence generated during the investigation

of earth, grazel and rock for construction use. Including such subjects
as acchss, quantity and quality of material available, proximity of borrow

area to construction site, reports of investigations, production and use
e cords
records, test reports, and other similar materials, ( f\’:/a WA”” v ,‘”}“"9”4 S/;g,
S u.Pp/ MW
I
e Destroy 3 years after completion of work under the related constmction

contracte


http:RECOF.DS

Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESTGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS, continued:

505 Reserved

506 Inspections Recordse Correspondence generated in accomplisiment of periodic

examinations of features and structures for safety, efficiency of operation,
damages, ami for rehabilitation and betterment purposes. Include correspond=-

ence regarding the methods for performing inspections such as by use of

scuba divers, helicopters and other meanse (h)f mﬂ—('//l«//té reaa&:—é/e re 00/79{5
/‘e/afé&é o /s {'/éwt/ Ssee

o Destroy when 3 years olde Soff/%“?‘%

506~1 Inspection Reports

e Destroy when 5 years olde

S506=2 Reviews of maintenance reportse

a) Engineering and Regsearch Cenmter. Destroy when 10 years olde
b) Regiomal Office of Record. Destroy 1 year beyond life of structurese

¢) All other offices. Desiroy when superseded or obsolete.

507 Relocations. Correspomdence regarding the general procedures and legal
requirements involved in movement oF natural or manmads features, structures,
or systems (railroad, road, canal) away from Reclamation construction

activity or areas subject to imundation.
o Destroy when 6 years olde

e« Specific relocation case files; USE Retention and Disposition Instruction

330 or 780, whichever is most appropriates



Retention and Disposition Instructions
BUREAU OF RECLAMATION

GN, CONSTRUCTION, OPERATION MATNTENANGC RECORDS, continueds:

:AGDESA}.,,,-,.L ran’l;rll»-,/t) a ,i_fg fe,m_fwg/ > ,’1@;«;«,5 70 \#'7’”; sk
B LA -y A S — J

510 DAMS. Correspondence regarding dams and their appurtenant works such as

spillways, outlet works, diversion tunnels and other features; and

including material related to operation and maintenance of the structures:

a) Dams being constructed, constructed or abandoned:
o Destroy when 10 years olde
b) Dams being planned for construction.
e 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 design and construction of dams and their

For macnme - readable records related s \Fhis ’fm/

see  Svpplemest
Tteme ﬁ@’/o— 17
o Destroy 3 years after issuance of related report.

appurtenant workse (

510-2 Reportas Aee b:j \ocotion . '/lo Cu\—p‘{‘/\.‘(‘,

Archeological investigati fd i . o
*) ‘l:)e%%%%\ oFF?ce. _g:l; 3:\5 9or af?)?gregsﬁ -- PERMANENT, Offer +o NARS Cnearesf—

wial Brohives) whi 10 Years old. R76
D) Pt cther officec-- Des when 10 years oldd. <Csfie) 28
b) Interim reports such as completion of concrete placement or earth linings

and other similar activities; design data in narrative forms; feasibility
designs and estimates; reports of fourdation investigations, urmwatering
and other related matters; interim reports of installations and behavior

of soil=cement sections; unit records of construction and other six.nj.'l.ar . / ey sk N
reportse Cﬁrrwﬁjeo& b\J Fro\)ee,f) dherevnder by struetvre, 72 e /5 ”d"'f
) Regisual office of modoc interest-PERMANENT. 0Offer +o
. "NARS ( rearsest Regwuc_x( ﬁr_t‘_—wv_:’s} whew (0 years old,
il ffices -—- Dest whew 10 years ol
\D- \,p %u\ogsaér needed d For refedene '°A; oc Sseoner
¢) Cost comparisons; construction cost at various sites compared; cost of ﬂ"f a3}73,

one type structure versus another, and other similar matterss

’ .) Destroy when 25 years olde in office of record.a)uestroy when 10
years old at all other locationse



Retention and Disposition Instructions
BUREAU OF RECLAMATION

ZESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
DAMS

510-2  Reports, contimued:

d) Final Construction Reportss

,) PERMANENT, Record copy, office of record; offer to NARS when 25
years olde Ho-50 ew. b;t R e Buw', meiLadte i) e,

3) Destroy when no longer required for reference at all other locationse SW( C

e) Final reports of installations and behavior of soil-cement sections.
9 Destroy when 25 years old, record copy in office of recorde

a; Destroy when no longer required for reference at all other locationse

f£) Technical records of design amd construction,
« USE Retention and Disposition Instructions 180-5
g) Operating instructionse \

e Destroy when superseded or obsoletee -
for paciine- readable recerds  related +o Thewe 510-9, sce

- 2000 S Tesmn i0-a
510~3 B/:l‘mviorn%nstallatio%gﬁand 'gbservrgltiom é’e&ﬁu%i"‘"""" A S ;

a) Correspondence and other material related to the installation of meters
and other instruments at dams to measure earth movement, seepage, stress,
pressure and otker forces affecting the structure and its appurtenant
works.

o Destroy when 10 years olde

b) Observations, periodic or interim reportse

o Destroy when summarized into a final reporte

¢) Observations, final reportse
D _mmﬁemwﬂmmmwwmﬁa
yoars—olde- Office of fecord-- des1rquwhm %—i’rucfure no lonier exists
9) Destroy when no longer required for reference at all other locationse

For mackine -readable vecords related 4o Thewc 5'0-3/
see  Mackine - Readoable Records Surplemeu“‘) Heuc
#sSi6-2 -

10



Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESIGN, CONSTRIICTION, OPERATION AND MAINTENANCE RECORDS
DAMS, continueds

510-h Safety of Dams Recordss T meeline- readable records related Yo Ttenc Sfo- 4,

see Meclane- Readabl e Recorels Suyplemw(-}l‘few A si0-Y
a) Correspondence generated in preparation, distribution, and updating

Standard Operating Procedures for dams and their appurtenant works
by Bureau of Reclamation, Corps of Engineers or other agenciess
e Destroy when 5 years olde
b) Directories of Operating Officialse
o Destroy when superseded or obsolete,
¢) Standing Operating Instructionse
o i e b et eaed, do TAems S Hhrugh ”S’ 7 /5" &’)
s11 Reservoir Management Racordse Correspondence regarding management of 11.5(;/35 Asl 2

space in reservoirs. Subjects include means to provide storage space for "”’ 1)
flood control, transport of non-Project water or water for municipal or f Sh- '—{)
industrial use, maintaining pools of water for recreational purposes and

conser¥ation use; regulating releases of water; water ownership, replace=

ment accounting, backwater and tailwater studies, envirommental effects

of reservoir fluctuation, preparation of storage regulations and other

similar matterse

« Destroy when 10 years olde

Sll-1 Reservoir Operations Records, TForms, logs, zraphs and other similar material

recording reservoir operations on a regular basisj daily or other period.
Include recordings of inflows, releases, elevations, irrigation deliveries of

water and other similar operational dataes

a) Data later summarized into the Project Historye
o Destroy when related Project History is receivede

b) Data summarized into Anmal Operating Planse

¢ Destroy wh elated Anmual Operati: lan celivede
H 5|D‘5. DMSISEM‘}LL&:;FL Etsﬁmn:&a?}i—m;tef ;{a.cis?hx:fW]e @Com‘s Surf,meu‘f/
Ttrew A SIO-S. (
hSlo-6., Daws , Site Seleetion Qe,cowtssme -~ see Ma»&ine-ﬂzapla,él@ e cords
SUPP|QM&6«,+/ Them A Sio-6, )
R S16-7, Dams, Strvctvral  Aualysic Fmgmmtﬁ .- see Mochine - feadladle.
Records  Supplement, Tteme A S10-7,
A 510-% . Dowms, T&g\\aiﬁ_ m-'se& Maeline - (\)eazﬁﬂble 2 corels SUPPIQMC{‘}
Tiew A Slo—gi
A §10-9. Dawms, Node ancdl, Elemedt Dota -~ see Mact“"‘"‘“

iAo = SN SRy

eadable Kecord s SUf?law:aT) Ttrewe A S10-9
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
Reservoir QOperations Records, contimueds

511-2 Correspondence and other material required to prepare statistical amd
narrative portions of reports summarizing water operations for an

irrigation season and predicting operations for a coming season, and

as required to print and distribute the operations plans and reportse °
P
e Destroy when 3 years olde &d “p[e
g he!
S11=3 Operating Plans; anmial or other issuese. )e[’/

a) Record copy, Regiomal office of origina  CArTA ekrw\wj uccvubo A F*/ qr.,
% Bureas - w de
o PERMANENT, Offer to NARS when 25 years olde
b) Record copy, operating office affectaie
+ Destroy when 10 years olde

¢) All other copies,

e Destroy when 3 years olde

511-ly Inflow Design Studies and related correspondence.

a) Record copy, Regional office of record.

o Destroy 1l year beyond life of related struciures
b) All other copies.

estroy when 10 years
Asll-5, Swmll reserveolr G.zmg nmgvfod'w.\s cee Mackine - Reﬂda,ble Recon:ls
AsN-6, Flows v dversious a\a&a/ SUPP\CMW+ Items R Sl-S

A Sli- -1, .Irr\\ﬁ &ﬁﬂ %iﬁﬁ”ﬁﬁ Aes |
520 T lo espon:ience con erm.ng cbr] ‘ -7

laterals, tunnels or other water carrying or distribution systems and

tks devices or structures installed to measure and control the flow

of water through such systemse

o Destroy whem 10 years olde

A 51, Ptvwwa\ Op_rcd'\vt_c] Processm[, Pims Dota --
See Maeline - Readable ?ecorzis Surrle mem+
Trem &I,

12

 Yhes are printed at GPo
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
WATER DISTRIBUTION SYSTEM RECORDS, continued:

520-1  Reports:

a) Correspondence and 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, feasibility designs and estimates and other

similar matterse

o Destroy 3 years after completion of related constructione

b) Final feature or construction reportss Y

1) Record copy, Regional Office of Record--PERMANENT. Offer to NARS when 25 yearsiold.
\ess thom G fyre, o‘w,?w\ciuxﬂ on Wow A Cumwﬁx,s‘/“rvav\e'w‘/ 8 YORICThr g‘ﬁ‘ﬁ’»‘i&& \.-.".,\.U.:.,Q

veae”
2) All other topies--Destroy in agency when no longer needed for referance.

- ¢) Designers Operating Criter;u
« Destroy when superseded or obsoletes

/
R Sa0-a.

520-2 Technical Chservationse FO:‘ macline - readable recerds related 4o Has fewm
sce Mockine-Readable Records Svpplement, Ttewm
a) Correspondence and other material collecting, transmitting or
summarizing observations of erosion, sedimentation, losses of water,

and other factors affecting the efficiency or operation of water

distribution systemse

o Destroy when 5 years olde

b) Interim or periodic reports of observations,
« Destroy on receipt of final reporte

¢) Final reportse

« Destroy whemn 10 years old,


http:c......lM

Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
WATER DISTRIBUTION SISTEMS, contirmued:

5 For machine -readable records related. 4o “Has
520-3 Earthwork Computation. nenine— Boodoble. Rocond =P 1l+l+wj

a) Marual and data processed computations of borrow area use, centerline N Sao-3.

determinations, concrete or earth quantities, cross-sectioning, profiles
and controls, gradeline, station placement, prism and other simjilar

date generated during construction of water distribution systemse.

o Destroy 3 years after settlement of related construction comtracte

M— b) Data processing input, programming forms or books and storage media
32%
such as punch cards, tapes, discs, etceo W
Tl

o -Destroy-when-t-yearoldy See SUFplemw'l'Lcover(wj
machive- read able records

ﬁ' ._5&0—/} _D/verslbn S Aec[u/es - /urmaucfs —_ See Machme/ ﬂaoea.}‘}e &‘CO;’(/‘[S SUPP/W

530 DRAINAGE Correspondence and other material regarding seepage at Project fem A s &O—L/
lands, features and structures, and the methods by which those conditions

are alleviated or eliminated.
e Destroy when 10 years olde

530-1 Correspordence and technical data accumulated during observations of seep

conditionse.

o Destroy 3 years after summary or final report is received,
A §30-/, Draitrage arcas--dafo procesrecl- applications - - sec /‘/acﬁr‘ne-/@u{d/e

§30-2 ﬁt’COPJS Sgép/eweuf Ttetse ] SZo-/,

a) Record copy, Regional office of record. Destroy when 25 years olde

b) All other copies, Destroy when 10 years olde

A s30-3. Evapo Franspiration from Arainage --see
Maahme- foadable /@carols Su/o,o/ﬁmen?‘/
Ttem A 530-3
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

S4o

Sho-l

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCLE RECORDS, contirmeds

PUMPING PLANTS Correspondence generated during the construction of pump
plants, installation of equipment, and as required to administer the
operation and maintenance of the plamt (office hours, shifts, inspection

patterns, scheduling of maintenance work, etce).

o Destroy when 10 years olde

Final Constrvetion
Reports:

a) Correspordence and technical data required to assemble, print and

distributes Destroy when 3 years oldo

b) Reports of completion of major pumping facilities such as Granby
Pumping Plant, Mount Elbert Pump and Powerplant and other similar
structuress

} Record copy, Regional office of records PERMANENT Offer to

NARS when 25 years olde | cw Bt owow iw oqeme ; %eariq vncrease wmuch less

%L\M ’CD\H

.Q) All other copies. Destroy when no longer required for reference. T any

¢) Reports of completion of minor pumping facilitiess

s Destroy when no longer required for reference,

A SHo- 1. ping Plewt-  Cost ESF,‘ma}m'?-'gee Machine -/ﬂ,&o&é/e A%CO/V[I

sho-2

5403

Pum— n s
S emen Tlew A cdo-/
Reporgf /gf campardive costs and deg.gns, operating instructions and.

other similar matters together with related correspondences.

e Destroy when no longer needed for reference or when superseded or

obsoletee

Pump Installation and Operating Records. Form and narrative operating

reports such as pump-generating economics, technical calculations and

computations, pump acceptance test records, operating instructions and

similar matterse

2) At the plant or office of record. Destroy when the pump is no longer
in Reclamation possessione

b) All other copies. Destroy when 10 years olde

15



Retention and Disposition Instructions
BUREAU OF RECIAMATION

DESIGN, CONSTRUCTION, GPERATION AND MAINTENANCE RECORDS
PUMPING PLANTS RECORDS, contirmed:

Sho-li  Operating Reports, including charts, logs, forms and other medie reco:ding >

day-tow-dgy or periodic functions, maintenance, inspections, amd other
operations of the plant, its equipment, and the power available and used

to accomplish pumping,

« Destroy when 5 years olde

Sho~5 Rydrologic Reports, including charts, logs, graphs, forms and other media

recording water elevations, discharges, and other uses associated with

pumping plant operationse

o Destroy when summarized in related Project History or when 5 years old,

whichever is soonere

550 RIVER MANAGFMENT Correspondence and other material regarding management

of water release or withdrawal from riversj predicting flows, determining
and correcting causes of flow depletions, studies of the effects of

regulating flows and other similar matterse
¢ Destroy when 10 years olde

550=1 Streamgaging Stations and Equipment Correspondence regarding the establish-

ment or location of streamgaging stations and equipment and operation and

d
maintenance of thestation amd measuring devicess [ Foc?a're é adab/é fCC’SC":eS
Machine - Readable /?eoords
¢ Destroy when 10 yaars olde 5‘//’/’}‘3”‘&“ {~/ Ttem A 5SO- Ij

550=2 Cooperative Measurement of Streamflows Cooperative agreements and related

aorrespondence concerning participation in multi-agency programs for the

measurement of streamflows and other related purposese

¢« Destroy 1 year after termination of agreement,

A 550-2. /%rtczsf-iqj Warer _fuze/;es -— See Macﬂiye~/@a/4£/g

SO~ L.
Record s 50/7P/ewtm1f‘/ Ltemr A s



Retention and Disposition Instructions
BUREAU OF RECLAMATION

550~3

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
RIVER MANAGEMENT, contimued:

Reports——General Correspondence and other material accumulated in the

preparation, printing and distribution of reports of stream measuring
statisticsy water supply outlooks or situatioms, forecasts of water
supplies, and other similar matters,

+« Destroy when 3 years olde

P 550-3 . Operatiods Stvdies--see /(aabw-/fu__;:&f Lle /Etwm/s .);/pf/e’lﬂﬂffﬁ')

550-; Water Supply Report, Bureau of Reclamation:

SST-3;

a) October 31 issue, summarizing the irrigation yeare
e Record copy at the Engineering and Research Center. PERMANENT
Offer to NARS when 25 years olde - 2 'm,/ Yr, ( 3 cuw. F

hew Yn Rvureacw L()

( Arr chromelo 41 All
e All other offices., Destroy when 5 years olde

b) All other issues:

« Destroy on receipt of Octobef 31 issue.

