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'" \. " -~ __ "'_l'f'P?_"_~_~_-... 
REQUEST FOR RECb-Ro~ DISPOSITION AUTHORITY LEAVE BLANK 

(See Instructions on reverse) JOB NO 

NCl-115-82-l 
TO GENERAL SERVICES ADMINISTRATION, 

__ N_A_Tl_O_NA_l_AR_C_H __IV_E_S _A_N_D _R_E_C_OR_D_S_S_E_R_VI_C_E,_W_A_S_H_I N_G_'fO_N_,_D_C_2_0,4_0_8 __ ---l DATE RECEIVED 

1 FROM (AGENCY OR ESTAl:3l1SHMENT) ~ay 21, 1982Bureau of Reclamation 
NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION 
In accordance with the provrsrons of 4<1 USC 3303;1 the disposal reProperty and Paperwork Management Division Quest. Including omendments, IS apprcved except for Items that m3Y 

3 MINOR SUBDIVISION De stamped "dISPOS;11not approved" or 'withdrawn" In column 10 

Paperwork Management Branch 
4 NAME OF PERSON WITH WHOM TO CONFER TEL EXT15 

Marlene M. Bosworth ~43-4247 9-I0-~j
nale 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed to act for thrs agency in rll£~drs 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 busmess of 
this agency or will not be needed after the retention periods specrhed, 
D A Request for Immediate disposal. 

[i] B Request for disposal after a specitred period of time or request for permanent 
retention. 

C DATE D SIGNATURE OF AGENCY REPRESENTATIVE E TITLE 

5-20-82 Chief, Paperwork Management Branch 

7 
ITEM NO (With 

8 DESCRIPTION OF ITEM 
lnclusive Dates or Retention Penods) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

1. The attached record 
previously approved 
Reclamation. 

disposition schedule 
records schedules of 

supersedes
the Bureau 

all 
of 

Any record series-either textual or non-textual-created 
subsequent to, arid/ornot disposable by, this schedule 
will be covered by supplementary records disposition
authority to be obtained from the National Archives and 
Records Service. 

Records created before January 1, 1951,.must be offered 
to NARS for possible permanent retention. 

STANDARD FORM 115115-107 
Revr s e d Apr r l , 1975 
Prescnbed by General Services 

Adrrnrnstration 
FPMR (41 CFR) 101-11 4 

I~ L 



Record Disposition Authorities
 

Permanent and Long Retention Records
 

I-A	 These are permanent records which should be transferred to FARC in accordance with instructions given for 
each specific item. These records will be transferred to NARS when 25 years old or sooner if instructions 
are given for the specific item. 

I-B	 Retain until I year after project or feature is no longer under Bureau ownership or jurisdiction.
Transfer to FARC when volume warrants or in accordance with instructions given for each specific item and 
review files every 10 years. 

1-C Retain until repayment provisions have been 
warrants or in accordance with instructions 

met by the water district. Transfer to 
given for each specific item and review 

FARC when volume 
files every 10 years. 

, . 

1-D These are records which are required to be maintained in accordance with Federal Guidelines for Dam 
Safety. These records shall be retained for 1 year after dam ceases to exist. Transfer to FARC when 
volume warrants and review files every 10 years. 

2-A These are 
no longer 

records which have short-term or no specific retention. They
needed for reference, obsolete, terminated, or microfilmed. 

should be retained until they are 

2-B 
2~ 
2~ 
2~ 
2~ 

Retention 
Retention 
Retention 
Retention 
Retention 

1 year or 
2 years 
3 years
5 years 
6 years 

less )
)
)
)
) 

These are temporary records which should be destroyed according to each 
specific disposition authority given in each item in the schedule. 
These records will not be transferred to FARC. 

2~ Retention 10 years These 
old. 

are temporary records which should be destroyed when 
They may be transferred to FARC when 6 years old. 

10 years 
~ 

2~ Retention 15 years These 
old. 

are temporary records which should be destroyed when 
Yney may be transferred to FARC when 6 years old. 

15 years 

2~ Retention 25 years These 
old. 

are temporary records which should be destroyed when 
They may be transferred to FARC when 6 years old. 

25 years 

Note: tVhen the above temporary records (2-G, 2-H, 2-I) are transferred to FARC, they must be assembled 
boxed with records having the same disposal authority and disposition date (for example, all 2H records 
together). 

and 
boxed 



llLl;~Ei\lI Of R, LLN-IATION 

HANDBOOK NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

GENERAL CORRESPONDENCE 

2D General correspondence, memorandums, directives 
and reports related to office or prolect
admlnistration. Subjects Include establishing
and revislng offIce procedures, rules, and regula-
tions; management reVIews In broad functlonal areas;
the control and schedulIng of mandgement techniques;
data processIng as a management tool; assignIng 
identifying names and symbols to Reclamation proj-
ects, features, and structures; using conferences 
and meetIngs to promote admInistrative matters;
defInIng serVIce and theIr location within an 
offlCe, employee pay and benefIts information; stock 
room facilItIes and their use; SOllcitIng charitable 
contrIbutIons; promoting purchase of savings bonds;
and the admInIstration of safety programs •. - -

Correspondence, reports, transcrIpts of 
head ngs, and related documents concerning studies 
or InvestIgations of Reclamation administrative and 
management func t i ons by the Congress. 

/2G	 a. ConmlRsioner's Office. ~ 

/2D	 b. All other offices. 

Management review cases flIes. Management
Inspectlons aDd surveys, Including reports,
management improvement projects, and control and 
scheduling technlques plus disposition. 

RULES AND REGULATIONS 

j2A DesignatIon of employees to certIfy items for 
publicatIon in the Federal RegIster. 

J 2A Federal RegIster publication. 

ReclamatIon Instructions or manuals. 

JIA	 a. Formal releases-record copy (Commissioner's 
Office) • 

b. All other copies. 

RECORDS NANAGEMENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE	 PROJECT 
CLASSI- COMMISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 

CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

\"""'1~100.	 DestroYAwhen superseded, Same Same 
102.	 revoked, or 3 years old. 

Destroy	 when 10 years 
old. 

Destroy when Saine 

3 years old. 

101.	 Destroy when 5 years Same Same
 
old.
 

102. 

Destroy whe n revoked or Same Same 
employee vacates posj-
tion to which designa-
tion is aSSIgned. 

Destroy	 when no longer Same Same 
needed for	 reference. 

PER~ANENT - Offer 
supers~ded	 r~leases to 

'" s- 4t'fj	 blockSNAR~wnen 0 years old.
 
(Arrange by Series
 
Number.) ca. 2 ft3/yr
 

Destroy	 when superseded Same Same 
or obsolete. 

100-1 



HANDBOOK NO. 2 RECORDS ~lANAGEMENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 
CLASSI- COHMISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 

DISPOSITION FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

RULES AND REGULATIONS (Continued) 

Regional supplements 

102. 
(Cont.) 

a. 

b. 

Record copy, regional 

All other copies. 

office of origin. 

Destroy when 
or obsolete. 

superseded 

PERMANENT - Offer 

superseq~9>_r~lea\1~c~5
to NARS"wfien'11(5" years
old. (Arrange by
volume or series 
number.) ca. 2 ft3/yr 

Same Same 

2A 

Manuals of other agencies, such as the Federal 
Personnel Hanual, Federal Property Manager Regula-
tions, Federal Procurement Regulations, General 
Accounting Off1ce Manual, and others. 

Memorandums and bulletins too general to be 
placed in a specific file. \-Ihensubject is 
identif1able, offic1al file should be placed in 
the subject file. 

Correspondence relating to arrangements for 
v1sits, trips, meetings, and conferences, including
accommodations and approvals of attendance. 

SAFETY RECORDS 

103. 

104. 

105. 

106. 

Destroy when superseded
or no longer needed for 
reference. 

Des troy when superseded
or obsolete. 

Destroy when no longer
needed for reference. 

Same 

Same 

Same 

Same 

Same 

Same 

2D 

2F 

2B 

2A 

2E 

General correspondence pertaining to safety
progrdms; procedures for protection of indiv1duals;
elimination of hazardous work1ng condit10ns and 
inspect10n of safety measures; and the education 
of the general public in the use of good safety 
practices and procedures. 

Case records reporting pub11c acc1dents,
injuries, fatalit1es, and disab1lities with related 
correspondence 1ncluding similar case records for 
occurrences 1nvolving contractor employees. 

Safety program publ1cat10ns, posters, safety
reminders, and other sim1lar promotional material. 

Fire f1ghting agreements and all related 
correspondence. 

Safety and Accidents - Summary or Progress
Reports. 

Destroy when 3 years old. 

Destroy 6 years after 
date of incident or 
3 years after settlement 
of any claim. 

Destroy when 1 year old. 

Destroy upon termina-
tion of agreement. 

Destroy when 5 years
old. 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

100-2 



HANDBOOK NO. 2 RECORDS MANAGalENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY 

2G / 

lA j 

2E 

2A 

2E 

DESCRIPTION OF MATERIAL 
AUTOMATIC DATA PROCESSING 

General material USIng data processing as a 
management tool, including program dpscriptions
and ADP activity reports. 

AUTHORIZATIONS AND POLICIES FILES 

Correspondence, reports, and studies 
regardIng Reclamation authorities and 
polIcies relating to the establishment of 
nation-WIde and regional boundaries of 
Reclamation authorities; and including
comments from the public or other sources 
concerning Reclamatlon authorities, actlvities,
accomplIshments, competltlon with private
industry, jurIsdictIon over Federal activies,
and other related matters. 

a. Record copy of correspondence, memorandums,
and publIC comments regardlng Congressional
delegation of National ReclamatIon authorlties,
delegations of those authoritles to regIonal
and other levels of Reclamation organization,
and other Reclamation-wide matters of a broad 
adminIstrative nature. (Commissioner's office)

tt«·a 'ph,,-- 1,(.1 ~ff;c,,)~ c-hfmO, V01. Cf/,-(f.
b. Record copy of authorltles and publlC

comments pertainIng to regl0n-wlde JurisdIctIonal
 
matters, such as establishment of fIeld locations,

and matters concerning establishment of fIeld
 
location boundarIes and limits of authority.

Include Valley and/or Basin authorities, etc.
 
(Regional office of record) h cr e:..fp~- b~ oFf,c-(,
 

~-eAN\'\kr ~, y~ (!.P-jIO'1fJ• 
c. All other copies. 

DelegatIon of authority flIes - In-house 
delegatIons of sIgnatory and other temporary
authorltles including designatl0ns of 
Constructl0n Engineers as representatives of 
the Contracting Officer. 

NATURAL RESOURCE CONSERVATION REFERENCE FILE 

Letters of transmlttal and other correspond-
ence, reference reports, and courtesy copies
of studies created by other agencies, and 
related to major natural resources conserva-
tlon programs, also subjects such as wllderness 
preservation, wlld river protectlon, material 
pertaining to moratoriums on constructlon in 
areas reserved for public purposes, and similar 
matter. 

FILE 
CLASSI-
FICATION 

CODE 
109. 

110. 

120. 
121. 

COHMISSIONER'S 
DISPOSITION 
INSTRUCTION 

Destroy when 10 years
old. 

PERMANENT - Transfer 
to FARC when volume 
warrants. 

Destroy when 5 years 
old. 

Destroy in agency
when revoked,
withdrawn, or 
expired. 

Destroy when 5 years 
old. 

100-3 

LOCATION 
PROJECT 

OFFICE REGION & E&R CENTER s FIELD OFFICE
 
FARC DISPOSITION FARC DISPOSITION
 
DISP. INSTRUCTION DISP. INSTRUCTION
 

Same Same 

Offer ~o I locks
 
NARS;\-t(e'1f"
 
25 years

old.
 

PERMANENT - Transfer Offer to 1,/," .s- '1~W I" .de.!to FARe when volume NARSIIwhen 
warrants. 25 years

old. 

Same Same 

Same Same 

Same Same 



----~---------------.------.------------------~LO~CmAT~I~ON~-----------------------------------
FILE PROJECT 

CLASSI- COMMISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
DISPOSITION FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

NATURAL RESOURCE CONSERVATION REFERENCE FILE 
(Continued) 

2G Natural Resource Conservation Working
Papers - Statistical and other raw data, and 
preliminary reports related to major programs
of resource conservation. 

~~CHINE-READABLE RECORD 

2A **Geothermal investigations: A one-time survey
(8-9-73) of a geothermal well in Imperial County,
California. Recording well depth in feet and for 
each depth the sonic velocity, Gamma-gamma density,
Neutron porosity, and other data as required in an 
litholog1c interpretation and water quality estimate 
of the well. The data was accUJTlulated for an ongoin
study of the geothermal potential in the Imperial
Valley of California. 

~hneral resources and geothermal development.
Use for material regarding conservat1on, develop-
ment, or exploitation of coal, gas, and other 
mineral resources; include the use of water 
in exploiting and extending use and the environ-
mental effects of that use; also studies of 
Reclamation land affected by strip mining, pollu-
tion effects by mineral exploitation on air and 
water; oil spills; and other related hazardous 
materials, etc. (include correspondence, memoran-
dums, 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. 

,IA a. 
({;vI(. ~) 

(}'A1 &A'.irr';ri.-

21 b. All other copies. 

2G Conservation and development of natural 
resources. General correspondence pertaining to 
conservation and development of natural resources,
including synthetic products, use and development
of mineral resources, wilderness areas, environ-
mental programs, the multiple-purpose examination 
survey, and planning of proposed Federal Reclamation 
Projects, othpr agency projects, or proposed
projects; valley and/or banin authorities or admini 
stration; area redevelopment projects; etc. 
Include general reference reports and wild river 
protection correspondence and material pertaining
to moratoriums on construction in areas reserved 
for pub lIc purposes and other similar matters. 

120. 
121. 

(Cont.) 

Transfer to FARC when Destroy Same Same Transfer to region
5 years old. when when 10 years old. 

10 years
old. 

Destroy upon comple- Same Same 
tion of study. 

PERMANENT - Transfer to Offer to bl.'--J-
FARC when 10 years old. NARS ~1."li~'ll"',.. CJCI<.)
 

25 years

old.
 

Destroy when 25 years Same ~~regiOn
old. when 10 years

old. 

Dpstroy when 10 years Same Same 

old. 

100-4 



BURMU OF RI:GLAMATInN 

HANDBOOK NO RECORDS MANAGEMENT RETENTION AND DISPOSITIO~ SCHEDULES 
LOCATION 

FILE PROJECT 

DISPOSITION 
AUTHORITY DESCRIPTION OF HATERIAL 

CLASSI-
FICATION 

CODE 

COMl'!ISSIONER'S OFFICE 
DISPOSITION FARC 
INSTRUCTION DISP. 

REGION & 

DISPOSITIotl 
INSTRUCTION 

E&R CE/iTER 
FARC 
DISP. 

& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

2G 

NATURAL RESOURCE CONSERVATION REFERENCE FILE 
(Continued) 

Environmental and ecological management. Use 
for surveys, pl~nsl ano programs pertaining to 
environm~nt and ecology, material regnrding
conformance to the provisions of the National 
Environnental Policy Act of 1969 and other 
applicahle legislation. Include surveys, plans,
and prograns for prevention or reduction of 
pollution and correspondence regarding environ-
mental statements. 

120. 
121. 

(conr s) 
Destroy
old. 

when 10 years Same Same 

Environmental statements. An environmental 
statenent identifies and analyzes the environmental 
consequences of a gIven action. Reclamation 
copies o f draft and final statements as si gned DES 
and FES control numhers and transmitted to the 
Council on Environmental Quality. Before these 
are transMitted to the CEQ they go through the 
Co~issioner for review and approval and, depend-
ing on the scope of each statement, it can go to 
the Secretary of the Interior for review and 
approval. 

The Conmissioner and/or the Secretary has 
flling authority with the environMental 
Protection Agency. The documents that become 
finalized constitute written authority to 
proceed with a feature or proJect. The signifi-
cance of these documents make their value remain 
pertinent for as long as the feature or project
is u~der Bureau of Reclamatlon control. 

DES 
Final environmental statements 

and FES control numbers. 
assigned 

21 

lB 

a. 

b. All other offices. 

Commissioner's Office. Transfer 
10 years 

to FARC 
old. 

when Destroy
when 
25 years
old. 

Break files every
10 years and 
transfer to FARC. 

Retain as 
long as 
fedture is 
under 

Bureau 
ownership. 

Destroy "he" no 
longer needed for 
reference. 

, -, 
l 
i 

2G Advance or review drafts of environmental 
stateme~ts together with supporting data,
narratives, exhibits, correspondence, preliminary
reports, reference reports from other than Bureau 
sources, and other material generated or gathered
in preparation of statements and their transmittal 
for review. (NOTE: Any comments must be pulled
and filed wlth the approved final environmental 
statements as supporting data). 

Destroy 5 years after 
issuance of final or 
10 years after date of 
last document if no 
environmental state-
ment is prepared or 
issued. 

100-5 

Same Same 



HANDBOOK NO. 2 RECORDS MANAGEHENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 
CLASSI- COMMISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 

DISPOSITION 
AUTHORITY 

NATURAL 
DESCRIPTION OF ~L~TERIAL 

RESOURCE CONSERVATION REFERENCE FILE 

FICATIONrnDTIS~pPcO~S~I~TtIO~N~~~~~~~F~A~R~c~---trD~Icsi.PO~S~I~T~I~oiN~~~~~~~FA~RvC~---+~D~I4S~PO~S~I~T~I~04N~
CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION.~. 

(Continued) 

Transcr1pts of public hear1ngs or written 
comment solicited by the Bureau in connection 
w1th environmental statements published by the 
Bureau, related correspondence, and negative
determinations of environmental impact: 

a. Regional office of major interest. () 1r:.fd/t« I 

~ 

2G	 b. All other offices. 

2A Environmental statements of non-Bureau 
origin, transm1tted to the Bureau for review and 
comment or acquired for reference purposes, and 
1nclud1ng all related correspondence or comments. 

MACHINE-READABLE RECORD 

**Environmental 1mpact statements, animal and 
plant life inventories, and ongoing data for 
management studies: 

2A	 a. Arranged by assigned sequence numbers and 
record1ng data such as abundance, location, genus, 
common or family name, and other informat10n 
required to support environmental impact state-
ments. One-time studies with ong01ng informa-
tion to time of publication of impact statement. 

2B	 b. Base 1nventor1es such as descr1bed above in 
special areas such as wetlands or counties or 
project areas. Data is in no 10g1cal sequence
and mainta1ned by mult1access retrieval system.
One-t1me studies w1th ong01ng information to 
time of publication of final evaluation report. 

RECORDS OF PLANNING BOARDS, CO~MITTEES, AND SPECIAL 
COMHISSIONS 

2E Correspondence, prelim1nary or reference
 
cop1es of reports, informal minutes of meetings
 
of subcommittees, and other related material
 
received or created by Reclamation during

participation in groups empowered to study and
 
propose major plans for multiagency conservation
 
development, and use of resources or to consider
 
special problems related thereto.
 

121. 
(Cant.) 

Destroy when 10 years 
old. 

Destroy when no longer
needed for reference. 

Destroy when no longer
needed for reference. 

Destroy 1 year after 
publication of related 
final evaluation report 

122. 

Destroy when 5 years 
old. 

100-6 

PERMANE~ Transfer 
to FARSiWfien 
10 years old. 

Same 

Same 

Same 

Same 

Same 

Offer to 
NARS.i" S'1' 01 r hJccks 
when 
25 years
old. 

Offer to region
when 10 years 
old. 

Same 

Same 

Same 

Same 



E1Il:b\lJ GF 1.;cCL4.1AlIUN 

HANDBOOK NO 2 RECORDS NANt..GEHFNT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

RECORDS OF PLANNING BOARDS, CO~illITTEES, AND SPECIAL 
CO~illISSlONS (Con t mued ) 

FILE 
CLASSI-
FICATION 

CODE 
122. 

(Cont.) 

COMHI SS lONER'S OFF! CE 
DISPOSITION FARC 
INSTRUCTION DISP. 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

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 ReClamatio~~ 

lA 

lA 

a. Commissioner's Office. ;).fl/ tfv 

b. Regional office of major interest. J "/1" 

PE~NENT - 9.ffer to n, ,;;-14"'<,,1: 07< de eNARS" Wnen 10 year"!>old. 

PE~N~T - 0tfer to 
NARs:'l.iKe~~rOy~~~{
old. 

2G c. All other copies Destroy when 10 years 
old. 

Same Offer to region
when 10 years 
old. 

PROPOSED REC1A}1ATION PROJECTS INVESTIGATIONS 
FILES 

123. 

General correspondence, preliminary 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 Il'atters. 

Before project is 
authorized, postponed,
or abandoned; break 
file every 5 years 
and transfer to FARe. 

Same Same 

a. When a proposed project IS approved for 
cons truc t i on , the records ~athered In the anves+ 
tIgatIons files shall be wIthdrawn from FARC 
and recorded into the full range of decimal 
sub;ects applicable to the records as indicated 
In Records Hanagement Handbook No.1. The 
recorded records will form the nucleus of the 
subj ect f i Le s 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 instruc-
tions applIcable to the newly-coded subject
identiflcations. 

b. Postponed project files. On reactivatIon of 
investigation, wIthdraw from FARC and dIspose of 
in accordance with above instructIons. 

Transfer all records to 
FARC upon receipt of 
official notice of 
postponement. 

Same Same 

2G c. Abandoned project investigations files. Transfer all records to 
fARC upon receipt of 
official notice of 
abandonment. 

Destroy
10 years
after 
transfer. 

Same Same 

100-7 



BURJ:i\U OF R[CLN1ATlllN 

HANDBOOK NO. 2	 RECORDS I!ANAGEHI:NT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY DESCRIPTION OF HATERIAL 

PROPOSED RECL~!ATION PROJECTS INVESTIGATIONS FILES 
(Cont1nued) 

21	 d. Informal compilations of working data,
computations, and information regarding proposed
Reclamation invest1gations and supporting
narrative or statist1cal data contained in 
correspondence and reports 

PROPOSED	 PROJECT INVESTIGATIONS BY OTHER AGENCIES 

2G Correspondence and prel1m1nary or summary
reports concern1ng proposed resource development
projects of other agencies, and submitted to 
Reclamation e1ther as a courtesy or for comment. 

2B Publ1c not1ces of hearing to be held for the 
purpose of securing public comment on proposed
investigations of other agencies (such as Corps of 
Eng1neprs), rout1nely sent to the Bureau for 
reference; transcr1pts of these hear1ngs; and other 
related matters. 

LAH AND LITIGATION 

2E General correspondence concerning the Bureau's 
rights to hold and protect property, to partici-
pate 1n lit1gation, to file claims, and take other 
legal actions. Correspondence relating to sub-
stant1ve matters eventually 1S incorporated into 
offic1al Reclamat10n Instruct10ns. 