A 850-%  Rou-ofFf Kecords-- see Ao chine- fpadable £ cords fufp/fmfuf,

550-5

B 550-8. Streamflows - - sec Machine - Feadable /éca’m/s quf/eme/q(

550-6

Water Supply Reports, other than Bureau of Reclamtion, Lfémt /A SSO0-4

o Destroy when no longer required for reference,

Recorded Data, including forms, charts, graphs and other records of ooy A 5'3-0—5-/

stream measurement, dally gage and river height, discharges and their
hydraulic characteristics, rating curves and tables, and other

similar matterse

+ Destroy when 5 years olde

17



Retention and Disposition Imstructions
BUREAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS

560 RECORDS RELATING TO INCIDENTAL PHYSICAL FEATURES

General Correspondence concerning structures or facilities at Reclamation

works which serve purposes other than storage and distribution of water
for irrigation purposess Subjects include relocation of transportation
systems at or near Bureau works; provision of water supplies for use in
domestic, industrial, or sanitary systems; studies of floods; conserva=-
tion of fish and wildlife at Bureau works; construction of visitor
facilities; installation and operation of communications systems;
maintenance of navigability of rivers at Burecau works; reconstruction

of river banks; and similar matterse
o Destroy when 10 years olde

560=1 TFinal construction reports for all incidental features, and related data

and correspondences

a) Correspondence and technical data required to assemble, print, and
distribute reportse

e Destroy when 3 years olde

b) Final Report:

1) Regional office most affectedy.record.copy related to majer-types——

of~ghructunres—orfeatunes RRMANERN Offer—te—-NARS-whe B

oldy b{y\w e oqemy th;u. no (Mer

re%u\m for refeprence. RT8 3
2) All other copies of reports regarding major structures or features ‘/ “’

and ineluding all copies of reports regarding minor features or

structuress Destroy when no more than 10 years olde

18



Retention and Disposition Instructions
BUREAU OF RECLAMATION

5602

5603

560-l

560-5

DESIGN, CONSTRUCTION, OPERATION AND MATNTENANCE RECORDS
INCIDENTAL PHYSICAL FEATURE RECORDS, contimed:

Agreements, and related correspondences

a) Relocations involving land and rights-of-way acquisitions.

e USE Retention and Disposition Instructions 780-2

b) Relocations involving construction and supply services.

e USE Retemtion and Disposition Instructions 330.

¢) Transfers of completed transportation systems (hii}}ays and roads) to
Federal or State agencies or providing "extraordinary maintenance®
of the system for extended periods of times

o Destroy upon termination of agreement.

d) Providing for water storage and transport through Reclamation facilit-
ies.

¢ Destroy 1 year after termination of agreemente

@) Cooperative in nature and providing for management of wildlife resources,

servicing sanctvaries, and similar purposese
« Destroy 3 years after termination of agreemente

f) Providing food services at visitor facilities.,

e Destroy 2 years after termination of arreement,

Flood Control Regulations created by the Bureau and other agencies together

with related correspondence,

« Destroy when superseded or obsoletes

Flood Reports created by the Bureau or other agenciese

e« Destroy when no longer needed for reference,

Domestic and industrial water supply investigations reports and related

correspondence,

e Destroy when 10 years olde



Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
INCIDENTAL PHYSICAL FEATURE RECORDS, comtimmeds

S60-6 Conservation Studies, originated by the Bureau, the Fish and Wildlife Service,

and other conservation groupse
a) Regional office most concerned, record copys
« Destroy when the study is incorporated into a Definite Plan or other

Report, or when 10 years old, whichever is soonere

b) All other copies

o Destroy when S years olde /é .L E 5.
3- scipad + Tadvsteind it lies -—— See Machine Readn le Kecords Uffleme»r%
B 563-/ Mun cipal + mdv water suppli e 5 S63— /. )
570 CAMPS AND HEADQUARTERS RECORDS

Qeneral Correspondence related to providing and maintaining office,

storage, housing and service facilities at construction areas and

other temporary locationse

o Destroy when 10 years old or 1 year after cemp or headquarters

area is discontimied, whichever 1s sooners

570~ Final Construction Reports

e Destroy when no longer required for reference,

570=-2 Gorrespordence and other records related to the layout, construction, and

maintenance of facilities at a camp which becomes an independent towne

a) Survey books, plats and other records of land location and layout.
+ DBispese-when—no—longer—required—for—refeeences—
.D'lsFoSe of accorctnj o Tteue Tio-1 o,
b) All other records.

e Transfer to governing bedy of town withain one year of transer of

sitee

570=3 Correspondence relating to provision of educational facilities and services,

housing rentals, and concessionse

e Destroy 1 year after facilities and services are no longer administered

by the Bureau.



Retention and Disposition Instructions
BUREAU OF RECLAMATION

570-4

570-5

580

580-1

580-2

580-3

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
CAMPS AND HEADQUARTERS RECORDS, contimmed:

Agreements, including lease or purchase of housing and concesslon space,
e Destroy 2 years after termination or transfer of administration

to a city amthority.

Inquiries about availability of housing and concession privileges;
including unsuccessful bids from concessionaires.

e Destroy when 2 years olde.

SOIL AND MOISTURE CONSERVATION RECORDS

General Correspondence Files Correspondence and technical material

promoting or reporting on actual practice of soil and moisture
conservation techniques such as reducing or comtrolling erosion by
means such as vegetation control, range rehabilitation, improved

methods of irrigation and similar matterse
o Destroy when 5 years old,

Anmial or other periodic reports of progress:
a) Record copy, Regional office of record.

o Destroy when 5 years old.
b) All other copies.

e Destroy when 2 years olde

Work papers, computations, program schedules and other material accumi~
lated and used in preparation of anmual or other periodic progress
reports.

. Destroy 6 months after report is issuede

Cooperative Agreements, watershed management and other similar purposes;
reports of findings; and all related correspondence.

e Destroy 3 years after terminatione


http:terminatl.on

Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS, contirueds

590 REPORTS Reports concerning Reclamation projects, divisions and units or
activities as an entirety; ranging from investigations or preliminary
project plans through the definite plan, concluding or wrap-up typese (mfﬂ b'rLJ Pe c‘jld',‘w'e“"’“dff
cheovc \og?culhj
a) Record copy, Regional office of record.
« PERMANENT A/Offer to NARS when 25 years old, p
S - cew FH. wr. Aepond on 5)41,{-(/: of Conshree onNn
b) ALl other copiess / 7 7 7

o Destroy when no longer required for reference.

590=1 Makeup and distribution; corresporndence and other material required in
preparation, printing, binding and distribution of reports.

e Destroy when 2 years old,.

590~2 Corments and reviews of Reclamation Reports
a) Regional office of record
« Destroy when 25 years olde.
b) A1l other offices,

e« Destroy when 10 years olde

590=3 Supporting material; correspondence and technical data accumlated during
preparation of reports,

e Destroy 3 years after issuance of related reporte

590~k Progress reports; perlodic and concerning construction, operation and
main‘enance of Reclamation activities; such asthe I=29 Construction

Progress Report, summaries of operation and maintenance, and similar,

e Destroy when 3 years olde

22
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Retenlion and Disposition Ir  actions .
BUREAU OF RECLAMAYION :

600

600-1

6C0-2

600-3

600~

POVER RECORDS

General Correspondence Files. Correspondence of a facilative ard adminis-

trative nature and related to Reclamationts goneral pover function, its
development and programs, and including information relzted to power pro-

grams or devclopments of other entities both public amd privates

o Destroy when 5 years olde

Power Development Study Correspomdences Correspondence and cther material

accumtlaled in the preparation of feasibility and cost studies for develop-
ment of a particular power generating syslem, or from
a parlicular scurce of energy (such as hydro-goneraied, pumped sterage,

solar energy and others)e

o Destroy when final or summary report is reeceived or when 10 years oldg

whichever is soonere

Power Development Reports, swmary or finale

a) Record copy, office of origin---Destroy when 10 years olds

b) All other ccpies~—-Destrcy when 3 years olde

Power Statisticse Periodic lislings of powerplanis, lines and other

features includ:ng Federal Power Cormission ycarbooks and the "PLS"

listings of Reclamation,

« Destroy when supcrseded, obsolete, or when 2 years old, vhichever is

S500nNeETre

Power Interference Reportse

a) Reports of intorferences, related corrrspondcnce and clearance procedures,

not supperting a litigation~--Destroy when 3 years olde

b) Reports and related correspondence » Supporting a litipalion---USE

Retention and Disposition Instructicn 130=5,

600 Pao 1
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Rotention and Dispousation Ir  actions
BURLAU OF HECLAMNATION

4 600-5

%

610

620

POWER RECORDS, conlinuecd:

Headwater Benefits Filess  Corresvondence and other material regarding the paymeni

to Reclamution for downsiream use of impounded wailcre

Commissioner's Office and Regional Office of Record--Destroy in

a.
agency R5 years after close of case.

b. All other offices--Destroy in agency 10 years after close of case,

Reserved

POWER SYSTEM STUDIES FIIESe Corrcspondence and technical data related to studies

of power iransmission and reserve rcnuirements inciuding interconnected systems,
power pooling, power flows, voltage levels; stabilibty losses, loads and other
factorse Include computations by dala processing, by netlwork analysis, use of

calculating boards, and correspondence or particirztion in committee worke

o These records will be transferred to and scheduled by the newly formed

Department of Energye

620~1.  Power System Reportse Final or surmary reports and including similar reports

4 This retention™d

as related to interconnected power systemse

These records will be transferred to and scheduled by the newly formed

©

Department of Encrgye

agtruction was occacioned by a precedent~setiing litigatio
Reclamation and the T na Power Company conpensating Reclamation Che release
of impounded water at CanyoimEcrry Dam for use by the Power
power at 5 power facilities dovmsSTrex :
and the corpensation were delerminede

i¢ records are in chronological O within the folder.

The volume is abouw inchese

e of its precedentesetling implications; ilhe retention value was sct as
PURMANENT

600 Pare 2
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Relention and Disposition Tr” ~uclions

RUZEAU OF RECLAMATION

620-2

630-1

630-2

630-3

630-L

Power System Studies Files, continued:

Pool Account Sheetse Sheebts mainlained at Power Operation offices and used to

account. for interconnected power distiributione
o These records will be iransferred to and scheduled by the newly formed

Department of Energye

“oen

SALE OF POWER FILESo Correspordence regarding sale of power, including the
use of preference and allocation systems, and intcrpretations of legislation
or other regulation governing Reclamation power sales,

+ These rccords will be transferred to and scheduled by the newly formed
For marda ne-re;ufn}-‘& reaords rel ated. 4o s ]kw/
See SU?P\MMJ

Ttem A ©30

Contract Format Correspordencee Correspondence eslablishing or commenting on

Department of Energye

the general. form and content of power sale agrecmentse
e These rccords will be transferred to and scheduled by the newly formed

Department of Energye

Sale fAgreementse Sales of power produced or marketcd by Reclamatlion together

with all relatled correspondence, including negotiationse
o These records will be transferred to and scheduled by the newly formed

Department of Energye

Sale Negotiationse Corresworndence related to ncgotistions which do not result

in a sale agreemento
o These records will be transferred to and scheduled by the newly formed

Department of Ingrgye

Mlotmentse Corr .spondence reparding the use of allotmenls for the salc or
distribution of energy, subjccls include applicatlion procedures, allotment
determinations and sinilar matterse

e« These rccords will be transferred to and scheduled Ly the newly formed

Department of Energye

600 Parc 3


http:LncIuda.ng

Retention and Disposilion In «clions
BUREAL OF TCLALATION

€30-5

630-6

630-7

630-€

630-9

SALE OF POUER FILES, contimicds

Power Market Siudies Correspondences Correspondence and data generated in studies

of areas rcjuiring energy supplies and consiaderations of cost and demand; power
requirermcnts or wmarkeils for specific purposes (such as defense activities) and

obther saimilar matterse

a) Record copies will be iransferred to and scheduled by ithc newly formed
Department of Znergy.

b) Reference copies~-~Destroy when 10 years olde

Final or surmary reports of Power Uarket Studicse

a) TRecord copies will be tronsferred to and scheduled Ly the newly formed
Deparitment of Bnergye

b) Reference copiros——-Destroy when 10 years olde

Rate Studieso Correspondence and data generated in determining rates to be charged
for energy produced at Reclamation facilities and inciuvding copies of rate
schedulese

a) Record copies will be iransferrcd Lo anl scheduled by the newly formed

Departmenl of Encrgye

b) Refcrence copies——Deslroy when 3 years olde

Pover Repayment Studies Filese

a) Correspordence and data (manual or data processed) generated in preparation
of the "Powvcr Pepayment Study.'s-off2ce of record-~-Deosiroy when 10 years oldae

b) Power Repayment Siudy, record copy, of fice of record--—-PLRIANENTe Offer to
NARS vhen 25 years Oldo(qufa/ﬂ ged. 0/]/1}120/07)(‘4//7), J to o2 in / yr

¢) Correspondence and Sludy in all other oifices——Destroy when 3 years olde

Customer Recordse Corresporxlence and sististical data penerated in billing of

power cuslomers, including weber rcadings or taves, demand charts and obher
recorded power use, and memorandun copics of billing stalementoe
o These records will be tranzferred to and scheduled by the newly formed

Departuent of Dnghrye

600 Pazc i
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Retention and Disnosation Ir. .uctions
BUREAU O RECLAMATION

SALE OF POVISR P'TILRS, continucds

630-10 Marketing Arrangement Rgcordse

a) Corrcspondence and other meterial related to the sale of Reclamation generated
povier by another agency such as ilhc Department of Encrgye
1) Regional office of record---Destroy when 10 years olde

2) All other offices~—-Destroy when 3 years olde

b) Correspondence and other material related to agrecments for marketing of
Reclamation~-gencrated cnergy and transfers of rights-of-way when required

for transmdission of energy---Destroy 1 year after termination of agreementeo

A 634, Power Billig omd Custwmer Statemerts—— See Uoehine Readable Records SUFP\uueﬁ‘)

64,0 Reserved Tfem A 3l

650 POWER SYSTEMS, RECORDS OF. Correspondence related to the design, consiructlion

and operations of power systems from the pomerplanl to the switchyard, the features
and facilities required, thc feasability of the system, considerations of remote
operation and other similar matterse

a) Regronal office of record---Destroy when 10 years olde

b) All other offices-—~Destroy when 3 years olde

650-1. Powerplants, Records of Uesign and Construction.

a) Correspondience and other material regarding the design, construciion,
operation and maintenance of powerplanils, including matters of admimslering
the facility, converting operations to remote controls, and othcr sinilar
matters,

« Destroy when 5 years olde

b) Records related to the installaiion and localion of powsrplant equipment such
as generators, turbines, pumps, cranes, holsts, meters and other instruments
and ancluding maintenance and mamifacturer insiruction books, diagrams and
drawingse.

¢ Destroy when related cquipment is disposede
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Retenlion qnd Daisposition Tn. .ructions
BURNAU OF RECLAMATION

Powerplants, Records of Design and Construcilion, continueds

650-1 ¢) Correspondence and data generated in preparatlon of reports of results of
foundation investigations, peolopical investigations, tailrace (water
elevation related to heipght of structure) and other matlers of design
and consttuction of powerpluntse

o Destroy on receipt of report for which data is collectede

d) Final construct:ion and feature reports; narrative data on construction
with prinls of periinent engineerang drowings and designs.
1) Record copy, Regional office of record---PERIAWENT, Offer to NARS
when 25 yecars olde [/fmuu/eoé 57 neme ﬂpf/ﬂ/mﬁ)' [ - R . when issvedd
(rarely 7ssue:()
2) A1l other offices---Destroy when no longer needed as reference,
e) Design Data; narrative and graphic forms.

¢ Destroy on completion of constructiomn.

£) Designers Operating Critera

e Destroy when superseded.

g) Envirormental Statements-—-USE Retention and Disposition Insiruction 120-3,
120-~); or 120-5, whichever is applicables

650-2 Transmission System Pecords.

a) Correspondence and othcr material regarding design, construc ion, and
maintenance of overhead and buried tronsmission lines ard related equipment
such as dinsulators, conductors, etc,

o These rccords will be transferrcd to and scheduled by the newly formed
Department of Energye

b) Maintenance and Inspection records, Envirommental Statemenls and other
related materialse
o These records will be transferred to and scheduled by the newly formed

Department of Engrgye
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Rebention and Disposition I. .uctions
BURKAU OF RECLAMATTON

650-3

650-1

660

660~1

POWER SYSTEMS, Records of, conlinucd:

Switchyards Records.

4) Correspondence regarding design, construction, operation and maintenance

of switchyards and attendent equipment. ’

e Destroy when 10 years olde
b) Relsy data shcets, maintenance and installation reportse

¢ RSt S S Srrein o A s O V)
c) Failt current data (hand or compuler proccssed) Them A 323

o Destroy as superseded.

Substations Recordse. Correspondence regarding design, construction operaticn

and maintenance of subslations and attendent equipment; including relay data
sheets, fault current data, and maintenance and instzllation reports.
e These records will be transferred to and scheduled by the newly formed

Department of Energye

POWER MATNTENANCE PROCEDURE FiLES, Correspondence or directives establishing

maintenance procecdures for powsr operations and for power equipment, features
or facilities such as type and frequency of inspections or tesis, scheduling

repair and maintenance acltivities, and also including maaintenancc requirements
of regulatory agencies such as Department of Energy or as requirced for safety

PuUrposese

o Destroy when the procedure is no longer operativee

Interim Maintenance Raportss Daily, weekly cr monthly reports of maintenance

program administravion and ulilizing forms or narratives such as the publication,

Jorthwest Powcr Pool Motese!®

o Destroy when 3 months olde

600 Page 7
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Retention and Dasposilion I suctions
BURFAU OF RUCLAMATION

6602

6603,

660-L

POWER MAINTENANCE PROCLDURES FILES, continued:

Service Interruptions Reports. Reports of outages, power load sheddings and

other causes of power service interruption tojether with analysis of the
cause and other related corrcspondencee
a) Equipment Trouble Reports (Form PCiM-12L or equivalent)
o Destroy when related equipment is disposcde
b) Operating Error Reports (Form POM~1T7L or cquivalent)
o Destroy when 10 years old in Regional office of record and when
3 years o0ld at a2ll other locationse
¢) All other reports.

e Deslroy when 5 years olde

Recording Instrument Readingse Graphic and graphic-line charts, oscillograms

and oilher readings from instruments and meters al the power facility.

o Destroy when 2 years olde

Operaling Iogs. Forms and instrument readangs of water elevations, tempera-

tures, and other factors affecting plant operations including data logger sheets

and supporting datae

a) Ceniral Station Log Book---Destroy when plant is retirede

b) Hourly rcadings, logs or operating reports---Destroy 1 monlh after.data is
transferred to Central Station Log Booke

¢) Dalily recadings of generation and hydraulic data=---Destroy 3 months after data
is transferred to Central Station Log Booke

d) Weekly sumaries of meter and instrument rcadings-——-Destroy when 3 months olde

e) Monthly summaries of moter and insirument readings---Destroy when 1 year olde

£) A1l other readings includinz data logser sheets=—-Destroy when appropriate data
is transferred to Central Station Log Book or when 5 years old, whichever is

SOCNET o

600 TPage 8
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Tietention and Dinposition T0° *ructions

TUREAU OF PLCLAATION »

660-5

660-6

POWER IAINTENAMNCE PROCEDURES FILE3S, contimied:

Station logse Summaries of gencration and plsnl maintenance and safety precaulzons

including those rclated lo plants operatled autematically or bty renobe controle

a) Oscillograms-—Destroy when 3 years olde

b) Statements of genwration by individual generators, distributions of encrgy to
pups amd similar reporis---Destroy when 1 month olde

¢) Recerds of equipment out of cervice or being repaircd---Destroy when 3 years
olde

&) Performance curves for turbines and generators, togeilher with all related
correspondences
1) Regional office of record---Destroy when the turbine or generator is no

longer in Burcau possessione

2) All other offices---Destroy when 3 years olde

e) Hourly cr other pericd curves such as for load durations, integraied opera-
tions, generation sintistics, noling rlant efficiency and other sirmiler

information——Destroy when 3 years olde

‘quirment Hlstories and Test Reportse Forms and narrative reporuvs of use, rain-

tenance and efficiency, such ass

e Tests of oils, insulation materials, meters and inulrumenis.

o Relay bests of differeniials, distance, overcurrenls and cther similar matlers.

¢ Inspections of circuilt breakers, governors, pumrs, turbaines, motors,ﬁgenerators
and similar equipmente.

« Records of repairs, overhauls, painting:, cleaning and olher sirilar maillers,

« Destroy when 3 years old,

a) Beltery Cell Readings~—-Destroy all but a current and one preceeding report.
b) Bushing Pover Facicr Test Peports——Destroy all but a current and one prececeding
reporte

¢) High-Voltage DC Tnsulalion Test Reporly-—~Destroy when 6 years olde

600 Page §
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Retenlion and Dispositior. wstructions -
BURFAU O} RECLARMATTON

POWER MATHTENANCE PROCEDURES FILES, continucds:

660=7 System Safcty Proceduress Correspondence regarding the safety precaulions to

be observed al power installations and the use of markers to identify dangerous
areas, conditions or equipment,

« Destroy when superseded or obsoletce

670 DISPATCHING CENTERS. Correspondence and other material regarding design,

.construction, operation and maintenance of dispatching centers for Reclamaticn
purposes (dispatch of waler) or as shared vith Department of Energy in a
combined water-power dispatch system, including forms arnd other records required

to administer the operations of the centere

e« Destroy when 5 years olde

680 Reserved

690 Reports to Regulatory Agencies Filese Correspondence regarding reports on powver

generation, muliispurpose plarib operevions and mrscellaneous revenues from poweor
operattions as reguired by requlatory agencies (Department of Lnergy); i.e.,
format, reporting periods, transmittals of reports, and cther similar mattcrse.

e Destroy when 5 years olde

690-1 Reports to the Federal Power Commission. Copies of YAnmual Report of Power

Operations, period and annual power system statements, monthly ststistics of
generation, reports of anwal dcliveries-sales and income from energy, monthly
rceports (deliveries, income, pover marireting, bistsivaical power sales, data dnd
recapitulatlion of custorier net ballings) and reports of outages al transrission

systemz and substatlions, unit service records and all rclated corresporaences

¢ These records will be transferred o and scheduled by the newly formed

Department of Energye

690-2  Reports to the Dcpartment of Tnergy

e SF=115 Request for Dasposail Authority will be submitted when ihe reports

of DOE are decterminede
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

700

LAND RECORDS FILES T

Land Laws Corresporndence Files, Correspondence and copies of legislation re-

garding land-law and Reclamation land ownership or the multiple use of land

such as in a National Forest, a Wildlife Refuge, a Tilderness Area, or for

other similar use.

&). Destroy when 3 years old,

700~1

700-2

700~

b). Recreational use-—-USE Retention and Disposition In<truction 710-2

Designatisns of Land to Specific Usee Correspondence and formal or infor-

mal agreements committing Reclamation-owned lands to a specific use or a
multiple use; or allowing use by Reclamation of public lands in Natiomal
Forests, National Parks, Wilderness Areas, ard other similar areas.

e« Destroy upon termination of agreement,

Land Use Planse

o USE Retention and Disposition Instruction% 710,

Land Ownership Plat Files. Plats (such as Form 7-15lv) and related aperiure

card and computer indexes recording Reclamation land-ownership by Section,

Q)}(s Tovnship and Range, including records of right-of-way held by Reclamation.

« Destroy when no longer required as reference, or when land is no longer

omned or right-of-way no longer held by Reclamation,

Iand Holdings Files, Correspondence establishing systems for reporting or

inventorying land holdings of Reclamation; and including the inventories or
1istings of land holdings both manual or data processed,

« Destroy when superseded, obsolete or 3 years old, whichever is soonere.
For dispositien of r‘e,\a}eol punch cards, —kuFes, Atses, see e )
suw\m@w[' coverug maophine - readable re,aorp[s) Ttene A 3ax’

700 Page 1



Retention and Disposition Instructions
BUREAU OF RECLAMATION

LAND RECORDS FILES, contimed:

700-5 Land Dispositions Files.

a) Correspondence concerning the 1 ase, sale or rental of Reclamation land

holdings~—Destroy when 3 years olde

b) Lists of land available for lease, sale or rental; inquiries regarding
availability of land and replies thereto; invitations for bid; accepted

and rejected bids or proposals; and other similar matters——-Destroy when
& yearsold, (21‘{’?'/}‘/75’
)

¢) Sale of land transactions; case folders and all related correspondence—— F e Hhaw
D‘Fms&ﬁ?ws Su’)ie'ideu'\ + Suly as, |ﬁ7q/ e moce HarHi0,00D ; ank Frousattioms prics to 3.«\\1 ac, 197y, 0 b 2, N7
wnal Ptu-(, e .

Y
G rs. ofter . -
Q_)T(AMSM}“W substqvent fo ?,ﬁr'ﬂ, \47‘{1 of U 1o, 000 ufc'- |esi;;“_+rams»d.n.\ prict 1o Juigal, 1474, of #a,sm er less,
D 3 dYea Eﬂr 1AL et
d) Reportseégmd d.is‘é:osrai b:,e ease, s&fe, ggﬁ%al a=e for stated periods

of time~--~Destroy when years olde
g k"/a{/7r

710 LAND USE RECORDS.

a) Correspondence regerding reservation and development of Peclamation land
fer civic uses such as a park, playground, school, church or other similar

purpose-—Destroy when 3 years olde

b) Land Use/Development Plans; formal reports of land use resulting from
completion of a Reclamation project and defining the reservation and
plan for development of Reclemation land for civic and recreational

purposes---Destroy when superseded or obsoleteeo

c}) Land Use/Development Plans; supporting corresponcdence and statistical

data—-Destroy upon publication of the final development plane

710=1 Towmsitese Correspondence and other records establishing and administering
S
ﬁlﬁ 'J/"'( tovmsites on Reclamation land includ:ng survey books, plats and other records

of location and layout. ( frramged by project Wherevnder Chlo,thOjlca“q) .
Sfotal veivme Jn A‘?fja{ H %{;’cgff~§f' Aiffle or o' tndrease
o —Iransferrecords—to-the governingax by i
a . Records ofF sites Yhat later evelved 1ats cities, melvdne 'T"aqe,Arnzcna, and.
Boulder City, Nevada _- PERMANEMT, Offer record 'copy te MAES
mwediatly T Reference copres Moy be tramsfecred o ‘the geverning
M%oﬂf‘% SUC(‘éE(Itdfo Eta'i%e[azi’hlk ton L‘WH?FS[&G':)
b, Al other records «- Tramnsfer 4o Yhe qoverniig avthocity svececduig

Reclomat ion a,umersku(;
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Retention and Disposition Tnstructions
BUREAU OF RECLAMATION

710-2

710-3

10-L

LAMD USE RECORDS, contimued:

Recreational Use. Correspondence and other matverial regarding the reservation

and development of recreational areas on Reclamation land, including National
Parks, Forests and Recreation areas, State and local parkse. Also include
surveys of recreation potenuvials and plans for adminisdering such areas while

they remain under the jurisdiction of Reclamations

« Destroy when 10 years old.

Transfer of Recreation Area Administration.

a) Agreements or Concressional documents transferring administration away
from Reclamation permanently, including all related correspondence=-—-

Destroy 3 years after date of transfer.

b) Agreements and related correspondence transferring administration away

from Reclzmation temporarily---Destroy 2 years after terminatione

Facilities and Concessions,

a) Correspondence regarding the development of facilities for camping,
sports, boating, fishing and other activities at recreation areas;
accomodations such as cabins and nminimum facilities; and concerning
pernits or licenses allowing privately-owned concessions in the area
or as required to regulate or control the use of facilities within the

area---~Destroy when 5 years olde

700 Page 3
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

LAYMD USE RECORDS

Facilities and Concessions, contimed:

Concession agreements, permits, licenses and other material allowing private
businesses to operate within 2 Reclamation recreawaion azrea or as issued to
1imit or regulate the use of an areas facilitizs---Destroy 2 years after

terminatione

Unsuccessful applications for operation of concessions, permits, licenses
and including lasts of concessxions granted and other similar material——-

Destroy when 2 years olde

Tourist Accomodatlionse Correspordence and other material as required to manage

tourist traffic, or establish and administer visiting hours, tours, provide for

self-guided tours and to maintain comfort areas, lost and found services and

other similar conveniencese

Destroy when 2 years olde

LANDs WITHDRAWAL AND RESTORATIONS.