2D W1tness flIes. Records relating to 
employees serV1ce as Witnesses, including requests
for and approvals of service, and reimbursement 
for expenses. 

LEGISLATIVE HISTORY FILES 

Case f1les related to leg1slatlon, such as 
Federal Reclamat10n Laws, affect1ng the Bureau's 
authorit1es, activ1t1es, and 1nterests. Includes 
correspondence, reports, copies of leg1slation,
and data	 requested by Congress to support the 
Bureau's	 commen t s , Ci.l'k,(,u1 'Y'),A,#Y'J,.,.,II, o-t :?.-M",r-

Enacted legislation. 

1A a. Connnissioner's Office. ~('--,t;;()AQ~-"~'illv{ 
Cr.·'"1fJ--'~ 

FILE 
CLASSI-
FICATION 

CODE 

123. 
(Cont.) 

125. 
126. 

130. 

131. 
132. 

LOCATION 
PROJECT 

COMMISSIONER'S OFFICE REGION & E&R CENTER s FIELD OFFICE 
DISPOSITION FARC DISPOSITION FARC DISPOSITION 
INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

Destroy 25 years after Same Same 
authorization of 
project or 10 years
after abandonment of 
proJect, wh1chever is 
applicable. 

Destroy when 10 years Same Same 
old. 

Destroy when 6 months Same Same 
old. 

Destroy 5 years after Same Same 
close of fiscal year. 

Destroy when 3 years Same Same 
old. 

PE~~NENT - Transfer Offer 
to FARC 5 years after to NARS 
law if> enacted. when 

25 years
old. 
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HANDBOOK NO. 2 RECORDS HANAGEMENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY 

LEGISLATIVE 
DESCRIPTION OF HATERIAL 
HISTORY FILES (Continued) 

2A b. Regional office most affected. 

2E c. All other copies. 

2A Congresslonal Record. 

2A State legislatlon. 

2C Leglslatlon not enacted. 

2E Publlc works approprlatlons. Reference 
copies of leglslatlon and congressional
hearlngs containing testimony relating to 
Bureau actlvitles. 

LAW ENFORCE~IENT FILES 

2E 

2A 

2G 

2G 

Law enforcement and Iltjgatl0n. Corre-
spondence and case files relatlng to theft,
vandalism, unlawful entry, unauthorized 
occupatlon of land, tresspass, and similar 
crimes occuring on Reclamtlon property. 

Reference copies of deClsions of the 
Comptroller General, Secretary of the Interior,
and other regulatory authorities concerning
Bureau actlvltles and authority. 

Damage clalms case flIes, formal fillng of 
claims for damages, dlsaster, investigation
reports appralsals of damages, legal opinlons, 
correspondence negotiatlng settlement or denial 
of clalms, and related correspondence. Also 
include coples of summons, subpoenas, complaints,
rulings of the court, and other related corre-
spondence and copies of court proceedings in 
cases where litigation occurs. 

Teton Dam failure case files 

FILE 
CLASSI-
FICATION 

CODE 
131. 
132. 

(Cont.) 

133. 
135. 
136. 
137. 

LOCATION 
PROJECT 

COHHISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
DISPOSITION FARC DISPOSITION FARC DISPOSITION 
INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

Destroy when no 
longer needed 
for reference. 

Destroy
needed 

when no longer
for reference 

Same Same 

or 5 years after 
enactment of law,
whichever is sooner. 

Destroy
needed 

when no longer
for reference. 

Same Same 

Destroy when no longer
needed for reference. 

Same Same 

Destroy 2 years after 
legislation is killed. 

Same Same 

Destroy
needed 

when no longer
for reference or 

Same Same 

when 
ever 

5 years old,
is sooner. 

which-

Destroy when 5 years 
old or 1 year after 
settlement of any
litigation. 

Same Same 

Destroy
needed 

when no longer
for adminlstra-

Same Same 

tive purposes. 

Destroy 6 years after 
settlement or when 

Same Same 

10 years old. 
t IOl~ vrrt';""~

~......t:,-<;.,v.J 

Destroy 3 years after 
audlt or 10 years
after settlement if 

Same Same 

no audit occurs. 
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HANDBOOK NO. 2 RECORDS MANAGEMENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 

DISPOSITION 
CLASSI-
FICATION 

COHMISSIONER'S 
DISPOSITION 

OFFICE 
FARC 

REGION 
DISPOSITION 

& E&R CENTER 
FARC 

& FIELD OFFICE 
DISPOSITION 

AUTHORITY DESCRIPTION OF MATERIAL CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

2D 

LAW ENFORCEMENT FILES (Continued) 

MACHINE-READABLE RECORD 

**Damage claim status informatlon recording
claim numbers, name and address of claimant,
claimed amount of damage and amount paid, and 
other similar data required to administer and 
maintaln action of a current basis. Program
is limited to only claims connected wlth major
dam failures or other disasters; the data is 
updated as frequently as required while claims 
are being processed and all information is 
subject to the Privacy Act. 

133. 
135. 
136. 
137. 

(Cont.) 
Destroy 3 years after 
audit or settlement of 
all claims received 
within 3 years of the 
incident. 

Same Same 

GRS 16-11 

RECORDS AND FORMS MANAGEr-lENT RECORDS 

Correspondence concerning the establish-
ment of filing systems and records dlsposition
systems; security of records; the creation and 
use of forms; and microphotography. 

140. 
142. 

Destroy
old. 

when 6 years Same Same 

GRS 16-6 Record inventories and worksheets. Destroy
old. 

when 3 years Same Same 

2A Filing handbooks and guides. Destroy when superseded. Same Same 

RECORDS TRANSFER FILES 

Standard Form 135's and other transfer 
agreements documenting the transfer of records 
to NARS or to Water User Organizations. 

2B a. Form SF 135's Destroy when temporary
records are destroyed
in FARC, or 1 year after 
permanent records are 
accessioned hy NARS. 

Same Same 

2A b. Water Users' letters of agreement. Destroy when Bureau 
records are returned 
to the custody of the 
Bureau office of record. 

Same Same 

MACHINE-READABLE RECORD 

2A **Records management; master index of lists 
of records transferred to Federal Storage Centers 
over wldely spaced intervals of time and requlring
updated lnterfiling of more current information 
or extenSlons of records. Data produces a prlnted
index which identifies the shelf list; accession, 
page, and storage container numbers; and provides a 
brief description of the records, their dates, and 
other information. Data is updated as required. 

Destroy when no longer
needed for reference. 

Same Same 

100-10 



ilUt{:.l\U I} I' I~J' \....L..i'u.'L/\' lUI. 

HANDBOOK NO. 2 RECORDS MANAGEMENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

RECORDS AND FORMS MANAGEMENT RECORDS (Continued) 

2G Authorities to microfilm spec1fic groups
of records. 

DRAWINGS AND MAPS 

2F Correspondence pertaining to systems
developed and prescribed for numbering and 
filing of drawings, maps, etc. 

RECORD DISPOSAL FILES 

GRS 16-3 Material pertaining to establishment of 
retention and disposition schedules, transfer 
actions, cleanup program, etc. 

VITAL OPERATING RECORDS 

GRS 16-11 Correspondence pertaining to the 
Government, departmental, and Bureau programs
for the protection of vital records. 

PRIVACY ACT RECORDS AND FREEDOM OF INFORMATION 
ACT 

GRS 14 Correspondence related to the administra-
tion of the acts, listing of records for 
publication 1n the Federal Reg1ster, rates to be 
charged for records furnished under the act,
transmittals and cop1es of spec1al reports
required from time to time such as costs of 
maintaining records subject to the act, research 
time to locate records, and other similar matters. 

FORHS CONTROL 

GRS 16.4a Case f1les containing copies of each form 
revis1on, and related correspondence - record 
copy. 

LIBRARY OPERATIONS 

2A Correspondence perta1ning to 11brary
facil1ties, pol1cies, systems, operat1ons
procedures, and bibliograph1es; includes 
scientific and technical information system,
water resources scientific information center,
and translations. 

FILE 
CLASSI-
FICATION 

CODE 

140. 
142. 

(Cont.) 

143. 

144. 

145. 

146. 

147. 

148. 

LOCATION 
PROJECT 

COM1HSSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
DISPOSITION FARC DISPOSITION FARC DISPOSITION 
INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

Destroy 10 years after 
completion of micro-
filming. 

Destroy when 6 years
old. 

Same 

Same 

Same 

Same 

Destroy when related 
records are destroyed,
or when no longer
needed for reference 
purposes. 

Destroy when 6 years 
old. 

Same 

Same 

Same 

Same 

Refer to GRS manual. Same Same 

Destroy 5 years after 
related form 1S super-
seded, canceled, or 
discontinued. 

Destroy when no longer
needed for reference. 

Same 

Same 

Same 

Same 

100-11 



BUREAU OF RECLAHATlON 

HANDBOOK	 NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

LIBRARY OPERATIONS (Continued) 

MACHINE-READABLE RECORD 

**Llbrary management; indexes to literature and 
nonbooks (reports) relating to water resources. 

2A	 a. Titles or data indexed by subject terms in 
alphabetical sequence and by titles within the 
term identifications. Retrieval is by use of 
document descriptors in an alphabetical arrange-
ment. Covering under this system began in 1962 
and it has been updated annually up to the present
time. 

2A	 b. Bibliographical inventory of nonbooks and 
literature related to water resources and water 
resource development projects or activities. A 
"sort-merge subroutine" arrangement is used for 
retrieval and the system is capable of listing
data by river basin identifications. 

GENERAL SERVICES RECORDS 

2D Correspondence, memorandums, and reports
relatpd to the administration of offlce service 
such as mail delivery, communications, and 
facilities operations, and space management; and 
the establishment of procedures for routing and 
receipt of correspondence, regulating tele-
communications traffic, releasing or assigning
equipment and supplies, issuing of authorizations 
and other credentials, securing transportation
services; and prescribing format and distribution 
of official correspondence. 

Directories 

2G	 a. Bureau employee directories - Record copy
(issuing office). 

2A	 b. All correspondence related to preparation,
printing, and distribution. 

2A	 c. All other copies. 

2A Communlcations - telephone, teletype,
telegram, facsimile. Correspondence, policies,
procedures and communication logs, and communica-
tions systems and other related matters. 

2D Mail facilities - postal estimate file. 
Postal estimates and related worksheets and other 
related correspondence. 

FILE 
CLASSI-
FICATION 

CODE 
148. 

(Cont.) 

RECORDS MANAGEMENT 

COMMISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

Destroy when no longer
needed for reference. 

Same Same 

Destroy when no longer
needed for reference. 

Same Same 

150. 

Destroy
old. 

when 3 years Same Same 

151. 

Destroy when 10 years
old. 

Destroy 3 months after 
issuance of directory. 

Destroy when superseded. 

Destroy when no longer
needed for reference. 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

152. Destroy
old. 

when 3 years Same Same 



BUREAU OF RECLAMATION 

HANDBOOK	 NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

GENERAL SERVICES RECORDS (Continued) 

2A Space agreement files. Space agreements and 
related correspondence. 

GRS 11-4a Automobile parking. 

GRS 11-4.a Identification cards and other similar 
and 4b credentials such as passports, visas, and credit 

cards. 

2E Issuance f1le on travel and transportation
matters. Logs, l1sts, or book covers record1ng
issuance of transportation requests, travel 
orders, authorities, bills of lading, freight
bills, tax exemption certificates, and other 
related correspondence. 