710-}
b)
c)
710-5
720
a)
b)
c)
N
™

Correspondence regarding procedures and data required to secure withdrawal
of public land for Reclamation purposes and to restore the land to public
entry when no longer required—- PERMAMENT, Offer 4o MARS )

ofer completien of the withdvewal or restoraticw.
Arr chronclog'(cu\\\é, Co. a_“/\,(r,
Official notice of withdrawal or restoration-—Destroy when no longer needed

for references

Plats defining location and description of land withdrawm or restored with
citation to the withdrawal or restoraztion ortter——Destroy when no longer

needed for referenceo

700 Pzge L
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Retention and Disposition Instructions

— AT skl

BUREAU OF RECLAMATTON

7201

730

730-1

LAND; WITHDRAWALS AND RESTORATIONS, contirmued:

Applications for Land Use Files. Applications and supporting papers received

by the Bureau of Land Management and referred to Reclamation to determine

Reclamationt's interest in the land:

a) Applications involving land in which Reclamation has no interest-——

“Destroy when 1 year olde

b) Applications involving land either withdrawn or being considered for
wiithdrawal for Reclamation purposes in the office most affected-——Destroy

1l year after denial of the application or its terminations

LAND ENTRY AND SETTLEMENT RECOEDSe Correspondence facilitating or adminis-

trating programs which open Reclamation lands (withdrawm from public entry)
to such purposes as settlement, homesteading, stock raising, mineral location
and other use,

« Destroy when 5 years olde

Entry and Settlement Procedures. Correspondence, legislation or other material

comnitting, interpreting or permitting Reclamation to open land for settlement
or other purposes and defining the means by which the entry or settlement wall
[

>
be accomplished (lottery, application, to Veteran's, etce)

- PE——
P

a. - Commissioner's Office--Destroy in agency 25 years after opening of land.

b. All other offices--Destroy in agency 5 years after opening of land.
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Retention and Disposition Instructions
BUFEAU OF RECLAMATION

730-2

730=3

730-4

730-6
iV

LAND ENTRY AND SETTLEMENT RECORDS, continueds

Land Openings Filese Correspondence, forms and other records required to ad—

minister and accomplish a land opening; such as announcements, lists of lands

to be opened, statements of qualifications requirements and application pro=-
cedures, mailing lists, requests for information and responses thereto, establish-
ing examining or review boards and their functions, handling appeals, providing
financial or other assistance, and other similar material.

e Destroy 1 year after comclusion of the entry or settlement programe

Reclamation Proffie Correspondence or documents required to prepare final

homestead proofs, cancel entries or record exchanges of lande

e Destroy 3 years after conclusion of the entry or settlement programe

Entry or Settlement Application Case Files:

a) Successful application files——Destroy 1 year after patent is issuede

b) Unsueessful application files—Destroy 1 year after the close of the
entry or settlement programe

¢) PFarm unit sales, full or part time—-Destroy 6 years after title is trans-

ferred to the entryman or homesteaders

Mineral location Entries Case Filess

a) Applications rejected by Bureau of Land Management-—-Destroy 1 year after

rejectione

b) Applications resulting in revocation of a Reclamation land withdrawal———

Destroy when 5 years olde

700 Page 6
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

e

7Lo-1

THo-a .

(s

711

LAND RECORDS FILES, contimueds

LAND CLASSIFICATION FILES, Correspordence and other material accumilated duraing

a land classification surveyy Subjects include establishing the stardards for the
survey, methods for soil and water testings use of photography, planimetering and
other survey methods and utilizing computer or other means for tabulation and
appraisal of the data collected.

« Destroy when 3 years old'c[ for oUsYobt’r\bn of- reloted ?\)nc,h CM‘O{Q)

X seg Vewmeitr  coverd dine- recdable record A3aa.
Formf\'wz%\esfjk%le reeo&er&k}ﬁg& Ho Wais O:mﬁi“fﬁs{?“su P;le«me»&/,‘@;{q 07 7

Land Classification Reportse Reports summarizing land classification surveys

when not issued as an appendix or part of a Definite Plan or other similar repor't‘.a[\:;->r mﬁ«('/l«inl-—

ceadable fecords related 4o \Uns Hew, see Svpplem et Hemparyp -1 1
a) Regionl office of record-—~Destroy when superseded or obsolete.
b) A1l other offices——Destroy when no longer needed as reference or when 3 years

0ld, whichever is soonere

¢) Land Certification Reports—USE Retention and Disposition Instructions TL3-1

Rerial PL\L‘f‘OWlapi: Pritks 4 witiche elasc:F-‘m 16t Aa{n s Fas{ea{ arcvacl Wﬂfﬁ?ns rf[j—’(f-:i/\’l

nodure o Soils - PEEMIWEff L OFfer +o NARS whes ne Jemger needod jy agercy , oF
whey 28 years b 7: ve s ier. (- Arn numericall y. Sevepa d /o R
Lané ﬁold.lng I.imitgé‘:{énswﬁléoe C:c:;;'e,spofn gxééeerreoaj ingnthe application amd ! ,75‘5'5’ 7:1664[92: 67,7"

enforcement of the legislated limitation of Reclamation water distribution to A‘{muq/ increase
mintmal, iF 54
/ 1,
160 acres of land in one ownershipe

o Destroy when 10 years olde

Notes Policy would be contained in Federal Reclamation Laws and interpretation
or promulgation via Reclamation Instructionse
A
eqis)actionyen
H '? for 7

« retin
e,shAb‘ushurg Pf%(}’ﬂ%\"“j}, ::%\‘erppm mj la
Exces3 Lands Filese Correspondence and other materlaJ74§ege§-d-mg furnishing of

water to lands in excess of 160 acres, or otherwise providing relief from that

limtation. (&rr b% sl;bjeo,l/ Wherevnder db\rwo\oﬁ:caﬁuo.

a) Commissionerts office——-PEIRMANENT. Offer to NARS when 25 years old. é in. curro,yrll\,( tn
Bureaud . Volume
oy decrease

in Future , disappear

altoge er ‘Ip Vreaud
700~ Page 7 s vjo onger ollpwed

b) A1l other locations-—Destroy when 5 years olde

# Currently "urder fire® from Carter Administration; there may be correspondence or Yo buraish  water
legislation banning or prohibiting furnishing water to lands in excess of 160 acrese Yo ex.(ess

femds


http:da.st.rubutd.on
http:Ret.srrta.on

Retention and Disposition Instructions
BUREAU OF RECLAMATTION

LAND RECORDS FILES
Land Holding Limitations Files, comtimued:

Thi-2 Excess Land Agreements:

a) Correspondence regarding format and content of agreements by which water

is furnished to land in excess of 160 acres—-Destroy when 5 years olde

b) Case files consisting of the agreement, appraisal reports and related

correspondence——Destroy 6 years after termination of agreememt.

7h1-3 Reports of excess lands, water furnished such lands and listings of related
agreementse,

e Destroy when 5 years olde

L2 Reserved

743 Irrigable Areas Filess Correspondence incidental to the establishment of those

whese
project land areas were~best utilization of irrigation water is anticipated; or

to establashment of the ultimate irrigable acreage development of the projech,
and including such matters at studies for extending irrigable area boundaries,
inspecting lands for suitability for retention in the irrigable area;

re-establishing area boundariesg and considerations of objections to inclusion

or exclusion of land and other related materials Documentation of the irrigable

area and its classes of land (suitability for irrigation) is contained in either
e e ——

the Land Certification Report or the Land Classification Map and the Irrigzable

Area maps related to the Projecte [%r MaA)Liﬂe readable records velated <o \d/us
, S°e Su??\e,«me/w(- 3 teme FTH3 j
« Destroy when 10 years olde

700 Page 8



Retention and Disposition Instructions
BUREAU OF RECLAMATION

7h3-1

7h3-2

Th3-3

Th3-L

a> Conformed copy, Commissioner's office—PERMANENE—Offer—to—HARS when 25

LAND HOLDINGS FILES
Irrigable Area Files, continued:

Certification Reports or Documentatione The report, map-or other document which

has been certified as listang a Project's lands which comprise the irrigable area
ard designate the land classification assigned to those areas, together with all
related correspondences Note: The original document of certification remains
on file with the United States Senate with conformed copies being provaided to the
Secretary of the Interior and the Bureau of Reclamatione

Destrey
Kﬂg ’77

years olde "’JI

b> A1l other copies——Destroy when no longer required for references

Administrative records created during certification of lands such as routine
letters of transmittal, requests for information amd replies thereto, statistical
reports or information such as volume of water delavered, acreages in the irragable

area, i1nclusion or exclusion recommendations, and other similar matters,

e Destroy when 2 years old,

Water Allotment Agreementso Agreements, with related correspondence, providing for
release of a water allotment to substitute land in an irrigable area when the
original land has become unsuitable for irrigation.

o Destroy 1 year after termination of agreementeo

Legal Approvals of Trrigable Arease Correspondence, petitions, notices of public

hearings, transcripts of public hearings, and other material preparatory to securing

approval of irrigable areas through Court proceedingse.

a) Regiomal office of record-—Destroy 5 years after land certification has been

approvede

b) A1l other offices—-Destroy when no longer required for reference or when 5 years

old, whachever is sooner,

700 Page 9
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Retention and Disposition Instructions
BURZAU OF RECLAMATION

750

750-1

750-2

750=3

LAND RECORDS FILES, contimued:

FAMM UNIT RECOHDSe Correspondence regarding preparation, review, approval and

administration of farm units; subjects include determination of arrigation
blocks, adjusting boundaries, inspecting damages from various causes, and the

adjudication of complaints and replaes to inguiries regarding the umtse

e Destroy when 10 years olde

Water Deliveries Correspondencee Correspondence regarding provision of special

delaveries of water to farm unmits utilizaing unusual types of irrigation or
sprinkler systems, including notices to repaying entities of waler delavered
and payment procedures; periocdic reports of water delivered to farm units,
and other similar matvters,

« Destroy when 2 years old,.

Farm Unit Extension Recordse

a) Correspordence and data supporting requests to extend the rumber of farm
units of a Reclamation project, recommendations for financing of facilities
required to deliver water to the units, and other similar matters--—-Destroy

when 10 years olde

b) Agreements providing water to extended farm funits or financial assistance
for delivery facilities, and all related correstondence~-—Destroy 1 year

after termination or repayment of the loan, whichever is applicables

Land Exchange Recordse

a) Correspordence regafding exchanges of farm umts and their accompanying water
rights, exchanges of public land for private land and similar matterse—e
Destroy when 10 years olde

b) Zxchange agreements and all related corpespondence-~-Destroy 1 year after

termination of agreemente

700 Page 10
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Retention and Disposition Instructions
BUREAU OF RECLAMATTON

750-4

760

770

T770-1

7702

770-3

LAND RECOFDS FILZS
FARM UNITS RECORDS, contimued:

Development Farms Recordse Correspondence regarding establishment and adminis~

tration of farm units to be used to demonstrate proper irrigation and famm
management techniques; cooperative agreements with Colleges or Universities to
manage the unitsy and correspondence arranging for tours, visits and special
demonstrations as well as periodical reports of accomplishmentse

« Destroy when 5 years olde

Reserved

SPECTAL USE RECORDSe Correspondence regarding uses of land which require a

permissive authority such as a lease, license or permit, Subject include
determinaticns of legality of land uses, regulations governing use, providing
special arrangements for a use (such as delsying construction pending an

archeological investigation), evaluations of effects of use on the lande
o Destroy when 5 years olde

Use Agreements (leases, licenses, permits) and all related correspondence.

« Destroy one year after termination, noting exceptions listed below:

a) Federal Power Permits which do not interfere with Reclamation activitiese
« Destroy when 3 years old,

b) Pederal Power Permits affecting Reclamation activities,

o Destroy 1 year after termination.

Right—of-way applications allowed by Reclamation over its lands,

+ Destroy 1 year after termination,

Lists and periodic reports of leases, licenses, permits and other land use allow=-
ances 1n force; requests for information and replies thereto, and other similar

materiale

o Destroy when 1 year olde

700 Page 11



Retention and Disposition Instructions
BUREAU OF RECLAMATION

780

LAND ACQUISITION RECORDS.

a)

b)

c)

Correspondence regarding the methods of land acquisition, such as by contract
negotiation, by donation, by easement, use of Canal Act, thru condemnation
proceedings, or other meansy appraisal procedures; containing legal opinions;
and including acquisition procedures for relocation purposes (such as reloca=
tion of a highway, a railroad, or other systems).

e« Destroy when 5 years olde

Corresvondence and progress reports of land acquisition actions, estimates of
land to be acquired, interpretation of legislation affecting Reclamation

acquisitions, bulk transmittals or appraisals and agreements for legal reviews
or court proceedings (condemnations) and other similar administrative matterse

o Destroy when 3 years olde

Correspondence regarding payment of expenses related to land acquisition such
as in movang fanilies or irprovements from the land, damages to crops, the
rurchase of improvements; and including appraisal procedures related to those
actionse Note: Payment of additional expenses to particular landowners are
a part of the acquisition case folder (See Ttem 780~1, below) and assume the
same retention value as the case folder,

o Destroy when 5 years olde

700 Page 12



Retention and Dasposition Instruction
BUREAU OF RECLAMATION

LAND ACQUISITION RECORDS, comtimueds

780-1 Land Acquisition Agreements Case Files.

@ 75 Office of Recorde Original title data, correspondence of negotiation and
- formal or informal riders appended to the acquisition agreement and all
other related material, A1l types of land acquisition are inclucded

whether by purchase, donation, reserved right-of=uay, for relocation ?drPcse},ur Fer “0‘1 v'f'h_?.r Mmeans

1) Papers for property acquired prior to 1/1/1921--Submit SF 115
Request for Records Disposition Authority

2) Papers for property acquired since 1/1/1921, other than ab-
stract or certificate of title--Destroy 10 years after uncon-
ditional sale or release by the Govermment of wunditions,
mortgages, or other liens

3) Abstract or ceptificate of title—--Transfer to purchaser aflter
unconditional sale or release by the Govie of all restrictions gnd liens,

b) All other ofFices -- Destrogy | Year alffer setflement or Fital Pcu.[mud-
780=2 Temporary permits or agreements allowing entry or crossing of private lamd

to perform dralling, surveywing or other purposese

o Destroy 6 months after termination of use or entry,
80-3 A Deseriptions - _
AT A an rP e} - See Su/olo/em M?‘/ T ten RT782 "j

A780-4 Real Fre Ownership+ Us
AT80-% pand é;ec?fce, fetrieval H790-l~// and B780-5, Foc

790 REPORTS: moehine- readable  records.

ﬁ% —_ a) Status of Land Reporte Computer generated report showing status of lands

at Reclamation projects; the amount of land withdrawn and acqurred in

acres and listed by settlement potential and by counties waithin Statese

e« Destroy when 2 years olde

b) Anrmual timber utilization report and related correspondences

o Destroy when 2 years olde

700  Page 13
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Retention and Disposition Instructions
BUREAU OF RECLAMATTON

800 ECONOMICS REQCORDS

General Correspondence Files Correspondence concerning methods of

economic analysis and census-type data gathered in the analysis or
prediction of benefits or contributions of Reclamation activities

to the econcny and particularly the impact of development of irri-
gation, conservation of water resources and related purposes in

project, regional or other areas,
e« Destroy when 10 years olde

800-1 Final and summary reports:

aeh

B)—ABother topTEs.

o Destroy when no longer required for reference,

800-2 Work and computation sheetss census data and other forms or summaries

of statistics for use in preparation of economic analyses or benefit
studies; including punch cards and interim printouts of data processed

by corputere el o

: D93t1'°37\1 year after fssuance of rekated report FO\’ ol(s osttién of reloked
F‘MC)C‘MS““AS + iIjotnsc‘s Se,a% dhe sy ﬁe/rt'nj

w ne - rQ able récor S + 3‘
Economic Analyses -- Ttem A 361

810 A B2 800 serdes—of-instructions fer—theee—reee—rde—
see X
Cost allocation Correspondence -- .
820 A _E;SQB-BOO series-ef-instruction for these recordse
e

§20 Machine-readable records relafed <o~ cost aud,
bene Ets  shvolies —— <op Supplement, Ttem BE20n, b o


http:re..c..-J..tJ

Retention and Disposition Instructions
BUREAU CF RECLAMATION

ECONOMICS RECORDS, contimed:

830 PROJECT COST REPAYMENT RECORDS

General Correspondence Files Correspondence regarding the concept

of repayment of Reclamation construction costs, the standards for
repayment, the many plans for repayment tailored to irdividual
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 repaymente

e« Destroy when 20 years olde

pelofect o seaur"nj Con_gress.'aﬂa/
regarding-

830-1 Congressional Approval or Authorization. Correspordence
(Puslic Laws) g,ﬁarowhj of cxc{%c NEAT
: Ad-proeedures—reea ‘authonzationﬂdbhe— 5
X clictes
qm:étmg-regr pe%lﬁ the amendment of previous legislation
° affecting repayment actions§ also co “\‘CSMAWQ, lﬂ‘}‘ﬁprre+ Jhese C‘N\H'GPT'LCC‘" ons,
(Rec by Project. Mo imum u,eo\rlq therease 15 lew. P+}3

a) Cormissioner's offices PERMANENT Offer to NARS when 25 years olde

b} A1l other offices. Destroy when 10 years old.

830-2 Repayment Contract Correspondence regarding format and approval pro-

cedures, confirmation proceedings, routine reports of multiple contract
negotiations, determination of assessgment rates, handling payments,
and preparation and issuance of public notices of repayment charges

and other related matters,

e Destroy when 10 years olde

AB3]  Markane - readable records celafog 4o water
allofments - - <o Surple/vvt@w{-) Hop

A ‘83[a)b



Proposed « A

Retention and Disposition Instructions
BUREAU OF RECLAMATION

Records related to possible claims and demands by or against the Government or to its accoumts.

832 Repayment Contract Case Files

Reclamation project costs for the purpose of irrigation, power and municipal and
industrial water supply should be repaid in full, Thais philosophy is expressed
in the Federal Reclamation Laws enacted since the original Reclamation Act of
June 17, 1902, Some costs, however, have been authorized as non-reambursable;
these are for the functions of recreation, fish and wildlife conservation,

flood control and navigatione

Prevailing policy is to secure repayment contracts before initiation of construct-
ions Each repayment comtract is a specialized document; the schedule of anmual
construction charges written in a mumber of marmers and the overall payment plan

tailored to the circumstances related to the individual project.

The publication, "Repayment of Reclamation Projectt", of the Bureau of Reclamation,
dated 1972, contains detajled information on the repayment function and the many

varieties of repayment plans existing within that function,

Original contract, amendments and supplememts, togethzr with correspondence of

negotiation and administration; including such matters as allotment of water,

establishment of official boundaries, conduct of confirmation proceedings, the

inclusion or exclusion 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 termination or cancellation of the agreemente

b) A1l other offices — Destroy when 5 years old.

L For wtaslone- readeble cecorde vedaded to s den
S Suqp plement  THewn A 832,

)



Retention and Disposition Instructions
BUREAU OF RECLAMATION

832

832-1

832-2

BCONOMICS RECORDS
PROJECT COST REPAYMENT RECORDS, contimued:

Repayment Conttact Case Files Original contract, amendpfents and supplements

thereto together with correspondence of negotiatio administration;

imcluding such subjects as allotment of water, gstablishment of official

boundaries, conduct of confirmation proce S, inclusion or exclusion of (DL
qu maehine - readlable  ceco
g the contracte r_ \od { e %\s “+ W
M—B—&—a— See 5\)‘>P)e4maw$
Tlem A% 3sz.j

e« Destroy 10 years afjér fulfillment of the repayment obligation,

land, and other similar matters affec

2) Regional office of record.
or termination

cancellation of the agreement,

e Destroy”when 5 years old,

Housekeeping records such as correspondence regarding provision of accounting

and office services, establishing billing and collection proceduresj 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

matteres.

a) Regional office of record.
e Destroy when 10 years olde
b) All other offices,

e Destroy when 5 years old.

Houtine transmittals of periodic reports, agreements, amendments, resolutions,
water delivery notices; memorandum copies of payment or collection documents,
arrancements for visits and tours, progress notes or reports of activities,

and other similar matters,

e Destroy when 3 years old,


http:F.ECOF.DS
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Proposed

Retention and Dispesition Instruction

BUREAU OF RECLAMATION Revised July 1978

Records related to pcssible claims and demands by or arainst the Govermment or to its accounts,

833 Power Revemie Interests

Correspondence concerning the acquisition of individualts interests in power
reverues arising from the operation or use of power facilities constructed as a
part of a Reclamation project; when those indivaduals hold a prior water right
on the rivere Current practice provides that such individuals whose lands are
not included within the bounia;ies 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 comstruction charges related to the projecty and secure
a water right for project watere The agreement terminates when the difference
between the amount credited for the power imterest and the amount determined to
be the construction charge is met by the individual, Thereafter, only an

operation and maintenance charge is due from the individuale

« Destroy when 10 years olde

833-1 Individual Agreements for Aequisition of Power Interests and all related

correspondence,

o Destroy 6 years after termination or cancellatione

17



Retention and Disposition Instructions
BURSAU OF RECLAMATION

ECONMICS RECORDS
PROJECT COST REPAYMENT RECORDS, contimued:

833 Prior Rights to Waters Correspondence regardin rmshing irrigation

water to farm unit's with prior water rig but who are not furnished

43& C@)-'M water by the repaying entity for the ject)am including the acquisi-

v tion of interests in power revemdes when involved in the prior righte

e Destroy when 10 years

833-1 Agreements providing for sale of wa to holders of prior rights and

08,0 }"‘\acquisition of power revermue i
se et e
\7'1\ correspondences

erestsy) together with all related

« Destroy 1 year er termination or cancellation.

83k Ioan Programg Correspondence regarding Reclamation's admimstrative
responsibilities in certain Federal loan programs and containing the
guidelines goverming the program, establishing qualifications for
securing loans, prepation of loan applications, deteraining metkod and

rate of repayment, and providing for audit of the transaction.
e Destroy when 10 years olde

834=1 Loan Tramsactions Case Files.
e Destroy 3 years after repayment of the loan,

8ho SALES OF WATER Correspondence regarding the sale of surplus waters, marketing
water from nom-Reclamation sources, sales for minicipal and industrial use,
trades or exchanges of water and matters concerned with contract proeedures,

format, legal reviews, providing delivery or diversion points and other
similar matterse

¢« Destroy when 10 years old,

840=1 Agreements; sales of surplus water and all related correspordenceo

o Destroy 1 year after termination of agreemente
A §40-2 . mek\we - rera.oQalale records  reladed Yo munic;

industaial pater re payment Sc[«e(iUling , se
va\ww{', “\*eﬁmh AgHO- 2

gl



Retention and Disposition Instructions
BUREAU OF RECLAMATION

870 WATER RIGHTS RECORDS

General Correspondence Files Correspondence relating to securing or

establishing rights to water for use on Reclamation projects, and as

re-uired to ensurs compliance to State laws governing the acquisition

or appropriation of water within the Statee

Destroy when 25 years old

870=1 Acquisitions of Water Rights or Righbs to Use.

a)

b)

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 1s relinquished by Rgclamation.

Agreements with Private Parties. Agreement and related corres-
pondences

o Destroy when right is relinquished by Reclamatione

8702 Settlement, of Water Rights or Rights to Use

a)

b)

c)

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; amd the effects of grourdsater pumping and weather
modification on water supplies and ownership of rights to those

waterse

« Destroy when 10 years old.

Subordination agreements and all related corresporndence,

e« Destroy 1 year after termination or cancellation.

Interference studies (historical flows and similar data) supporting
recommendations included in a subordination agreemente

e« Destroy 1 year after termination of related agreement,



Retention and Disposition Instructions
BUREAU OF RECLAMATION

870=2

870-3

WATER RIGHTS RECORDS

Settlement of Water Rights or Rights to Use, continueds

d)

e)

£)

g)

h)

Interference studies in instances where an agreement does not emerges
e Destroy when 10 years olde

Data processed portions of an interference studies; l.e., the punch
cards, program sheets, tapes, discs, transit cards and transmittal
recordse

e Destroy—when—Y-yearolds
See supplemed covering wieceive - readable VECO‘”‘V‘LS,IW A 322

Litigation or Adjudications proceedings at which Reclamation serves
as a witnesse

e Destroy 5 years after termination of proceedingse

Litigations involving waters in which Reclamation has a right or an

interest in securing a righte (OFFice of
“Hhe Selicider
1) Regional office of rewmw Ts s Fee
Df;?“mﬂ e A5 Yeoas old. oF record
1 for H‘Hjtd‘\o'n)

2) All other officeds Destroy when 3 years olde

Compacts or Treaties. Correspondence contain:ng Reclamation comment
or review of provisions of compacts or treaties affecting Reclamation
activities or use of water and including data on historical flows

provided by Reclamation to support its recommendataonse
P

e Destroy 3 years after compact is either enacted or rejectedo

Compact Commissions Correspondence regarding Reclamation cooperation or

participation in compact requirements affecting Reclamation distribution

or storage of mater; furnishing information on flows or other statistics;

including periodic reports of the operations of the Compact Commission,

and other similar materiale.

. DeSer& whew & year s oVd.



Retention and Disposation Instructions
BUREAU OF RECLAMATICN

WATER RIGHTS, contimued:

870-L Transfers of Water Rights Correspondence related to the transfer of

rights to water between tracts of land, between reservoirs, and for

other purposes.
e Destroy when no longer required for reference or when transfer
agreement terminatese

A §11-1. Groundweter Kiteuse Mwww{' Pregrave == see Mackive —
880 Reserved Readable EQECOPCQ? SUVPPIQ/WI%‘F/ THean A 87"‘1

890 Reserved



Retention and Disposition Instructions
BUREAU OF RECLAMATION

900 PERSONNEL RECORDS

900-1

a} General Administrative Racords Correspordence, reports, publications

and other material relating to the general administration and operation

of personnel programs and services, and the media by which administra-

tive requirements are disseminated.

Destroy when 3 years olde

Reclamation Instructions, Series 310; USE Retention and Disposition
Instructions 100=)k

Federal Personnel Mamal; USE Retention and Disposition Instructions
100=5

Records of distributions for magazine and other similar type material.

Destroy when 6 months olde

Personnel Records Systems

a)

b)

c)

d)

e)

£)

Correspondence concerning systems of filing or maintenance as
related to personnel records and safeguarding as requiredeo

e Destroy when 3 years olde

Correspondence regarding access or denial of access to personnel
records under Freedom of Information or Privacy Actse

e Destroy when 5 years olde

Investigative records; signed SF=-85 or SF-~85 or equivalent form
and related correspondences

e Include with right=side material, Official Personnel Foldes.

Investigative Files (SEE FPM 736-13 5-2A)

e Return to Civil Service Commission on s paration of employee.

Confidential Piles

o Destroy when 3 years olde

Personnel Folder; enrollees o#f participants in National Programs
of youth conservation such as Job Corps, Youth Conservation Corps
and similare

e« USE instructions of National Agency administering program.



Retention and Disposition Instructions
BUREAU OF RECLAMATION

PERSONNEL RECORDS
Persormel Records Systems, contimed:

g)

g:?}»” { 18

h)

D;,wmss«onerc 4'01'1190' +°F OFFoC(als oF\H«e 6\}1‘%

tagonce? , "fe\/’ ldr
Blographical dataconee’ K Betrce oF Mosgor Trevest (iF.kees 3"* AR T

o O(’ NRR) whm \0 yeers dd

A other offices -- Destroy when ao \cm eed r refe e,
Othe;? personnel records systems sug#as 0fficial Pers T Foid%‘}s,po Felrce

ﬁrr‘—b\j nome 1 Co f dl‘.ke

Service Record Cards, Chromeological Files (SF-SO's), Duplicate
personnel documentation and similar,

e USE General Records Schedule 13 Items 1, 2, 1k, 18 and others is
appropriate,

A’ ?0"?"/ /{ac}lme ,é'eéldaéle records /B/@Qt‘z 12 éll’oW/ A&ﬁa%} %0455/}1:7

$03

90k

Personnel Audits

See svpp/ s Ttesm A%0 2~/

a)

b)

c)

d)

Correspondence arranging or required to accomplish inspections,
surveys or audits of personnel functions and including routine
transmittals, work papers and preliminary evaluationse

e Destroy whem 3 years olde

Final reports of audits, bureau-wide in scope, Commissionerts office.
e Destroy when 5 years olde

Final reports of audits, local in scope, office of recorde

o Destroy when 3 years olde

All other copiess

« Destroy when 1 year o0ld,

Non-Federal Education, Bmployment and Training

a)

b)

c)

Correspordence and promotional material announcing or soliciting
candidates for non-federally sponsored educaticn, employment and
training.

e Destroy when 6 months old.