PHOTOGRAPHY 

2D Correspondence f1le. General correspondence
relating to official motion pictures and still 
photographs between Bureau officials, filling
pub11c requests, and provid1ng information on 
aerialab1lity of films and other similar matters. 

Offic1al motion pictures of the Bureau of 
Reclamation. 

lA	 a. Original negative or color f11m, soundtrack,
intermed1ate master positive or duplicate negative
with optical soundtrack and one sound projection
print of each film produced or acquired by
Reclamation. a-; Cl~L-tctlL,; /Sc( ~ ~ 

~~/' ~ p'~-""Scl 
lA	 b. Finding aids and production documentation 

such as data sheets, shot lists, catalogs, indexes, 
or other textual information required for proper
identification, retrieval and use; including produc-
tion contract and case files, scripts, transcripts,
records of film origins, release, oWllnrship, and 
other similar matters. Vr>t..- ~ 

2A	 c. Duplicate, multiple, or release prints of films. 

FILE 
CLASSI-
FICATION 

CODE 
150. 

(Cont.) 

154. 

157. 

155. 

156. 

RECORDS MANAGEMENT 

COMMISSIONER'S 
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

Destroy
tion of 

upon termina-
agreement. 

Same Same 

Destroy credentials 
3 months after return 
to issuing office. 

Destroy when canceled 
or no longer valid. 

Same 

Same 

Same 

Same 

Destroy
old. 

when 2 years Same Same 

Destroy
old. 

when 6 months Same Same 

PE&~NENT - Offer to 
NARS when 5 years old. 
(Arrange by t1tle, 
15 ft3 now in agency,
dating from 1940's;
annual accumulation 
5 ft3.) 

PE~~ANENT - Offer along
W1th the productions
to which they relate. 
(Arrange by title of 
film, annual, and 
minimal.) 

Same 

Same 

Same 

Same 

Destroy when 
removed from 
circulation. 

film is Same Same 

, r\(,_, 'l. 



BUREAU OF RECLAMATION 

HANDBOOK	 NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

PHOTOGRAPHY (Continued) 

Still photographs. Standard and special use 
photographs selected as "arch1val" according to 
RI 356.2.6A. Original negative and one captioned
print for each black and white photograph; original
color transparency or color negative, a captioned
print, and an internegat~ve (if available) for each 
color photograph; with related indexes and other 
finding aids. 

1A	 a. Commissioner's Office. Archival photographs
created by the Commissioner's Office. 

1A	 b. All other offices. 

2A	 c. Photographs collected by the Commissioner's 
Office from other offices (duplicate prints of 
photographs for which the original negatives are 
retained ~n the field office). 

2A	 d. All photographs not selected as "archival,"
with related captions and indexes. 

1A	 e. Other pictorial records such as posters, original
artwork, slide sets, and filmstrips with related 
finding aids; the original and one reference print. 

COOPERATION RECORDS 

2E Correspondence file. Correspondence relating
to the Bureau's participation in cooperative
technical and research activities with Federal 
and State agencies, colleees, universities, cities,
private organization$, foreign governments, and 
foreign organizations. Subjects ~nclude bilateral 
exchanges of personnel, establishment of training
or observation tr~ps, arrangements for financing,
(also vistor-trainees), and other si~lar matters. 

RECORDS MANAGEMENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 
CLASSI- CO~lMISSIONER' S OFFICE REGION s E&R CENTER & FIELD OFFICE 
FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 

CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 
156. 

(Cont.) 

PE~~ANENT - Offer to NARS Same Same 
NNV (Washington, D.C.)
in 5-year blocks at 
5-year intervals. 
(Arrange alphanumeri-
cally.) ca. 1"/yr. 

PERHANENT - Offer to Same Same 
Archives Branch, FARC,
Denver Fed. Center,
Bldg. 48, Denver, CO, in 
5-year blocks at 5-year
intervals. (Arrange
alphanumerically.)
ca. 4-1/2 ft3/year. 

Destroy in agency
when no longer needed 
for reference. 

Same Same 

Destroy in agency upon
acceptance by NARS of 
parallel block of 
archival photographs. 

Same Same 

PE~~NENT - Offer to Same Same 
NARS when 5 years old. 
(Arrdnge alphanumeri-
cally.) ca. 1 ft3/year. 

160. 
167. 

Destroy
old. 

when 5 years Same Same 

http:356.2.6A
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CLASSI- COt·!HISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
DISPOSITION FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

COOPERATION RECORDS (Continued) 

21 Agreements with foreign governments or 
foreign organizations. 

2B Agreements not involving exchange of funds 
and Federal Assistance Programs Under OXB 
Circular A-95. 

GRS 3 All other agreements involving an exchange
4.a(1)(2)(3 of funds. 

COOPERATIVE NATIONAL PROGRAMS FILES 

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

EMERGENCY AND DISASTER OPERATIONS CORRESPONDENCE 

2E Correspondence and reports relating to 
Reclamation partlcipation in Natl0nal Defense 
activities or admlnistration of clalms for 
disaster rellef protection of personnel and 
property during emergencies, establishment 
and maintenance of relocation centers for 
Bureau activities affected by emergencies, 
and cooperation with State and local author-
ities in similar programs. 

2A	 a. Local office plans for security and
 
protection of personnel, features, and
 
structures.
 

2A	 b. Instructional material regarding excavation 
plans, protective facilities, alert systems, first 
aid training, and related activlties. 

2B	 c. Records of access, entry, visitors, and traffic. 

CATASTROPHES INVESTIGATIONS FILES AND DISASTER 
RELIEF 

Correspondence, reports, transcripts of 
hearings, and simllar records created during
investlgation of causes and effects of disasters 
affecting, and failures of, Reclamation 
structures or facilities. 

1A	 a. Major catastrophes (resulting in loss of 
life or permanent major damage to Reclamation 
structure or facility, for E&R Center). 31,/140 ~'2f:::~--"~of./-P--'A-di-' 1)"),- '7"--"".A~~ ....-,,~ ot~cI.I>/:vfA.dJ. I It'l'-:_ I'\-If 1i.A'~ L a-t t:--r-r-f /fr'Y/,Y/'AA·)-!A_I:)..-(. 

160. 
167. 

(Cont.) 

170. 

172. 

, 
ir.(-1> 

Transfer to FARC Destroy
3 years after termina- when 
tion of agreement. 25 years

old. 
Destroy 1 year fter 
termination of 
agreement. 

See disposition
instructions for file 
classification code 
330.-. 

Use disposition pertinen
to the type of records 
(e.g., personnel, procurq-
ment' correspondence). 

Destroy when 5 years 
old. 

Destroy when superseded
or obsolete. 

Destroy when superseded
or obsolete. 

Destroy when 6 months 
old. 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

PERMANENT 
Transfer 
10 years
close of 
tion. 

- E&R Center 
to FARC 
after 
investiga-

Offer to 
NARS 
25 years
after ClOSE 
of inves-
tigation. 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

I 
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BUREAU OF RECLAMATION 

HANDBOOK NO 

DISPOSITION 
AUTHORITY 

2E 

2 

DESCRIPTION OF MATERIAL 

CATASTROPHES INVESTIGATIONS FILES AND 
RELIEF (Continued) 

b. Regional office most affected. 

DISASTER 

FILE 
CLASSI-
FICATION 

CODE 

172. 
(cont , ) 

RECORDS MANAGEMENT 
LOCATION 

COM!-lISSIONER'S OFFICE 
DISPOSITIO~ FARC 
INSTRUCTION DISP. 

Transfer all records to 
E&R Center 5 years after 
incident. 

RETENTION 

REGION & E&R CENTER 
DISPOSITI011 
INSTRUCTION 

Same 

A~m DISPOSITION SCHEDULES 

PROJECT 
s FIFLD OFFICE 

FARC 
DISP. 

DISPOSITIO'l 
INSTRUCTION 

Same 

2G 

2D 

2A 

c. MInor catastrophies (resulting in no loss of 
life and only minor damage to Reclamation 
structure or facility). 

d. Loan agreement records. Records of trans-
actions, agreements, and related correspondence
relating to providing relief from floods, droughts,
and other disasters. 

ENCAHl'}IENTS 

Enca~pment ~aterial pertaining to the establish-
ment, operatIon, and abandonment of encampments
established In connection with national defense 
interests. 

173. 

Destroy all records 
10 years after incident. 

Dest~oy 3 years after 
termination of loan 
agreement or 3 years
after final payments. 

Destroy when no 
longer needed for 
reference. 

Same 

Same 

Same 

Same 

Same 

Same 

PUBLIC RELATIOllS AND INFORHATION RECORDS 180. 

2C General correspondence. Correspondence
relating to the administration of public
relations programs and the release of informa-
tion through press releases, brochures, displays,
exhibits, publications, radio and TV, and public
gatherings. 

Lectures and speeches files. Lectures and 
speeches of the Secretary of the Interior relating
to Bureau of Reclamation activities. 

Destroy
old. 

when 2 years Same Same 

2G a. Record copy - Commissioner's Office. Destroy
old. 

when 10 years 

20 b. All other copies. Destroy
old. 

when 3 years Same Same 

GRS l4-la 

2D 

Lectures and speeches of Reclamation 
other high-level Bureau personnel related 
Bureau activities (arranged alphabetically
surname) • 

a. Record copy - Commissioner's Office. 

3 "/'1(, 
b. All other copies. 

and 
to 

by 

PERMANENT - Offer to NARS 
in 5 year blocks when 
20 years old (e.g., offer 
1970-74 block in 1995). 

Destroy when 3 years 
01<1. 

Same Same 

100-16 
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BUREAU OF RECLAMATION 

HAIIDBOOK NO 2 RECORDS ~~AGEME~ RETENTIO'! AND DISPOSITIO'! SCHEDULES 
LOCATIO'! 

FILE PROJECT 
CLASSI- COMMISSIOlIER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 

DISPOSITION FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 
AUTHORITY DESCRIPTION OF ~~TERIAL CODE INSTRUCTION DISP. INSTRUCTION DISP-. INSTRUCTIotl 

PUBLIC RELATIONS AND INFORMATION RECORDS (Continued) 180. 
(Cont.) 

lA Audio and video recordings. Original or PCRMANENT - Offer Same Same
 
earliest generation recordIng or kinescope of to NARS when
 
recording; sound recordings, master tapes, matrix 5 years old.
 
or stamper, and one disc recording and the original

tape for each magnetic tape for each magnetic

audio tape recordIng. Also include finding aids 'ej

and rep roduc tLcn documentation. avr. ~ ~/- ;'.5' e I.
 

- ~fN,/~; ~ ~ c.t 1'-" 
GRS 14-11 Press releases of the Bureau of Reclamation 

issuing office. 

a.	 Record copy - office of origin. PCRMANENT - Offer to NAR Same Same 
in 5 year blocks when 
20 years old (e.g., offe 
1970-74 block in 1995). 

2B b. All other copies.	 Destroy when 1 year Same Same 
old. : 

2B Copies of Bureau of Reclamation press releases Destroy when 1 year old. Same Samel
 

from other agenCies. Also include newspaper I
 

clippings and periodicals.
 

GRS 13-5 Hailing and address lists and related 181. Destroy after revision Same Same 
correspondence. or 3 months, whichever 

is sooner. 

~CHHIE-REAJ)ABLE RECORD 

HAILING LISTS 

2A **Bidders, design and construction work. Lists Destroy when no longer Same Same
 
of persons and firms requesting receipt of needed for reference.
 
proposals to bid for design and construction work
 
contemplated by the Bureau or for information on
 
contract awards; arranged by name and zip code. 