Documentation of mon-federal training or education in Official
Personnel Folders, when of benefit to career.

e USE General Records Schedule 1, Item 1

Documentation of non-federal training or education; non-career
relateds

e USE Gt;neral Records Schedule 1, Item 10 (Temporary Individual
files



Retention and Disposition Instructions
BUREAU OF RECLAMATION

905

910

PERSO.NEL RECORDS, contimed:

Personnel Forms

a)

b)

Correspondence regarding preparation and use of personnel forms,
including their revision and other related matterse

¢ Destroy when 1 year old,

Case folders, Bureau ard local persomnel oriented forms,.

o USE Retention and Disposition Instructions 1hO=7 and 140-8 as
appropriate,

ORGANTIZ ATION

a)

b)

Correspondence, reports and other material regarding organization
or reorganization of the Bxecutive Bramch of the Federal Government
particularly as related to the Department of the Interior and its
authorities affecting the Bureau of Reclamatione

e Destroy when 3 years olde

Bureau of Reclamation; correspondence, reports and other material
regarding organization/re-organization; delegations of authority

from the Department of the Interior; centralization or decentralization
of activities; establishment or discontimance of offices, organization
charts and other similar matterse

1) Reclamation-wide in scope, records of the Commissioner's office. ( A”. L name

of sFfice,

Co- y—l Qe F"’/\1!>

o« PERMANENT Offer to NARS when 10 years old.
2) 1Intermal organization of the Engineering and Research Center;
records of the E&R Center,
Desfray whew |0 yrs old.

é
3) 1Intermal organization of Regional Offices and their satellite
field locations; i.es., authorities of the Regional office and
their extension or delegation to field locations, establishment
or discontimance of field offices, centralization or decentraliza-

tion of activities, and other similar matterse

~F¥ears-olde— @giwa ('Df{:fce o record
%9.&11 other officese Yrs- o

+ Destroy when 3 years old,

-~ Des&w wher 10

a



Retention and Disposition Instructions
BUREAU OF RECLAMATION

PERSONNEL RECORDS, contimed
920 STAFFING

a) Correspondence regarding personnel requirements and staffing
limitations; position management (establishment and 1dentification
of positions and assignments of duties or responsibilities); and
including periodic reports of staffing requirements, reports of
compliance with personnel cellings, and other similar matterse.
« Destroy when 2 years olde

b) Key Positions, correcspondence regarding filling positions which
require approval of the Secretary of the Interior, the Civil
Service Commission or the Commissioner, Bureau of Reclamatione
e Destroy when 3 years olde

c) Specific approvals of employees for key positionse
o Destroy when superseded or rescinded.

d) Vacancy notices and employment forecastss record copiese

e Destroy when 2 years old.

930 EMPLOYMENT

a) Correspondence regarding employment through examination, reinstatement,
under merit systems or by other means, special employment considerations
(consultants and experts in technical fields), re—employment rights,
employment in ungraded or unclassified type positions or placement of
the handicapped; types of employment (career or carees-conditional),
Congressional or Presidential appointments; probabationary work
periods and other similar matterse.
o Destroy when 2 years olde

b) Correspondence and other material regarding employment preference for
veterans; employment rights while on military duty, deferment or
exemption of employees from military duty, and other similar matterse

« Destroy when 3 years olde



Retention and Disposition Instructions
BUREAU OF RECLAMATION

PERSONNEL RECORDS
EMPLOYMENT, contimued:

930 ¢) Selection and Recruitment, correspondence regarding selection or

recruitment of employees from certificates of eligibles, thru
Civil Service Examining Boards, and from programs of recruitment
in Colleges, Universities and similar institutionsj including
certificates of eligibles and correspondence administering or
operating recruitment programs,

o Destroy when 2 years old,

d) Examinations, correspondence regarding preparation and distribution
of examination announcements and administration and operation of
examining programs and selection of employees from such programse
o Destroy when 6 months old or 6 months after close of examination,

e) Employment Progress Reports such as reports of hirings, progress in

recruiting or filling positions, personnel returning to positions

from military services and other similar matters.
« Destroy when 1 year old,

933 Employment Qualifications, correspondence regarding umusual qualifications

required for certain types of employment such as particular skills,
education, experience, fitness for duty in such occupation; as Lineman,
Driller, Scuba Diver, and other related matterse
e« Destroy when 3 years olde

93 Applications for Employment - Applicant Supply Files.

o USE General Records Schedule 1, Item 15

936 Details, correspondence regarding details of employees and including

individual detail transactions of employees such as arrangements for
travel, justifications for detail, funding and other similar matterse
e Destroy when 3 years olde

937 Dual Bmployment, correspondence regarding restriction or allowance of
dual employment, containing comment or inquiry, and including periodic
reports of employees dually employede
o Destroy when 3 years olde


http:se'Lecta.on

Retention and Disposition Instructions
BUREAU OF RECLAMATION

938

sLo

sl

9L3

950

PERSONNEL RECORDS, contimed:

Separations, correspondence regarding separation procedures, exit
interviewing, appeals from involuntary separations and periodic reports
of separations and reductions in force.

¢ Destroy when 3 years olde
a) Retention Registers

e USE General Records Schedule 1, Item 17b

_b) Surplus Employee Lists

e« Destroy as superseded or when 2 years olde

PERFORMANCE RATING RECORDS Correspondence concerning rating systems,

appeals procedures, rating guides, reports of ratings and including
appeals files and certificates of performance ratings.
o USE General Records Schedule 1, Item 23

Training Programg, correspondence regarding administration of job=-

oriented training programs, employee participation in such programs,
determinations of training recuirements, evaluations of programs,
reports on progress in providing and minting prosrams and other
similar matters.

o USE General Records Schedule 1, Item 30

Bmployee Awards Files, corresporndénce, memoranda and reports required

to administer all programs of employee awards or recogmition including
individual case records and other related materiale
s USE General Records Schedule 1, Item 12

POSTTION CLASSIFICATION Correspondence and memoranda regarding the

development of standards for classification of positions peculiar to
an agency ard Civil Service approval or disapprovals including copies
of standards, cass and review files, position descriptions, survey
or audit records, appeals files, and other similar materiale.

¢ USE General Records Schedule 1, Item 7



Retention and Disposition Instructions
BUREAU OF RECLAMATION

PERSONNEL RECORDS
POSITION CLASSIFICATION, contimueds

951 Labor Management Relations, Wage Board Positions Correspondence,

memoranda, reports and other records relating to relationships or
negotiations between management and employee unions or other
groupse

o USE General Records Schedule 1, Item 29

951=1 Wage Board Agreements and related correspondencee

¢ Destroy 1 year after termination,

952 P: stems, correspondence and memoranda required to administer
salary or wage systems, copies of legislation establishing wage or
pay systems, or as required to document pay adjustments or pay for
holiday and other i',ypes of duty, lump sums or terminal pay, providing
for cost of uniforms, and other similar matters.

e Destroy when 6 years olde

a) Salary Tables

e Destroy when 6 years olde

b) Wage S s correspondence, memoranda and other records of wage
surveys in selected locales or types of work and recommendations of
rates comparable with private imdustry; also include survey work
sheets and recapitulations,

o Destroy when 2 years old,

960 LEAVE SYSTEMS. Correspondence, memoranda and other records related to
establishment and administration of leave systemse

o Destroy when 3 years old

a) Record of leave data transferred (SF=-1150 or equivalent) for
separated employees,
e USE General Records Schedule 1, Item 1

b) Records of leave use such as SF-71, Application for Leavee

o Attach to Time and Attendance Report for period in which leave
takene


http:provadf.ng

Retention and Disposition Instructions
BUREAU OF RECLAMATION

970

970-1

970-3

PERSONNEL RECORDS, contimued:

Persomel Relations Records, correspondence, memoranda and other records

regarding employee relations 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 bargaining units (unions)e

o Destroy when 3 years olde

e ALSO SEE CGeneral Records Schednle 1, Ttem 29

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 considerations and other similar matters.

o Destroy when 3 years olde
b) Case Records of the Civil Service Commissione
o Return to CSC on loss of employee or when no longer required for
reference,
¢) Case records of the employing offices

o Destroy on loss of employeee

Equal Employment Opportunity Records, correspondence, memoranda and

reports required to promulgate and administer the program,

o USE General Records Schedule 1, Ttem 26



Retention and Disposition Instructions
BUREAU OF RECLAMATION

PERSONNEL RECORDS
PERSONMEL . BEELATTIONS RECORDS, contimied:

971 Position Temure and Conduct, correspondence, memoranda and reports

regarding standards for employment (character and fitness) and for
employee conduct; disciplinary actions and the filing and conduct
of grievance appeals; and inclwding reduction of employee pay and

grade or separation for reasons other than reduction in forcee
« Destroy when 3 years olde

a) Grievance, Disciplinary and Adverse Action Case Recordse
« USE General Records Schedule 1, Item 31

b) Standards of Conduct Files.

+ USE General Racords Sghedule 1, Item 28

¢) Personnel Counseling Recordse.

o USE General Records Schedule 1, Item 27

97L 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), financing such programs and

other similar matterse

e Destroy when 2 years olde

975 Insurance and Compensation Programs, correspondence, memoranda and

reports regarding health, life and compensation programs available to
Federal employees; enrollment plans, payment of premiums, applications

for benefits, and other similar matterse

o Destroy when 3 years olde


http:Discipl.ina.ry

Retention and Disposition Instructions
BUREAU OF RECLAMATION

975-1

9752

A 975-3

PERSONNEL RECORDS
PERSONNEL, RELATIONS RECORDS, comtimeds

Injury Reports, CA-1 and CA-2 forms and related correspondences

a)

b)

c)

When not reported to Office of Workers! Compensation Program
(See FPM Supplement S5-6 lc/3/ 293-31)e
o USE General Records Schedule 1, Item 1

When employee consults a physician and a claim for compensation
is filed with Office of Workers! Compensation Program.

e Forward all material to OWCP.

Reference copies of injury reports and related correspondences

o Destroy when 1 year olde

Retirement Systems, correspondence, memoranda and reports regarding

retirement systems for Federal employees; payroll deduction increase

or decrease, payment of anmuities data, and other related matterse

a)

b)

c)

« Destroy when 3 years olde

Applications, for death benefits, retirement, refund of retire-
ment deductions, to make voluntary contributions and including
individual retirement recors and designations of beneficiariese

e Transfer to Civil Service Commission on retirement of employee;
destroy coples when 1l year olde

Registers of separations, transfers and adjustmenmts and anmal
summaries of retirement transactionse

o Destroy when 3 years olde

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.

e Destroy when 2 years olde

p’&wue"
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

980

980=1

990-1

PERSONNEL RECORDS, contirmed:

Miscellaneous Personnel Matters, correspondence and memoranda concerning

social events, retirements, illnesses, deaths, requests for blood donors,
fund raising activities; preparation, printing and distribution of
publications or articles regarding the personnel functionj providing for
the contimuity of Govermment during emergencies; and as required to i1ssue
and renew U. S. Coverrment Motor Vehicle Operator Identificaiion Cardse

o Destroy when 3 years olde

a) Motor Vehicle Operator Identification Cards

e Destroy as cancelled or on loss of employeee.

b) Driving test results and related material.

o Destroy when 3 years old,

Correspondence and other material about national or local unemployment
corditions including statisical data, plans and programs for relief,

reports of area trends and other similar matterse

e Destroy when 1 year old.

Personnel Reports of a general nature and such as employees listed by

state, sex, geographical location or distribution, by Civil Service
classificataon, in occupational groups, and the entire series of
SF-113 reportse
« Destroy when 2 years olde For A‘\s’?os‘n’i'\oﬂ of related. puvich C““AS, -\-a’Fesl

discs, see %eazuyp\emw covering machine- readable recorats)
Alphabetical and Organizational Rosters

» Destroy as superseded,



NC1~115-77-1 MACHINE-READABLE RECORDS SUPPLEMENT




NC1l-1. 77-1 YACHTNE-READARIZ 2:0CpD5 TRPISONT
lote: A]__l item nuabers in this Zupplement incluade tne prefix "A" to
dlff‘ex.’entiate machine-readable records from the textual records
to wr-uch they relate. The remainder of the item number duplicates
the }tem number of the related textual recerd; for example, A 120-1
machine~-readable records relate to 120-1 textual records.
A 120-1, Deothermal, Investigations; A one-time survey (8-9-73) of a

geothermal well in Imperial County, Califormia. Recording
well depth in feet and for each depth the somdc velocity,

Gamma~gamma density, Neuntron porosity, and other data as

eprmmamere ek

required in an lithologic interpretation and wmater qualiyy ' )

' estimate of the welle Tha data was accumlated for an

ongoing study of the geotherral potential in the Imperial
Valley of California.

o Destroy upon completion of studye t

4 120-3. G@©nvironmental Impact Statements, animal and

plant 1ife inventories and
cngeing data for management studies:

a) Arranged by assigned sequence rumbers and recording data k
such as zbundance, location, gemus, common or family name,

and other information required to support enviromental

impact statements. One-time studies with on—going informa-

t1on to time of publication of impact statemente
e Destroy when no longer reguired for referencee

b) Base inventories such as described above in special areas
such as wetlands or Counties or Project areas. Data 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 repoxt,

e Destroy 1 year after publication of related final
evaloation reporte

 MACHINE -FERDABLE KECORDS SWPPLEMENT



" NC1-115-77-1 ‘Machine-Re 1ibls Records Supplsment

A 130-5.

A 140-6.

“ P

Damage Claim Status Tnformatdon recording claim mumbers,

name and address of claimant, claimed amount of damage and |
amount paid and other similar data required to admimister :
and maintain action of a currenmt basis. Program is limited
to only claims cornnected with major dam failures or other

disasters; the data is updated as frequently as required

while claims are being processed and all information is i
subject to the Privacy Acte ‘
o Destroy 3 years after audit or settlement of all claims ;
i

received within 3 years of the incidente

RECORDS MANAGEMENT; master index to lists of records trans-
ferred to Federal Storage Centers over widely spaced intervals
of time and requiring updated inter=filing of more current
information or extensions of recoxds, Data preduces a
printed index which identifies the shel? list; accession,
page and storage comtainer rmumbers ard providss a brief
dessription of the records, their dates and other informationes

Data is updated as regulred,

f
¢ Destroy when no longer required for reference. |

e antnib ol


http:clalm.ed

B I

 CL=115-77-1 Machins-Readable Zecords Supplement

A 1LE,

A 182,

LIBoad? LUAGDMENT, Indexes to literature and non-books (reports)

relating to water resources:

a) Titles or data indexed by subject terms in alphabetical .
sequence and by titles within the term i.d_enti.fications.
Retrieval is by use of document descriptors in an
alphabetical arrangemenmt, Covering under this system
began in 1952 and it has been updated anmmually up to

the present timee

e Destroy when no longer required for references

i
b) Bibliographical inventory of non-books amd literature \
{

related to water resources and water resource development '

{

projects or activities., A "sort-mergs sub-routine®

arrangement is used for retrievel and tke system is

capabls of listing data by river basin identifications. |

e Destroy when no longer required for reference

Madilsno Lists:

-

a) BIDDERS, DESIGN AND CONSTRUCTION WORK. ILists of persons
and firms requesting receipt of proposals to bid f;r
design and constmction work contemplated ty the Bureau
or for information on contract awards; arranged by name

and Zip Code.

¢ Destroy when no longer required for refersnces

b) BIDDERS, PROFILE CODE ADDRESS FILE. Iists of persoms or .
firms and their interests in type of work being offered ‘
for bid by the Bureau; arranged by first line of address :

and second line.

o Destroy when no longer required for reference,

c) ENUIRONMENTAL STATEMENT ADDRESS FIIE. ILists of persons
or organlzations to receive envirommental statements;
arranged by Zip Code and names

T Destroy whan no \pnap_.—v requiced For reParence.