2A **Bidders, profile code address file. Lists of	 SameDestroy when no longer I Same 
persons or firms anr their interests In type of needed for reference. 
work being offered for bid by the Bureau;
arranged by first line of address and second line. 

2A **Environ~ental statement address file. Lists of Destroy when no longer Same Same
 
persons or organizations to receive environmental needej for reference.
 
statements; arranged by zip code and name.
 

CELEBRATIONS, DEDICATIONS, AlID CEREMONIES 182.
 
(Arrdngements and Preparations)
 

lA a. Material pertaining to Reclamation-associated PER:-IA.l'~- Offer to Same	 Offer to region
I.' "'lDc.I<~activities only to be kept as permanent rec~~~., NARSI\w en'l~O years old.	 when 10 years old. 

"'iIru. ~v, V>vv '"1t.t>, .:uk,
2A b. All other material'-~J	 Destroy when no longer Same Same
 

needed for reference.
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NO.IA..'IDBOOK 2 RECORDS MANAGEMENT RETENTION AND DISPOSITION SCHEDULES 

IISPOSITION 
UTHORITY 

PUBLICATIONS 
DESCRIPTION OF MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 

183. 

COMMISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION & E&R 
DISPOSITION 
INSTRUCTION 

CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

Publications originated and printed by the 
Bureau. In-house publications of a formal 
nature (not specif1cally prepared for public
distribution or sale such as "Linings for 
Irrigation Canals," "Advance Equipment Bulletin,"
"Advance Construction Bulletin," and "Reclamation 
ERA" • 

lA 

2A b. 

a. Record copy - office of origin.
Va 1/ f.,tr-. C'vVv~ 

All other copies. 

PERHANENT - Offer to NAR: 
when 5 years old. 

Destroy when no longer
needed for reference. 

Same 

Same 

Offer to region
when 5 years old. 

Same 

Information copies 

2D a. Record copy, office of origin. Destroy when 3 years old Same Same 

2B b. All other copies. Destroy when 1 year old. Same Same 

2A Publications of other agencies; also, all 
material recording the preparation of articles 
for use in non-Bureau publications or 
periodicals. 

Destroy when no longer
needed for reference. 

Same Same 

2C 

REPORTS AND PROJECT HISTORIES 

Correspondence and backup data used in 
periodic reports. Includes pr1nting, binding,
and distribution of reports; maintenance of 
mailing lists; promotion and administration 
of reports controls programs; and reporting
on the progress of an officer in program
accomplishment. 

190. 
191. 

Destroy when 2 years old Same Same 

"Water and Land Resources Accomplishments".
Annual report of Bureau of Reclamation on Federal 
Reclamation Projects. 

lA a. Record copy - Commissioner's Office. 

s I' / i"" Vt4 ' vM¥fL{} 
PE~~~NT 
FARC when 

- Transfer to 
10 years old. 

Offer to 
NARS when 
25 years
old. 

2G b. All other copies. Destroy when no longer
needed for reference 
or when 10 years old,
whichever is sooner. 

Same Same 

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



BUREAU OF RECL~TION 

HANDBOOK NO 2. RECORDS MANAGEMENT RETENTION, AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 
CLASSI- COMMISSIONER'S OFFICE REGIO" & E&R CENTER & FIELD OFFICE 

DISPOSITION FlCATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL CODE INSTRUCTION DISP. INSTRUCTION DISP •. IllSTRUCTIO'i 

REPORTS AND PROJECT HISTORIES (Continued) 190. 
191. 

(Corrt s ) 

lA a. Record copy - E&R Center. 
alphabetically by project name 

thereunder chrOn01OgiCallY'~~~ 

Arrange
and 

'LL • 

_,"J-

PERMANENT - Break file 
every 5 years. Offer 
to NARS 1n 5-year
blocks 5 years after 
file break. 

2A b. All other copies. ~d~ r-o. Destroy when no longer
needed for reference. 

Same Same 

20 Annual 
Interior. 

Rel2crt of the Secretary of the Destroy when 3 years old Same Same 

I 
; 
! 

I 
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BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

PROGRAM 
DESCRIPTION OF HATERIAL 

COORDINATION AND FINANCE RECORDS 

FILE 
CLASSI-
FICATION 

CODE 
200. 

RECORDS HANAGEHENT 

COMHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

PROGRAM AND FINANCE 

2E Correspondence
programs, financ1al 
policy not related 

concerning policy-affecting
functions, and studies and 

to a specific subject. ~v~~ 

Destroy when 5 years old. Same Same 

TAXATION CORRESPONDENCE FILES 201. 

2D Correspondence concerning purchases
the Federal Government which are exempt
State and local taxes. 

made 
from 

by Destroy when 3 years old. Same Same 

2E 

FUNDS AND FUNDING RECORDS 

Correspondence concerning the establishment 
of special fund systems such as emergency relief 
loans. 

215. 
210. 

Destroy when 5 years old Same Same 

2F Imprest funds; orig1nal vouchers with supportin~
documents and audit reports. Accountable officer's 
records, see Retention and Dipos1tion GRS 6. 

Destroy when 6 years old. Same Same 

2A Imprest
imprest fund 

funds; cash1er's memorandum 
vouchers and audit reports. 

copies of Destroy
audit. 

6 months after Same Same 

APPROPRIATIONS RECORDS 211. 

2C Correspondence, stat1st1cal data, briefing or 
w1tness' statements, and other material prepared to 
estimate and Just1fy requests for appropr1ations
and to d1stribute appropriat10ns among Reclamation 
act1vities. Also 1ncluded are schedules and reports
of program accomplishments, such as flagged action 
reports. 

Destroy 2 years
close of fiscal 
involved. 

after 
year 

Same Same 

2E Budget est1mates and justifications, program
and fund requ1rements as consolidated 1n SF-300 
and SF-300T, and narrative and other information 
pubhshed as part of the "Budget of the United 
States." 

Destroy when 5 years old. Same Same 

200-1 



BUREAU OF RECLAHA nON 

HANDBOOK NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

APPROPRIATIONS RECORDS (Continued) 

MACHINE-READABLE RECORD 

2D **Automated budget estimates and budget
submission for the fiscal year; ~dent~fying program
items, funds, estimated cost, description of item,
and projecting cost estimates 5 years in advance. 
Data is gathered on a continuing basis and is used 
as base for various reports required ~n the 
programing and coordinating of budgets. 

2A SF-133 and supporting correspondence used for 
budget submittal only. 

2A Maps, charts, photographs, and other graphics
used to support budget submissions or presentations. 

SPECIAL FUNDS 

2E Correspondence regarding special fund accounts 
generally financed by receipts from sources ear-
marked by law for spec~al purposes. Th~s includes 
Reclamation fund, Colorado Dam fund, Colorado River 
development fund, and systems such as emergyncy
rel~ef loans, revolv~ng funds, etc. ~ 

TRANSFER OF FUNDS 

GRS 6-1 Correspondence or material regarding the 
request~ng, reserving, and transferring of funds for 
expend~tures between Bureau off~ces and agenCieS~ 

UNEXPENDED FUNDS 

2E Correspondence regarding appropriation 
carryovers, lapsed appropriations, unliquidated
obligations, and unobl~gated balances. Include 
Form 7-1672, ..Statement of Unexpended Balances of 
Appropriations and Funds." ~ 

FILE
 
CLASSI-
FICATION
 

CODE 
211. 

(Cont.) 

212. 
213. 
214. 

216. 

217. 

RECORDS ~IANACE}!ENT 

COMHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

RECION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

Destroy when no longer
needed for reference but 
no sooner than 3 years 
after close of advance 
estimate period. 

Same Same 

Destroy when no longer
needed for reference. 

Destroy when no longer
needed for reference. 

Same 

Same 

Same 

Same 

, 

Destroy when 5 years old Same Same 

Destroy 6 years after 
the period of the 
account. 

Same Same 

Destroy when 5 years old Same Same 

200-2 



BUREAU OF RECL~~TION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

ALLOCATION 
DESCRIPTION OF MATERIAL 

OF APPROPRIATIONS 

FILE 
CLASSI-
FICATION 

CODE 
218. 

RECORDS MANAGEMENT 

COMMISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

RETENTION 

& E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2D Correspondence regarding statistical data 
and other material to estimate and justify the 
allocation or apport1onment of appropriated funds 
and other general material regarding the utilization 
and withdrawal of funds, reprograming of funds,
appropriation warrants, etc. 

FISCAL OPERATIONS CORRESPONDENCE FILE 220. 

Destroy 3 years after 
fiscal year involved. 

Same Same 

2E Correspondence and memorandums providing
administrati~e instructions for programing and 
accounting funct10ns prior to 1ncorporation into 
Reclamatlon In~tructions, or applicable for a 
limited time. Subjects include es t.abl.Lsha.ngfund 
and appropriation symbols and titles, numbering of 
accounts, and similar matters. 

Destroy when 5 years old. Same Same 

COST AUTHORITIES RECORDS 221. 

2E 

1B 

Correspondence concerning the establishment and 
operat1on of cost collecting systems and the forms tc 
which costs are posted or consolidated for use in 
preparation of completion reports. 

Plant-1n-service accounts, including cost 
authorities, plant ledgers, and related completion
reports (PF-27A or equivalents). 

PREVALIDATIONS FILE 222. 

Destroy when 5 years 

Destroy 1 year after 
plant is deactivated 
or transferred from 
Bureau custody. 

old. Same 

Same 

Same 

Same 

2D Correspondence concern1ng the res~rvation of 
money to pay for goods and services, and records 
such Encumbrances and Obligation Record (PF-1S,
or Contract Earning Record (PF-16), or equivalents). 

Destroy when 3 years old. Same Same 

200-3 



BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESIGNATIONS 
DESCRIPTION 

FILE 
OF MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 
223. 

RECORDS MANAGEMENT 

COMHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2A Correspondence assigning to individuals fiscal 
responsibilities includlng disallowances, exceptions
to payment, and power of attorney. 

COLLECTIONS FILE 224. 

Destroy when 
or obsolete. 

superseded Same Same 

2D Correspondence concerning receipt, recording,
and disposition of collected and collection of money!
due; also includes memorandum copies of bills and 
other similar material. 

Destroy 3 years after 
close of related fiscal 
year. 

Same Same 

2F 

2D 

2B 

Individual collection transactions are a part
of the accountable officer records. (See Retention 
and Disposition Instructions for file classification 
code 272.) 

Daily abstracts of remittances. 

a. Original. 

b. All other copies. 

UNPAID OBILIGATIONS OF THE BUREAU 225. 

Destroy when 6 years old 

Destroy original 3 years 
after close of related 
fiscal year. 

Destroy when 1 year old. 

Same 

Same 

Same 

Same 

Same 

Same 

2F Correspondence regarding unpaid obligations
of the Bureau which cannot be filed by specific 
purchaqe order or transaction number. 

CHECK FILE 226. 

Destroy 6 years after 
close of related fiscal 
year. 

Same Same 

2D Correspondence regarding the preparation,
distribution, loss, theft, or mutilation of checks,
including salary checks and outstanding checks. 

ACCOUNTING SYSTEMS 230. 

Destroy 3 years after 
close of related fiscal 
year. 

Same Same 

2D Correspondence regarding the administration of 
accounting systems, lncluding studies for central-
ization, decentralization, and other similar matters 

Destroy when 3 years old Same Same 

200-4 



HANDBOOK NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

ACCOUNTING SYSTEMS (Continued) 

21 Records of conversions from one accounting

system to another.
 

2A Account numbering and titling. 

EXPENDITURE ACCOUNTING RECORDS 

Ledgers and related documents summarizing how 
appropriated and nonappropriated funds are spent
after allotment by the Bureau of the Budget and the 
sources and nature of any receipts. General ledger
accounts summarize financial status and transactions 
the current status of funds avaIlable for 
expendItures, the al'lountsof money due and collected,
accumulated expendItures and liabIlitIes, and other 
information of a fiscal nature and data concerning
agency solvency. 

2D Correspondence and other documents maintained 
by operatIng unIts responsible for expendIture
accounting and pertainIng to their internal oper-
ations and administrations. 

2G General ledgers or eqUIvalents, showing debit 
and credit entries and reflecting expenditures in 
summary. 

2G Allotment ledgers or equivalent re~ords, showin~ 
status of obligatIons under each authorized appropri
ation. 

Repayment ledgers showing payments of construc-
tion and other charges and other fiscal transactions 
with irrigation districts, water-user associations,
and other repaYIng entities. 

BUREAU OF RECLAMATION 

RECORDS HANAGEMENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 
CLASSI- COHMISSIONER'S OFFICE REGION & E&R CENTER s FIELD OFFICE 
FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 

CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 
230. 

(Cont.) 

Destroy
old. 

when 25 years Same Same 

Destroy when numbers and 
titles are incorporated
into formal instructions 

Same Same 

231. 
233. 

Destroy 3 years after 
close of related fIscal 

Same Same 

234. year. 

240. Destroy 10 years after 
close of the fiscal year
invol ved. 

Same Same 

218. Destroy 10 years after 
close of the fiscal year
involved. 

Same Same 

232. Destroy 10 years after 
final payment or termin-
ation of agreement on 
the related GL 219 

Same Same 

account. 
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BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

ACCOUNTING 
DESCRIPTION OF MATERIAL 

SYSTEHS (Continued) 

FILE 
CLASSI-
FICATION 

CODE 
230. 

(Cont.) 

RECORDS MANAGEMENT 

COMMISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

EXPENDITURE ACCOUNTING RECORDS (Continued) 

2D Records used as posting or control media such aE 
cash books, distribution ledgers; registers of 
accounts payable and receivable and of allotments,
clearlngs, collectlons, and fund transactions; state 
ments of accounts; and other sl~ilar material. 

235. Destroy 3 years after 
close of related fiscal 
year. 

Same Same 

2D Source documents such as memorandum copies of 
vouchers, lnvolces, allotment advices, and other 
s im LLa r records. 

240. Destroy 3 years after 
close of related fiscal 
year. 

Same Same 

2B Machine records (not computer) such as detail 
cards, summary cards, and other Slmllar material. 

Destroy 1 year after 
close of related fiscal 
year. 

Same Same 

AUTO~~TED EXPENDITURE ACCOUNTING 240. 

Expendlture accounting by computer such as the 
Bureau of Reclamation's "FAST SYSTEM" with output
on hard copy and COH (computer output microfiche);
the products of the system ldentifled by the 
symbols and tltles llsted below: 

2A a. FNA 0510 Batch and vendor listings. Destroy as superseded. Same Same 

2A b. FNA 0520 Transaction list, edit. Destroy
date of 

2 months 
issue. 

after Same Same 

2G r. FNA 0530 Transactlons 
(computer equivalent of the 
distribution ledgers). 

by master 
allotment 

account 
and 

Destroy 10 years
close of related 
year. 

after 
fiscal 

Same Same 

2G 
2D 

d. FNA 0540 Budget Operating Report. Destroy final fiscal yeal
report 10 years after 
close of related fiscal 
year; destroy other 
lssues 3 years after 
close of related fiscal 
year. 

Same Same 

200-6 



BUREAU OF RECLAHATION 

HANDBOOK NO. 2 RECORDS MANAGEHENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 
CLASSI- COMHISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 

DISPOSITION FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL CODE Ir-.:STRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

AUTOMATED EXPENDITURE ACCOUNTING (Continued) 240. 
(Cont.) 

GRS 6-1a e. FNA 0560 General ledger transactions. Include in Accountable 
Off icer records; SEE 
Retention and Dispositior
Instruction for file 

Same Same 

classificat~on code 272. 

2G 
2D 

f. FNA 0570 Trial balances. Destroy final fiscal yea
report 10 years after 
close of related fiscal 

Same Same 

year; destroy other 
issues 3 years after 
close of related fiscal 
year. 

2D g. FNA 0580 Accounts current. Destroy 3 years after 
close of related fiscal 

Same Same 

year. 

2D h. FNA 0610 Fund detail report. Destroy 3 years after 
close of related fiscal 

Same Same 

year. 

2G i. FNA 0620 Report of obligations. Destroy 10 years 
close of related 

after 
fiscal 

Same Same 

year. 

2G j. FNA 0630 Statement of transactions. Destroy 10 years 
close of related 

after 
fiscal 

Same Same , 

year. 

GRS 6-1a k. FNA 0650 Cash account activity. Include in Accountable 
Officer records; SEE 
Retention and D~spositior
Instruction for file 

SaI:le Same 

classification code 272. 

2D 1. FNA 0670 Master accounts. Destroy 3 years after 
close of related fiscal 

Same Same 

year. 

200-7 



BUREAU OF RECLAHATION 

HANDBOOK NO. 2 RECORDS HAN AGEl-lENT RETENTION AND DISPOSITION SCHEDULES-LOCATION 
FILE PROJECT 

CLASSI- COHHISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
DISPOSITION FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

AUTOMATED EXPENDITURE ACCOUNTING (Continued) 240. 
(Cont.) 

2G 
2B 

m. FNA 0780 Vendor file. Destroy final report for 
fiscal year 10 years
after close of related 

Same Same 

fiscal year; destroy 
other issues 1 year after 
close of related fiscal 
year. 

2A n. FNA 0790 Master account ver i f i.cat ton , Destroy as superseded. Same Same 

2A o. FNA 0830 Obliga tions by master account. Destroy as superseded. Same Same 

AUTOMATED COST ACCOUNTS;
fied by the symbols and 

FAST SYSTEM products
titles llsted below: 

identi 

IB a. FNC 0580 Monthly cost listing. Destroy
closure 

1 year 
of the 

after 
related 

Same Same 

plant or when the reLa t ec 
plant is no longer in 
Bureau custody. 

2A b. FNC 0690 Cost file structure. Destroy when superseded. Same Same 

2A c. FNC 0720 Cumulative cost up-date. Destroy when superseded. Same Same 

2E d. FNC 0730 Cost Detail worksheet. Destroy 5 years after 
close of related fiscal 

Same Same 

year. 

IB e. FNC 0820 Detail and summary re port s , Destroy
closure 

1 year 
of the 

after 
related 

Same Same 

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

200-8 



BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION OF HATERIAL 

FILE 
CLASSI-
FICATION 

CODE 

RECORDS HANAG81ENT 

COHHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2D 

2B 

AUTOHATED COST ACCOUNTS (Continued) 

f. FNC 0820 Subs~diary reports (such as selected 
general ledger accounts, print detail and print
object, pr~nt cost center, and similar). 

Automated accounting systems; code sheets, punch
cards, magnetic tapes, discs, and similar media. 

MACHINE-READABLE RECORD 

240. 
(Cont.) 

Destroy 3 years after 
close of related fiscal 
year. 

Destroy 1 year after 
close of related fiscal 
year. 

Same 

Same 

Same 

Same 

EXPENDITURE ACCOUNTING SYSTEHS 

2B 

IB 

2D 

**Code sheets, punch cards, tapes, interim d~scs,
and other med~a gathering data requ~red in compu-
t a t i on of the FAST SYSTEH programs m both expend i-
d~ture accounting and cost account~ng systems (FNA
and FNC programs) but not to the COM products. 

**Deprec~ation and replacement account~ng; esti-
mating costs for operat~on and ma~ntenance of 
project features or structures as well as for esti-
mat~ng replacement requirements. Current unit cost 
est~mates are used as a base for computations. 

**Distributions of plant costs; a systematic
record~ng of plant costs (operat~on, maintenance,
replacement) and d~stribut~on of the costs to the 
equipment related to the plants (such as equ~pment
in a substation). Data arranged by name of plant
and related accounts. 

Destroy 1 year after 
close of related 
fiscal year. 

Destroy 3 years after 
plant is no longer in 
operation or possess~on
of the Bureau. 

Destroy 3 years after 
item is ~thdrawn from 
plant account. 

Same 

Same 

Same 

Same 

Same 

Same 

EQUI~IENT AND STORES ACCOUNTING 241. 
242. 

2D Forms and other records recording
respons~b~l~t~es for custody and accumulation of 
operating and ma~nta~ning expenditures of movable 
capitalized equipment, other equipment, and 
supplies; and including COM (Computer Output
Microfiche) records. 

Destroy when superseded 
or when 3 years old,
whichever is sooner. 

200-9 
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BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

EQUIPHENT 
DESCRIPTION OF HATERIAL 

AND STORES ACCOUNTING (Continued) 

FILE 
CLASSI-
FICATION 

CODE 
241. 
242. 

(Cont.) 

RECORDS !-IANAGEMENT 

COHMISSIONER'S 
DISPOSlTION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

RETENTION 

& E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

!-lACHINE-READABLE RECORD 

2D **Ouarterly inventory llstlng of movable prop-
erty wlth descrlptlve lnformatl0n, acqulsition data,
employee responsiblilty; arranged numerically by
entity number and then project serial number. 

Destroy when 3 years old. Same Same 

2A **Honthly list1ngs of property transactions, 
acqulsitions, and losses with reference to receiving 
or losing documentation. 

Destroy when no longer
needed for reference. 

Same Same 

REAL PROPERTY ACCOUNTS 243. 

2D Forms and other records to which costs of 
owners hlP of land and buildlngs are posted and 
accumulated, exclusive of acqulsitions costs and 
plant-ln-service accountlng. 

VOUCHERS 244. 

Destroy when 3 years old Same Same 

2D Hemorandum and other work coples of vouchers. Destroy 3 years after 
close of related fiscal 
year. 

Same Same 

PAYROLL ACCOUNTING 250. 

2D Correspondence
controlling payroll
procedures. 

and memorandums 
admlnistratl0n 

establishing
and accounting 

and Destroy when 3 years old. Same Same 

!-lACHINE-READABLE RECORD 

**Code sheets, punch cards, and other input media 
for automated payroll accountlng including magnetic
tapes but excluding COM and hard copy output. 

2D a. Input for preparation of payroll reglsters, pay
card lnformation, leave status reports, bond status 
reports, and other data related to indlvldual 
employees; i.e., producing the Master Employee Record 
in both biweekly and annual issues. 

Destroy when 3 years old Same Same 

200-10 



BUREAU OF RECLAMATION 

HANDBOOK NO. 2 

DISPOSITION 
AUTHORITY 

2A 

2A 

2A 

DESCRIPTION OF MATERIAL 
PAYROLL ACCOUNTING (Continued) 

MACHINE-READABLE RECORD (Continued) 

b. Machine media for computation of Time and 
Attendance of employees. 

c. Payroll estimating by employee name, grade, and 
salary. 

d. Office expenses; employee name, grade, and salar 
as used ln payroll estlmating but arranged by office 
location, expense category, and other related 
information. 

MASTER EMPLOYEE RECORDS 

2D 

Paper or COM (Computer Output Microfilm) 
verSlons of payroll registers, pay cards, leave 
status reports, bond status reports, and other 
similar payroll data pertaining to individual 
employees. 

a. Blweekly issues. 

2D b. Annual issues. 

2A c. Work 
COM. 