I Y L e L e = o4 a6 e L ae - - P
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KC1-115-77-1 tiachine-fRe. 12 Xecords Suprlerment

A 211, Budgzet Estimates - Automnated:

a) Special studies data for budget estimates and tudget !

submissions for the fiscal year; identifying program
items, fund, estimated cost, description of item anmi

projecting cost estimates 5 years in advance, Data

13 gathered on a contimuing ‘basis and is used as base

for various reports required in the programing and
coordinating of budgetse

b not cooner %GM-—

e Destroy when no longer required for reference em-

S S

3 years after close of ad7ance estimate periods

RT‘%‘;;(?Y

A 2/0-3 Expenditure Accounting Systems - Automated:
Code sheets ) e tntetim ng\ermg Acda required in Cmf““vd‘l‘ﬁ-n of Jhe variowus

a) 5 Punch cards ,tapes,'\dismaniotbermediare&ed
" count _
FAST SYSTEM appm mu% Wj“]tc’“{~ accounting systems (F"‘)’ﬁag;’\if

but not to the COM products (See 2hO-1 and 240-2 for

instructions related to origimal microfiche products)e

e Destroy 1 year after close of related fiscal year.

b) Depreciation and replacement accounting; estimating
costs for operation and maintenance of Project features
or structures as well as for estimating replacement
requirements, Current unit cost estimates are used as

a base for computationse

.‘
3 years affer reloted plast is no lowger Tn operativie
e Destroy en-reliat-ed-plagh—io9-n be me-in-oparation !,

or possession of Bureau of Reclamatione 8

10)as I7

c) Distritutions of plant costs; a2 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)e

|

- i

Data arranged by name of plant and related accountse [
]

P O N I = Ea—
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NC1-115-77-1 Machine-~ lable Zecords Sugplement

A 241. Property Accounting ~(Movable Property) — Automated:

A 250.

a)

b)

Quarterly inventory listing of moveable property with 1
descriptive information, acquisition data, emplgyee
responsibility; arranged mimerically by entity number
and then project serial mmber,

Destray whew 3 Years old .

RTb
0)as |1
Monthly llstings of property transactions, acquisitions
and losses with reference to receiving or losing docu=

mentations

e e

e Destroy whan no longer required for referance,

- - & .

P A Lo et SRR R el e e SR

PAYROLYL AGCOUNTING Code sheets, punch cards and other inmput media for automated
payroll accounting ineloding magnetic tapes but exclnding CCM and hardcopy output

(See retention and disposition instructicms 2501 thru 250-6 for coverage of out-

put).

a) 1Input for preparation of payroll registers, par card information, lecave status
rerorts, bond status reports amd other data related to individual employees;

i.ee, producing the Master Employee Pecord in both bi-weekly and anmual issues,

« Destroy mhen 3 years old.

Py

b) Uachine media for computation of Time and Attendance of erplcyees.
» Destroy 8 months after close of related pay period.
¢) Payrocll estimating by employee name, grade and salary.

e Destiroy when no longer required for reference,

d) Office expenses; erployee name, grade and salary as used in payroll estirating

but arranged by office location, expense category, and other related informa-

tion.

o Destroy when no longer required for reference

P
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NC1-115-77-1 Machine-Re-=dable Records Supplemsnt

A 310-1

LABOR STATISTICS
Labor wage rates and index; data gathered from lador organiza-

tions in local. areas and is used to corpute a labor index for

[ ——

. . +i : nce
purposes of estimating construction, operation and maintem

costse

« Destroy when no longexr rgquired for references

A 311
e B - Y U VU R e ) 1
ABSTRACTS OF BIDS l
Analyses of abstracts of bids for use in estimating constrfuct-

ion contract costse t
|
e« Destroy when no longer required for reference,

Data processing systems; punch cards, tapes, discs and basic
program decks used for verification or updating purposes or as L

a duplicate, a source listing or backup data for securitye

- . Destmyorre—usgwhensupmeﬁedormlongerneeded.

A 323
Vehicle and stores cost and use accountability data for COM )
Program 0700, Vehicle and Stores Clearing Account but excluding
the COM product (See 323b for instructions related to retention
i
of original microfiche.) !
1
e Destroy 1 year after close of related fiscal year, ;:
A 329

Adrcraft operations expenses, cost and use accountability as
combined into COM Program 0700, Vehicle and Stores Clearing
Account but excluding the COM product (see 323b for instructions !

related to retention of original microfiche).

o Destroy 1 year after close of related fiscal year,

hd
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101-115-77-1 Machine-Rendable Records Supplement

A 330-1. T
CONSTRUCTION CONTPACT EARTHWCRK PROGARESS; computation of pay

quantities for progress in earthwork a% Project features or
stmcture;x such as dams, canals, roads, drainage systems axd
other similar featuress Includes such data a design progress,
embankment, change orders, materlal furaished, plant account,
specification item calling for the work, unit price and other
data as require to compute monthly or other payment to con-

tractesse.

a) Alphabetically arranged by contractor name and specifica-
tion rmmber, item of specification, and other information

as required,

e Destroy 6 years after final paymert of contract or
settlement of all claimse

b) Numerically by station rmumber or zone area in which the

work is performed and with other information as required.

e Destroy 6 years after final paymemt of contract or

settlement of all claircse

¢) Original cross-section data or ground photograrmetry into
card images or taken from stero plotters to card image or .
tape used as a base collection of data from which pay

quantitiés data is computeds
o Destroy 6 years after final payment of related contract
or settlement of all claimse
d) Initial input backup for pregress payment computation by

item and specification rumber,

o Destroy 6 years after final payment of related comtract

or settlement of all clairs.

e I yew e = " o - - e I S e kel
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A 380-1

E) Property control and custodial records by data processing%
systems utilizing all items listed abave as input and |
resulting in montlly and quarterly listings of property ;
transactions, i
i
o USE Items 2hl-a and 2)1-b, Machine Readable Records :
Supplememts !

A 4304 L Soans e

EARTH MOVEMENT STUDIES - EMBANKMENT FATLURES
Triaxial shear test results from embaniment materials from sites

which have suffered from earth movement or failure with such data :

as the plasticity inmdex, liquid limit, specizan size, specific
gravity and similar information, Arrangemert of data is by a
mmerical index assigned earth samples and identification of the
sample location at the structure or site, Results of analyses
are invorporated into laboratory or other similar reports (such
as the analysls of the Teton Dam failure in the report, "Stress

Strain Characteristics of Zone 1 Material — Teton Dame")

e Destroy 5 years after publication of results in laboratory

or other technical reporte
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WC1-1i5-77-1 lfachine-Teadabl= Records Sunnlzment )

A 450g
WATER QUALITY STUDY RECORDS :

Compiled results of water quality testing and measurements of
stream, grourdmater ard return flows on streams or river systems
affected by Reclamation Project development, Data also includes
cherdcal analysis of the water, sediment capacity, turbidity,
master site, return flow components ard other similar information.
Data is used in a2 mmber of programs, such as:

1) Predicting effects of project develomment on water quality

and return flows in the river or stream basine.

2) Modeling the impact of project development on receiving

streams,

3) Predicting quality of water to be delivered to another area
or country (Uexico) as well as quartity of water (as may be

required by Compact or Treaty)e ¢

1) To monitor the waier supply beirg furnished to irrigators
and aid in improving the gquality of the water,
5) To assess the quality of water and return flows for purposes

of preparing Planning and Enviromental assessmentse

Data is arranged in a variety of marners: i

1) By measuring stations, strea: basin, flow and chemical consti-
tuent of water, date and time of measurement.

2) By Project, site, da%.axd tire of measurement.

3) By strean basin, flow and cherical constituent, year and month.

o Destroy when no longer required for referenca
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NC1-115-77-1 “achine-Readable Records Supplsaznt

A 4"’7 0 z CLTMATOLOGY -~ STATISTICAL DATA

|
Weather data gathered from Weather Bureau and Reclamation observa- I
tion stations as well as fron other agencie including such informa- g
tion as solar radiation, precipitation readings, temperatures, and ’
similar informations Data is used in soil-moiture determinations,
percolation and in the determination of the storage and release of

water to meet project water requestse Arrangement is chronological

by station mmber or mumerically according to year of datae

« Destroy when no longer required for references

A 470-1, Project Skywater. Date-gathering records related to research in
atmospheric water supplies:

a., Digital Radsr Data. The "A" .rcwlval file containing edited,
corrected and compacted ying information, averaged
echo-range bin data and atlon data., Identifying
information consists of time, location, length of
bin data, type of scan, a th increment during sweep
and operator's notes cn seeding. Radar data is recorded
in digital video integrator znd processor units (dBm) and
is converted to vower units {(IBm) through the use of a
calibrator transformation e~u;,lon.

3
N

[
[o N
d'

L0
NI\JW
I iR \l]

\”DD-“’

5

-

b. Digital Zadar Data, The "D” variable length 4Bz file
containing extracts from the "A"™ file for sslected study
areas within well defined range and azinuthal boundaries.

The radar data on the file zre in meteorological units (de).

Tdentifying information for sach sweep recorded on the "D" file

consists of a case ID, date, zime, tilt and azimuth of radar
receiver, azimth increment, rang e start and end. The purpose

the file is to supply the user coamunlty with data already edited

and pre-processed whicn has current or future valuwe and is in

an easlily accessible and compressed form. Its most probable use

is for aereal precipitation analysis.

¢c. Digital Radar Data. The "S" or case study summary file
containing general information record, a volume summary
record, and a tilt summary record for each antenna elevation
angle up to the maximum tilt.

d. Digital Satellite Data. Digital satellate data tapes are
composed of raw visible and infrared (IR) radiance counts

© v e e cm——————— e e v A S o Ao S =
[ - e

WITHDRAWN

WITHDRAWN

of

WITHDRAWN

WITHDRAWN
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A 470-1. a (continued)

with line documentation., The data 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 IR record is line documentation information.

A 500_ F'GINSERTIG APPLICATIONS - GINSRAL
a2) Quantity corputations (ecartrwork) utilizing source pro-
N ?—’

gram card files with varicus progrzes written in both

7

Fortran and Cobol and used for conrutations associated

with desizn and consiruction planning for various /,

PN o i o
v project features suc_l'x_”ai_dans, canals, 333:1 work, '

f T T T T e e

and other similazr activities, '

e Destroy wbten ro longer reguired for reference,

~
e

b) Curve sslections fitting series of data points; a dala .
decl—series (da*a points) fitting corves by either the '

least squares or palyucminzl rcethods,

e Dastroy wh2n no lorger required for referencee

A 502,

Project Cost Estimating; labor rales prevalengt in the
idaiialinluui- S

i

¥
censtruction trades o be corsidered in estirating project |
i 1
1)
;
i

construction, operation and rczintenance costs to be incorpora-
e

—

ted Into current DC-1 Project Cost Zstimates.

I

t

o Destroy when no longer required for reference, ‘

- RS e e T e e gl
e, S ETMC T 3 AT AV v en ~ R i ol
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A 503,

A 504.

A 506,

/

Engineering Drawirgs Microfila System; data creates a rasier
Index to cdrawings ad desizns at all Bureaun of Reclaxation
-._%_/————"-—-_M e e .

—

irstallations upon entry into the microfilm (zperture card)
—— =

system, A£11 official drawings (including mamfacturer, other’

'

z2gency, and similar reference types) are included in the

systeme Output consists of two inderes; (1) 2 rumerical
e

—~—

index identifying Project, station, drawing sequince and

very brief description, and (2) alphatetical subject index

by projects

S el oyt -

b?dmﬂ when no- lanser needed. For refecence.

ST

BORROW AREA INVESTIGATIONS & REPORTING

a) Field data; investigation of borrow pit areas, type and
quality of material. Data from field books, maps,
geology reports and design requirementss Updated as
required,

e Destroy 6 years after completion of related earthe
work contract.

b) Overhaul quantity and distance calculations for cost

estimating purposes ard for desigm purposes., Data is

taken from survey data and design requirements,

o Destroy 6 years after completion of related earth~

work comtracte

;- - - M
S'c:ucture;?eviav vainterance Progrimj’ oureau-wice éata tase

!
Lo e P abilit _;
for use in acninistering operation, mziatemance, renacl:ica .
e
3 3 < ~E gy
+3ion ard bettercent pregrans (inspections of structures and
JESEp———— }

i

s’
gt 2 3 ~ ’

irrigation wiorks). All structures (major and minor) are

ircluded; identification is by Region, Project, responsible :
{
¢ivision or unit, inspecied status of the structure and :
i

action required or taken. Data cortains inforzation from i
A7 :

1502 to the presente ./ :

Desi—rm\( whew  ne ]Mtﬂzl‘ needed Fer referevce,

e e - ety s s - = e 7y e e

B e L T T e T
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A 510, DAMS3 DESIGN AND CONSTRUCTION CONSIDERATIONSe Data-processed !
programs related to analysis or detemination of structural

strength in the design of dams; determination of dam coordina-

tes, block layout patterns and volume computations; to analyze;
stress for design purposes and record behavior of structures

under stress and load comiitionse

e -

A Slo—l - - - - .-:‘;..“‘_‘A-h..::;l.k)’ihﬁt [ ST ‘;:;‘vﬁ':-.’v?fu-:,-.— H:-‘—: B -

Arch Dams Stress Analysis System
a) Master program and subroutine tape; system backup of

11,000 source card images converted to tape. Arrangement

or sort begins with main overlay. Data is Expdated

monthlye

o Destroy when no longer required for reference.

b) Dynamic program tape; a binary program which because of

infrequency of use has been removed from the system and
saved on tapee. Ar:angemezrb or sort begins with the main

overlay. Data is updated anmallye

o Destroy when no longer required for references i

A 510-2. e —— .
Behavior (bservations; structural behavior of dams under

stress or load conditions as recorded by meters and other

instruments installed within the structures.
a) Creep History; data reduction of incrememts of strain
from loading as recorded from Carlson strain meter data.

The history is in a mumerical arrangement by group and

strain recorded currently and prior readings. Data is

reduced every two years with an update every four yearss

e Destroy when no longer required for reference

b) Meter Data; readings from meters and instruments measur-

ing stress, strain, joint openings and other structural i

1
behaviore Data i3 arranged by name of structure, type '

of meter or instrument reading, group number, date of

]
i
!
reading and the reading. Data is reduced every two '
years and updated every four yearse :

1]

e Destroy when no longer required for referencee

— g = s T e neages or oz s MR T Do AN - v <4« e o el P e I
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~

A 510-3, Construction Coordinate; Block Layout and Volume Program.

A 1ist of programs ard subroutines which describe the

controlling geometry of dam structures, the volume of

blocks by 1ift and the survey control points for contractor

use in placement of concrete, The data serves as a

system backup for source-card images which are not main- i

tainec_i. Arrangement or sort begins with main program.
Updating is anmally.

e Destroy when no longer reguired for references

A. 510"'4. -
Centerlins Proﬁle;;ns:‘y‘a"thans program which cont_mxtes )

centerline profils for use in flat saction earthwork

program. Input from feasibility reports and topography.
Updating is periodic,

» Destroy when related constrectlon contract file is
destroyeds

A 510-5.