TDIE AND 

copies of 

ATTENDANCE 

paper records 

REPORTING 

and diazo copies of 

Correspondence and forms establishlng and 
controlling the reporting of employee attendance 
and other related information; including original
and microfilm copies of Time and Attendance Reports. 

FILE 
CLASSI-
FICATION 

CODE 
250. 

(Cont.) 

251. 
262. 
263. 

251. 
252. 

RECORDS W..NAGEMENT 
LOCATION 

COHMISSIONER'S OFFICE
 
DISPOSITION FARC
 
INSTRUCTION DISP.
 

Destroy 6 months after
 
close of related pay

period.
 

Destroy when no longer
needed for reference. 

Destroy when no longer
needed for reference. 

Destroy 3 years after
 
close of related flscal
 
year.
 

Offer to Personnel
 
Records Storage Center a
 
St. LoU1S, ~hssourl,

3 years after close of
 
related leave year.
 

Destroy as superseded. 

RETENTION AND DISPOSITION SCHEDULES 

PROJECT 
REGION & E&R CENTER & FIELD OFFICE 

DISPOSITION FARC DISPOSITION 
INSTRUCTION DISP. INSTRUCTION 

Same Same 

Same Same 

Same Same 

Same Same 

Same Same 

Same Same 
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BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

TIME AND 
DESCRIPTION OF MATERIAL 

ATTENDANCE REPORTING (Continued) 

FILE 
CLASSI-
FICATION 

CODE 
251. 
252. 

(Cont.) 

RECORDS MANAGEI'lENT 

COHHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CE~~ER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

GRS 2-3 a. Administrative correspondence at all locations. Destroy after audit or 
3 years, whichever is 
sooner. 

Same Same 

2A h. Time and Attendance Report - l~rd copy: Original at the E&R 
Center - Destroy after 
verification of 
microfilmed report and 
supporting documents. 

GRS 2-3 c. Work copies. Destroy 6 months 
close of related 
period. 

after 
pay 

Same Same 

2D d. Microfilm of time and attendance reports
supporting documents at the Engineerlng and 
Research Center. (All other copies.) 

and Destroy when 3 years old. Same Same 

2A e. Computer
discs. 

media such as punch cards, tapes, and Destroy 6 months 
close of related 
period. 

after 
pay 

Same Same 

FNC 
Payroll

0030. 
Costs Reports, FAST system Program 

2H a. Original paper or microfiche. Destroy
old. 

when 15 years Same Same 

2A b. All other copies. Destroy as superseded. Same Same 

2E Employee activity report, bad job listings, 
cash summaries, and other slmilar paper or COM 
reports. 

Destroy when 5 years old Same Same 

2D Administrative reports. Reports and data 
supporting the reports prepared from payroll records 
concernlng such matters as appointment limitations,
pay adjustments, audits, lists of employees, ~thin-
grade due listings, and other similar matters. 

Destroy when 3 years old Same Same 

200-12 



HANDBOOK NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF ~~TERIAL 

TIME AND ATTENDANCE REPORTING (Contlnued) 

Pay status	 folders; indivldual authorized 
allotments	 flIes containing forms or other records 
relating to authorlzation, changes, or cancellation 
of i ndf vidual payroll allotments for bond deductions,
charitable	 contributions, savlngs bonds, union dues,
and also correspondence or forms changing pay status: 

2A	 a. If record is maintained on an earning record
 
card or equivalent.
 

2D	 b. If record is not maintained elsewhere. 

PAY RATE SYSTEMS 

2D Correspondence concerning application or
 
admlnistration of special pay rates, including

copies of the pay rates.
 

2D Overtlme requests and authorlzations, payroll
copies. 

2B Overtime requests and authorlzations, other
 
copies.
 

INCOME TAX	 RECORDS 

2E Correspondence and forms regardlng the 
withhholding of Federal and State lncome taxes 
from employee wages and includlng reference copies
of forms recording exemption authorizations and 
agency caples of withholding statements. 

FILE
 
CLASSI-
FICATION
 

CODE 
251. 
252. 

(Cant.) 

254. 

255. 

BUREAU OF RECLA.'IATION 

RECORDS HANAGEHENT 
LOCATION 

COMMISSIONER'S OFFICE 
DISPOSITION FARC 
INSTRUCTION DISP. 

Destroy when superseded 
or after transfer or 
separation of employee. 

Destroy 3 years after 
superseded or 3-4 years
after transfer or separa
tion of employee. 

Destroy when 3 years old. 

Destroy when 3 years old 

Destroy when 1 year old. 

Destroy when 5 years old 

200-13 

RETENTION AND DISPOSITION SCHEDULES 

REGION 
DISPOSITION 
INSTRUCTION 

& E&R CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

Same 

Same 

Same 

Same
 

Same
 

Same
 

Same 

Same 

Same 

Same
 

Same
 

Same
 



HANDBOOK NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF HATERIAL 

RENTAL DEDUCTION RECORDS 

2E Correspondence and forms related to determina-
tion of rental rates to be charged for use of 
Government-owned residences or other living quarters
and the methods for collect10n of the rental fee. 

2G Rental rate surveys, office administering

rentals.
 

2D Rental rate surveys, all other copies. 

ESCROH AND HOLDBACK ACCOUNTING RECORDS 

2D Correspondence, memorandums, and forms regardin~
systems for deducting portions of employees salaries 
for purchase of savings bonds, premiums to health 
and life 1nsurance plans, and other similar employee
benefits. 

AUDIT RECORDS, CLAIHS, AND SETTLEHENT 

2C Correspondence arranging space and availability
of records for aud1t purposes. Audit performed by
Interior's Office of the Comptroller, the General 
Accounting Office, and other regulatory agencies. 

2F Cla1m settlement records, correspondence
regardlng the procedures and methods for settling
claims. 

AUDIT REPORTS 

21	 a. Bureau-wide 1n scope, record copy,

Comm1ssioner's Off1ce.
 

21	 b. Local 1n scope, Regional Office or E&R Center 
when directly affected. 

BUREAU OF RECLAMATION 

RECORDS HANAGEMENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 
CLASSI- comlIss lONER'S OFFICE REGION & E&R CE~7ER & FIELD OFFICE 
FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 

CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 
256. 

Destroy when 5 years old Same Same 

Destroy
old. 

when 10 years Same Same 

Destroy when 3 years old Same Same 

260. 

Destroy when superseded
or 3 years old, whichever 
is sooner. 

Same Same 

270. 
271. 

Destroy when 2 years old. Same Same 

Destroy when 6 years old Same Same 

Destroy
old. 

when 25 years 

Destroy
old. 

when 25 years Same 
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BUREAU OF RECLAMATION 

INDBOOK NO. 

:SPOSITION 
lTHORITY 

2 

AUDIT 
DESCRIPTION OF MATERIAL 

REPORTS (Continued) 

FILE 
CLASSI-
FICATION 

CODE 
271. 

(Cont.) 

RECORDS HANAGEMENT 

COHMISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

RETENTION 

& E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2E All other copies. Destroy when 5 years old Same Same 

ACCOUNTABLE OFFICERS' RECORDS 272. 

SEE General Account1ng Off1ce SF-11S's (Request
for Records D1sposition Author1ty) f1led w1th 
National Archives and Records Service and assigned
Archives Job Numbers NC-174-241 (dated June 12, 1974 
and NCl-217-78-3 (dated March 31, 1978) for the 
author1ties wh1ch follow: 

the 
Settled accounts of accountable 

Bureau of Reclamation: 
officers' of 

a. Transfer closed 
appropriate Federal 

fiscal year records to 
Archives and Records Center. 

2D (1) Commissioner's 
records to the Federal 
at Suitland, Maryland. 

Office shall transfer 
Archives and Records Center 

Transfer to FARC no later 
than 3 years after close 
of related fiscal year. 

Destroy
6 years
and 
3 months 
after 
period
covered b 
account. 

2D (2) All other accountable officers' records 
shall be transferred to the Federal Archives and 
Records Center at Denver, Colorado. 

Transfer to FARC no 
later than 3 years after 
close of related fiscal 
year. 

Destroy
6 years 
and 
3 months 
after 
period
covered by
account. 

GRS 6 b. Disposal of other accountable 
other than a.(2) above. 

officers' records Refer to GRS 6. 

c. Records to be excluded from accountable officers' 
records are land acqu1sition case files, payrolls,
accounts related to Indians, and other matters 
listed on page No. 200-17 of this instruction. 

d. Arrangement of accountable officer records for 
transfer to Federal Arch1ves and Records Centers 
shall Le follows: 

(1) Statements of accountability
Form SF-1672, Statement of Unexpended
Appropriations and Funds --, etc., or 

such as 
Balances of 
equivalent. 



BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

ACCOUNTABLE 
DESCRIPTION OF HATERIAL 
OFFICERS' RECORDS (Continued) 

FILE 
CLASSI-
FICATION 

CODE 
272. 

(Cont.) 

RECORDS HANAGEHENT 

DISPOSITION 
INSTRUCTION 

COMMISSIONER'S 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
s FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

(2) Statements of transactions such as SF-224,
Statement of Transact10ns and Certificate of Deposit
Listing, PF-64, Reconciliation of Statement Trans-
act1ons, a diazo copy of FAST SYSTDI Programs
FNA 0560, Fund Balance, and FNA 0130, General Ledger
Transactions Register. 

(3) Related vouchers, schedules, supporting
papers, or their computer equivalents such as 
FAST SYSTEH Program FNA 0650, Cash Account Activity,
and other support1ng documents such as: 

SF-lOSl 

SF-1l66 
PF-75 
GSA-7S9 

GSA-052 

Voucher and Schedule of Ihthdrawals 
and Cred i t s 

Voucher and Schedule of Payment
Cash Transfer Between Stat10ns 
Statement, Voucher, and Schedule of 

Withdrawals and Credits 
Single L1ne Item B11ling Reg1ster 

(4) Contract Payment Records; contracts and 
records of payments and other act10ns for aud1t 
purposes -- major contracts of the Bureau of 
Reclamation. DO NOT confuse these contract records 
wa t h the offic1alcontract1ng officer's f i.Le main-
tained by the off1ce of Procurement and Contracting. 

Freight and transportat10n records. Orig1nal
vouchers and support1ng documents of settled accountE 
of freight and transportation charges. 

2G a. Charges over $100 or accounts 1nvolv1ng
overcharges, deduction, or collection problems,
concerning inbound transit, supplemental b11ling, 
or involving lit1gation or other conditions requirin~
retention beyond the 3-year period stated in 
Item b. below. 

Destroy 10 years after 
the period of the 
account. 

Same Same 

2D b. Charges of $100.00 or less. Destroy when 3 years
after the period of 
the account. 

Same Same 
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BUREAU OF RF.CLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

ACCOUNTABLE 
DESCRIPTION OF MATERIAL 
OFFICERS' RECORDS (Continued) 

FILE 
CLASSI-
FICATION 

CODE 
272 

(Cont.) 

RECORDS MANAGEHE"lT 

INSTRUCTION 

COMMISSIONER'S 
DISPOSITION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2D c. Memorandum 
transportation 

and work 
records. 

copies of freight and Destroy when 3 years old Same Same 

2D Heal tickets and 
advert~s~ng serv~ces. 

supporting vouchers for Destroy
old. 

when 3-1/2 years Same Same 

2A Schedules 
c red i t , 

of depos~ts, copies to official Destroy after 
accounts have 
reconcilled. 

depository
been 

Same Same 

2D Supporting order f~les. Original or copies of 
tickets, orders, or other s~milar records of 
purchases under blanket type orders (such as for gas
telephone use, photographic process~ng, mapping
services, publications, and other similar items or 
serv~ces) which support payments or accumulation of 
charges. 