1
i

DAM3, Earthwork Estimxtes; sarthwork quantitities computation

by volume ard type for estimating prposes; using data from

topographic maps, geology reports, survey data, Use in

advance planming and design studies, Updating is variable,

contracta

o Destroy upon completion of work under related construction f
!
i

A 510~6,

DAMS, Site Selection Reconmmaissance; calculation of volium

and recomnaissance costs for earth dams utilizing crest
elevation and profile data as input. Program results are

used in comparing dam sites. Updating is periodice

e Destroy when no longer required for referencee

-, s 8 e e o

-]

B e e

e
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A 510-9,

A 511,

Supplement

a) Data for finite element models to execate dynamic analyses
without having to start from the very beginning and con=

e

taining data to re-start analyses. Sort is variable if’
depending on how the deck is to be read,

e Destroy when no longer required for referencee "

b) Wste:‘xsﬂbachxp programs and subroutines (Version l), ‘ )
Tape replacing source card images ard sort begimning
with main overlay. Updated anmally,.

. Wuh?mlmre@iredfwntmma. %

DA)B,Tm:LnData;snweydaﬁaﬁmareaoIpmpoaeddam |
!

sites for use in design studies, layout of the dam, and t
for comparison of camsites. Data derived from survey notes,‘ T

topographic maps, geological investigations data and other

similar materiale Updating is periodic.

e Destroy when no longer required for referencee i

DAMS, Node and Element Data; data rbquired to describe the ‘

finlte element mode for dars. Analyses br individual dams %
avolds necessity to redescribe the entire finite element '

model in future analyses, Arrangement or sort is dependent’

on program reading the datao. The data is of contiming

i
naturee i
:
|

o Destroy when no longer required for references

L IR N Rl Tk RV oy AT Rt e, ¢

RESERVOIR MANAGEMENT; data processed programs recording the
|
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, demand and delivery statistica and other similar
information as required of the individual programss

«

e g DRI AT IO ey S m —r o crges e apmn v = e e e
i “'%\3% ? * ',',‘1:_5,.“_4-,)_: R Areditha o e 8 Famh ce s mT o oo et eme gneae
el . M P
Jz ., . .
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MC1-115-77~1 ‘achine-Readable Records Suvplement
Daily Accurmlations of Datas
A 511-1. . .
a) Reservoir elevations and capacities information for use in
preparation of area-capacity tables,
e Destroy 1 year after preparation of the final ares=

capacity tabla

b) Water log information from all locations reporting data
and which is later incorporated into the daily historical
file,

e Destroy 1 month aftexr incorporation of data into the
dally historical filee

¢) Historical water record of daily statistics using the
mlti-data base and used to compare old and new data for

forecasting purposes and preparation of the elevation-
storage graph for the year showing miniwom and maximum
datae Updated anmally.

o Destroy when mo longer required for references |
A 511-2, Weekly accummlations of data with only one-year of data '

being retained, Updating i3 wesklye

R

|
e Destruy when 1 year old, retaiming only ome year of {

B

A 511-3.

I R, LA

Bistorical operatiom-data. co]lec:l'.izig and reporting on a
monthly basis (sometime called a Water Supply Master File)

and recording such information as reservoir storage for

the current and preceeding year, changes in storage, listing

water releases to irrigation, to municipal and industrial

use, for flood control purposes, and other similar informa-

tion:

a) Historical data by project mmber, reservoir mumber,
date and other information as furnished by data coding
form and updated monthly.

o Destroy when no longer required for reference,

b) Historical data in randam access file updated yearly,.

o Destroy when no longer required for reference
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A 511-/4. Anmal reservoir operations data for individual reservoirs

A 511-5. RO

A 511-6, :

storage credit computation with water measurements and .

operation statistics determining individual water organiza-

tion storage credits in the reservoir, Data is used to

prepare anmual operations summary for the reservoir and i

to verify that operations, Updated monthly.

+» Destroy when no longerrequired for :r:'e.farenca.

1

Small reservolr sizing computations; data check and fiald i

reconnaissance estimates determining dimensmion-and cost
!

of small asphlat lined reservoirs, ;
. |

1

e Destroy when no longer required for referencea,

Tlcws and diversiors cata; streamflcws, flows and diversionsg

Y & IR .
at dars in 2l-hour averages and variances of flows from tha

raster sched Data 3 ‘n o e 3 &
s ule, Data is usad in pr ing analyzes tables

[
i
|
ard can be retrieved tat 13 8 1 l
retrieved by table iden-ification or ty nonth,

cay or flow guantity. Data is tpcated at 3 to 6 ronth interw |
]
vals and duplicated fn the trarsfer of thedata to the tablas,,

0

§

¥

e . - .
o Desiroy @ren no :onger required for reference,
= T T TS —— e e

. s

A 511"70 )

o TR e T@ﬂrw;w:ww%?w:@v .

.

Tirication efflciency studies; water deliveries to Irrigation

or Drainage Districts by date, tumnicut rurkers, contract i

;
identification, hours or irrigation, c¢fs, acre-Teet and othar |
informations /

.

a) Irrigation records computed arrmally and used by a

Technical Fisld Co—mittee In evaluating efficiency

in their fiscal yezr reoorte
\‘_—_‘_/.._——'——-———“
o Destroy when no longer required for reference.

b) Crop production ard other sirnlar information for [
- !
water tudget analyses by a Technical Field Committee |

evaluating irrigation efficiency in their fiscal

=
vear reporte L prvin, s o Liihradip PHaee
¢ v U -

« Dastiroy when no longer required for referercee )

—

-

o R S

J
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A 512, Annual Cperating Processing Plans Data. “/ater operations for one
irrigation season summarized and projected operations for the forth-
coming season predicted. Thirty year averaged inflows and end of
irrigation season (September) storages are used as a base along with

other statistics derived from the programs described in Item 511 et al.
Data is updated annually.

Destroy when no longer needed for reference.

O T TS SR, cemfario v vans . ' v

A 520-2, Canal Casacity Studies:

a) Canel izproverent sizing data such as length, cagpacity, o

¥
losses and other data on carnel sgystems (l.e., —ain caral,;

laterals and sub-laterals). Data is alphabetical by

canal code and mmerical by lateral rmumbers. The study

is usually of a one-time nzture and no updating is

usually perfor=ed, !

e Desiroy when mo longer required for reference,

-

- - - ’ }
b) Lateral impreovement sizing cdata such as lenzth, capacity,f

losses and other data for processing pu-poses, Tata is

arranged by laterial identifica*ion and is part of a /
i
]

one-time stiudy involving no nodating, i g

l

e Destroy 5 yrears after completion of related study.l‘
4 520-3. : ©

BN LY - v

?.aztbwoxzk Quzmities.fc;r-es%mting constructisn costs and
or est==

Wimmﬂes; incleding such

statistical data as ceater—line cut, cross-section evels,

quantities for seeding and topsoil restoration; aralyses of

construction costs; wastsbank analyses; borrow areas amd

related quantities; culvert requirememis and cosis; design
ard hydraulic dataj overhaul guantities; bridge ard road
requirements and quantities; drairage area data, runoff

calculations; water kammer analysis of pipelines and other

» Destroy when related construction contract is eligible

for disposal,

|
!
§
similar datae l‘
+
{
!

Ce p e T e s
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A 520-4.

A 530-1.

e Records Supplement

Diversion Schedules - Turnouts; canal system turnout studies

for purpose of determinint water capacity required for ':
delivery or diversion of water to farm units. A1l turnouts |

in the system are included and arranged muzerically by an -
assigned sequencing mumber. The data is updated armally :

and is used in the preparation of construction spacificationse

—e—

e Destroy when relatqd construction contract is disposede

e .
/ . R . B

DRATMAGE ATSAS — DATA PROCESSED APPLICATICKS; results of

topography studies, weather data (daily or other

periodic reporting of grecipitation), hyZ=olosic chzraciter—
- e e et
e e A

rainage arsasy amd dala fron so1l conservaw

“ion ramials, the NOAA Atlas TY, =nd Iyiraviic studiese.
The inforration i3 on boih <ata cards and taze, it is not -

updated.regularly but only as reguired and %

used in the desizn and acvance pl=nninz of drainage s

a)

Drairags area characteristics, 'r_y;y'i_ta’lg;cal.-

e D

W

stroy v-en Do lorger recuired for references

b) Punwif corrutation drainage zreas of canals, for
' 5 >

rperged areas of drairage, and as combined with storm
frequency daza by project areas and siructures znd used
in deternining storm runeoff quantities,

o Deastroy when po longer regulred for reference,

0
[
)

crenental runoff by arsa and location; input to other ; o

prograns involving drainage from rmmoff,

o Destroy when ro longer required for mferen?:é,

fleed studies; precipitation and Trequency of excess or
ood amounts of runoff ard their effect on drairnzge

N
arecase '-:/',:.‘ .

e Destray vhen no longer required for Etaf_eryme.

Wl

-~

-
A 1
.

%

w
-
s

I
a
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A 530-3.

4

Zvapotranspiration from drainage; program reading daily waather

and precipitation data for calculation of consumptive use of
water by the Blaney—Criddle method by crops during the winter

months or other periodse

e Destroy when no lorger required for refe_re.v:zée.

Zxcavation quantities and right-of-way comsutation for drain

construction and used to estirate recommaissance costs,. . '

-

o Destroy when related construction contml':.t.nis dispésed. ;

'

- P

A 5L0-1, =i S
PUMPING PLANT CCST SSTDMATING: data decks cortaining costs.

information related to operation, maintenmarce and replace—

i
nent of equirzaat at plants axd Yo ccopare operating costis

&=ong planise

a) Anmal coss of purping, plant operation, pipeline,
T

electrical enarzy, and othar data o cda2sermine pipe

dizmeters and head clzss resguired, i -

NS e Destroy when po lornger required for references

b Peconnaissance cests Including switcrra=ds and
5 ~

anmial operation, maintenance smd replacerments of
—

equirment. Cost comparisons tetween differi-g 3 N

plants are precarede

|
.9
e Destroy when mo longer required for references ‘ .

WATEZR HANAGEMENT STUDIES BY COMPUTER

gement concents indivigual rivas-s
g

or river systems for ad/arce planning purposes aad corduci-

ing water surface proliles from remote sensing and topo—

graphical data. Data is on tape and updating is varizblee

e Ds&stroy when no longer required for reference,
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A 550-2,

A 550-3.

A 550-4.

A 550-5,

. Y

Forecasting Water Supplies; data base and processing pro-

grans used in forecasting water supplies by specific conixrol},

points. Basic data is from USCS Water Sucply records which |

e e i

is updated momthly and arranzed in chrozological order

iTEerle

|
i
e Desiroy when no longer required for referencee 1!

Over-aticns Sindies; streamflows by year, month, nzekx and !

in 8—day periods for use in adzance planning studies by

Projects. Operations can te conputed by varying periods of

time (daily, weekly, monthly, yearly, etc.)}s Data is on
card and duplicates inforzation in USGS ¥ater Supply Reports.

« Dastroy when no lorger re=quired for referencee - ‘

~em vimaspumrrgeame 0t

. CURIT_T M AT s v erURETR T el TR e e
L - e e = L L e s N
Mnoff Records: i
i
) 4
a) Historic records from USGS records omn varicus sireans ;
[

and used to corpare varicus plans of rater develooment

and effects of develorment in the area or river tasin
being studi=d, Data is in crronological order by
river location and 1s updated anmallye

« Dasiroy when oo longer required for references

b) Punoff cozputes by cor-elation methods in unformatted

order and used in all plamirg strcdies. '

¢ Destroy when no longer required for references t

FRRRT - e nm

Streamflows from USCS gages in selected rivers and creeks- in
oy oo

areas being studied for water resources development feasi- ¢ S

bilities and advance planninge Data is chronological by
gaging station mumbers and then containing readings; 1t is

available in two forms:

a) Master Data Cards

+ Destroy when no longer required for references

b) Subsets of the Master File

« Destroy upon completion of the studye

sy e e

1
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NC1-115-77-1 'lachine-fe. ble hzcords Supplement

A 563-1. Yonicizal and indusirial wmater sapslies; data censisis of all

R v . .
eqirmeant and other expenses intolvad in fumc

e Rt

e et e b

runicipal and irndus+<rial uses which is us=d 2
—— ~—— s
cost estimates for such activities as:

\

a) Dssalting plamts and facilities in accordance with tha

Data is updated as reguired.

;
|
i
".
Buresn of Reclaration's "Cesziiing Kandbock for Planners.m }
ii
e Destroy when mo longer required for references !

;

i

b) Aqueduct systens including fmping plants, pipslines and
other festures with data updated as reguired,

e Desiroy when no lorger required for referencas

o
(o))
)
o
*
H

wzted yearly,

)

c) CoJ e-ative Power Associald

(o]
o]
.
o
oJ
o
v
)
1
[RY
(48
i
4
'
A
2
o
..
g}
ch
o)
t.

menunly calenlation of pewer usage insicde 2 cutside the |

. i
@) Deend end Tnergy Use; cusicomer nzmes, winter and summer

anmal energy use 2nd other data., TData accurmu-
lztes a3 a historical record of derard &nd energy and is
Loed in load estimating., Arrarged by states, cities ard

years, a copy of the output is sent o custorerse

« To be schuzinled by the Depariment of T2

tans S i

h;'!% Aer KA

5
B
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A 630, continued

=) . zxr _iTtt ciien - Ies

reg ired to ¢

zge a»d lcad trojcciim

for custoner znd wheelin

A 634. .. e. 7o b2 scheduled Ty the D

2
Bz BIIIING AND CUSTCYER STATZNEN

W

0 i
we ()
o
ir
ol
i

>omvnily power tail’ing infermatiom used

to custeuers, Initizl data is

subsecnently erzsed; the acrangement is in —onthly ordar,

the data is run cnce a ~onth and there is no uznd

after the following nonthe D

-2
L=

3]
14
u
.
Il
el
IJ-
O
bl
ok
&
L8]
a}

| RIS

RN e

o R

A TRty

)

cusitozers who

ject lands by lecaion an=d suilabili~

o~

cimssafization), acrezge 2nd other in

nIoITE—-

« Desuroy vhen oo longar requized for referernces

-
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A 740-1,

cdustion ard livestock carsis siciziics !

Pata is us=d to pre:
b

enefats a2 repajicent of Project costs.

¥arm anput varies as does updating.
;
;
o Desiroy when no longer required for rcfeTepces |

A 743, TERIGATION MWANACDEENT; farm-irri

- b -

zrm locoiion, acrezge, classific tion of land by servicing

canal, ir-igation class and other 1nfor==zvicn. Data recording

A 180-3,

R780~+.

Iy
;
3

provemonis on the gropurty and use being =ade of the

2@ suoTmarries for roporting purpoves. Tnforration is

AL

1]
1
W
i
L
31
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N
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H
3
i
d
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-se s a m2ster list of land acyufsition tromszciions

longer recuirved for references

e e s e P T s e T B
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