Destroy 3 years after 
close of related fiscal 
year. 

Same Same 

Except~ons and exclus~ons: 

a. Land acquisition; orig~nal documents vesting
title to land to the United States--See retention 
and d~sposit~on instructions for file classification 
code 780. 

b. Payrolls, civ~l~an payroll records showing
gross and net pay--See retent~on and d~spos~tion
instructions for file class~f~cation code 250. 

c. Accounts 
instructions 

perta~ning to Indians--Hold pending
from General Accounting Office. 

d. Off~c~al contracting off~cer file containing
the contract records as mainta1ned by the office of 
Procurement and Contracts. These files are 
arranged by contract number and contractor name and 
contain the official contract administration records 

DATA PROCESSING SYSTEHS 280. 

2D Correspondence regarding the establishment and 
operat~on of data processing systems in the broad 
administrative areas of program coordination,
budgeting, and finance operations. 

Destroy when 3 years old. Same Same 

200-17 



HANDBOOK NO. 2 

DISPOSITION
 
AUTHORITY DESCRIPTION OF HATERIAL
 

REPORTING PROCEDURES AND REPORTS
 

2D	 General correspondence regarding the reporting
requlrements of both finance and programs functions. 

FINANCIAL REPORTS RECORDS 

2D Contract summary reports (PF-19 or equivalent),
employment of consultants, Federal outlays by
geographic locations, geographic distrlbution of 
emplo)~ent, report of occupations, and other similar 
reports lncluding all related correspondence. 

Financial statements, statements of projects
costs and repayment and similar reports with 
related correspondence. 

j • IE	 a. Endlng or summarizlng report for the fiscal 
year. 

2A	 b. All other issues. 

Consolidated financlal statements and charge-
offs authorized by Congress reports with related 
correspondence: 

2E	 a. Commissioner's Office. 

2D	 b. All other offices. 

BUREAU OF RECLAMATION 

FILE 
CLASSI-
FICATION 

CODE 
290. 

RECORDS HANAGEHENT 

COHHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

Destroy when 3 years old 

291. 
292. 
293. 

Destroy when 3 years old. 

Transfer to FARC when Destroy 1 
10 years old. year after 

t e rrm.na+ 

tion of 
Reclama-
tion 
lnvestment 
of owner-
ship of 
the proj-
ect unit 
or other 
entity 

Destroy on	 receipt of 
ending or summarizing
reports. 

Destroy when 5 years old 

200-18 

RETENTION AND DISPOSITION SCHEDULES 

PROJECT 
REGION & E&R CENTER & FIELD OFFICE 

DISPOSITION FARC DISPOSITION 
INSTRUCTION DISP. INSTRUCTION 

Same	 Same 

Same	 Same 

Same	 Same 

Same	 Same 

Destroy when 3 years Same 
old. 



BUREAU OF RECLAHATION 

HANDBOOK NO. 2 RECORDS HANAGENENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 
CLASSI- CONHISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 

DISPOSITION FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 
AUTHORITY DESCRIPTION OF NATERIAL CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

FINANCIAL REPORTS RECORDS (Continued) 291. 
292. 
293 

(Cont.) 
, 

2G Activit~ and object expendlture and 
reconcillations of cash wlth appropriation
reports. 

accounts 
Destroy
old. 

when 10 years Same Same 

2A Completion reports (PF-27A and equivalents)
costs and returns reports. (Original and all 
copies.) 

and Destroy when no longer
needed for administrativE 
purposes. 

Same Same 
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DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

PROPERTY, PROCUREMENT, AND CONTRACTING RECORDS 

GENERAL CORRESPONDENCE FILES 

2D Correspondence regarding or discussing
interpretation and promulgation of property and 
procurement regu13tions prior to inclusion in 
Reclamation Instruct10ns; subjects also include 
methods of procurement, use of competitive
bidding, open market purchas1ng, preferences for 
materials or a source of material or service,
delegations of procurement authority, and including
records accelerating or limiting procurement
activity due to an emergency cond1tion and special
reports required during such situations or 
conditions. 

2C Correspondence related to use of centralized 
or decentralized purchasing programs, such as 
FEDSTRIP. Federal Supply Catalogs and schedules, 
paper, or microfilm-.-----

2E Admln1strative surveyor inspection reports
related to procurement and property procedures
together with all related correspondence. 

2E Procurement from small business. Programs
developed cooperatively with the Small Business 
Administrat10n and other Government agencies having
procurement respons1bilities, such as Small Business 
Administration certificate of competency program. 

EQUIPMENT, MATERIALS, AND SUPPLIES 

2C Correspondence concerning the ava1lability and 
suitab1lity of products and services for use 1n 
day-to-day and specialized work. Inqu~r1es and 
responses thereto concerning such items as f1eld 
equipment, furniture and f1xtures, tools and safety
devices, petroleum products, photographic services 
and supplies, and other similar products or serV1ces. 

2E Restricted procurement. Correspondence regard-
ing lim1ted or restricted procurement of equipment
and products such as w1retapp1ng and telephone
recording equipment, dangerous drugs or chemicals,
and other sim1lar matters. 

2A Catalogs, parts lists, form lists, bulletins,
gU1des and manuals. 

Printing, Binding, and Duplicating Services: 

2A	 a. Regulatory material such as GPO Printing and 
Binding Instructions and Style Manual and including
instructions applicable to local plant operations. 

FILE PROJECT 
CLASSI- COMMISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 

CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 
300. 

Destroy
old. 

when 3 years Same Same 

Destroy when 2 years 
old, superseded, or 
obsolete. 

Destroy when 5 years 
old. 

Destroy when 5 years 
old. 

Same 

Same 

Same 

Same 

Same 

Same 

320. 
321. 
322. 

DestroyI old. 

when 2 years Same Same 

Destroy
old. 

when 5 years Same Same 

Destroy when no longer
needed for reference. 

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

Same 

Same 

Same 

Same 



____ R	 ._~----~--~~-~'--------.~---------------------------------------r------.--	 fOcAYlorJ----- --
FILE	 PROJECT 

CLASSI- CO:-1MISSIONER'S OFFICE REGION & E&R CENTER s FIELD OFFICE 
DISPOSITION FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

EQUIPMENT, MATERIALS, AND SUPPLIES (Continued) 320. 
321. 
322. 

(Cont.) 

IB b. Authorization for establishment of printing Destroy in agency when 
plant and related correspondence. w1thdrawn or plant is 

closed. 

Data Processin~ Systems and Equipment: 

2E	 a. Correspondence justifying procurement of data Destroy when 5 years 
processing equipment and reports and studies of work old. 
processes adaptable to data processing. including
promotional material acquired during the selection 
of computers and allied equipment. 

IB b. Computer instructions or operating manuals.	 Destroy in agency when 
computer is no longer in 
Reclamation ownership. 

2C	 c. Work scheduling controls; forms or other means Destroy when no longer
for securing keypunch services, programing or needed or when 2 years 
coding input, controlling the use of the computer old, whichever is 
or timing transmissions; as required to prepare sooner. 
batch and balance sheets including printouts used 
for that purpose or to verify, update, and other 
functions. 

2A	 d. Punch cards, tapes, discs, including basic Destroy when superseded,
program decks, items for verification or updating obsolete, or no longer
purposes, and duplicates. needed. 

~~CHINE-READABLE RECORD 

DATA PROCESSING SYSTEHS 

2A **Punch cards, tapes. discs, and basic pro~ram Destroy or reuse when 
decks used for verification or updating purposes superseded or no longer
or as a dupl1cate, a source listing or backup needed. 
data for security. 

AUTOMOTIVE AND MOTORIZED EQUIPMENT RECORDS: 323. 

2D Correspondence and other material Destroy when 3 years 
regard1ng ava1lability and suitability of motor old. 
veh1cles and heavy motorized equipment and their 
accessories for acquisition and maintenance by
Reclamat10n. 

GRS 10-3 Motor veh1cle and heavy construct10n Destroy 3 years after 
equ1pment f1les; ledgers and worksheets d1scontinuance of 
providing cost and expense data and 1ncluding ledger or data of 
COM Program 0700 Vehicle and Stores Clearing work sheet. 
Account, and supporting documents. 

2C All other reports; annual or other period.	 Destroy when 2 years
old. 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

100-' 



BUREAU OF RECLAHATION 

HANDBOOK NO 2 RECORDS HANAGEMENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY 

GRS 10-7 

DESCRIPTION OF HATERIAL 

AUTOHOTIVE AIm HOTORIZED EQUIPHENT RECORDS 
(Continued) 

Authorizations for use of Government-owned 
vehicles and related correspondence. 

FILE 
CLASSI-
FICATION 

CODE 

323. 
(cont , ) 

LOCATION 

COHHISSIONER'S OFFICE 
DISPOSITION FARC 
INSTRUCTION DISP. 

Destroy 3 years after 
seoaration of employees
or 3 years after recisior 
of authorization to 
operate Government-
owned vehicle, whichever 
is sooner. 

REGION & E&R 
DISPOSITION 
INSTRUCTIO"l 

Same 

CE~7ER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

Same 

2D 

2A 

Correspondence and reports of participation
in motor pool operations. 

Historical and maintenance records; manuals,
instruction books, maintenance and service data 
related to particular vehicles in the possession
of Reclamation. 

Destroy when 3 years
old. 

Transfer records with
I vehicle vhe-i no longer

in Reclamation owner-
ship or when no longer
needed for reference. 

Same 

Same 

Same 

Same 

f~CHINE-READABLE RECORD 

2B **Vehic1e and stores cost and use accountability
data for CO'! Program 0700, Vehicle and Stores 
Clearing Account, but excluding the COH product
(see 323h for instructions related to retention of 
original microfiche). 

SERVICES, SOURCES OF 328. 

Destroy 1 year after 
close of related fiscal 
year. 

Same Same 

2D Correspondence and other material regarding the 
availability for hire of services in engineering and 
specialized fields, consultants, landscaping, produc
tion of motion pictures, and other matters. Also 
include periodic reports on utilization of sources 
of services. 

Destroy when 3 years old Same Same 

AIRCRAFT OPERATIONS 329. 

2C Correspondence
in conSideration of 
for procurement and 

and other 
aircraft, 
use. 

material accumulated 
including helicopters, 

Destroy when 2 years old. Same Same 

2A 

the 
Correspondence

need to procure 
authorizing or justifying
aircraft and defining use. 

D~stroy when craft is 
longer in Reclamation 
ownership or when no 
longer needed for 
reference. 

no Same Same 

2A ~anua1s, instruction guides, parts lists, and 
other~ertinent to maintenance of aircraft in 
Reclamation possession. 

Transfer wich craft when 
no longer in Reclamation 
ownership or when no 
longer needed for 
reference. 

Same Same 

2E 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 matters. 

Destroy when 5 years old Same Satte 

300-3 



HANDBOOK NO. 2 RECORDS t-\AlMGD1E"JT RETENTION AND DISPOSLTlON SC\\l<'DlJLES 
LOCATION 

DISPOSITION 
AUTHORITY 

2B 

2D 

2D 

DESCRIPTION OF HATERIAL 

AIRCRAFT OPERATIONS (Continued) 

Flight schedules 

Aircraft cost files; ledger and worksheets 
provid1ng cost expense data 1nclud1ng COM 
Programs, Veh1cles and Stores Clearing Account,
with supporting documents. 

A1rcraft operations reports such as 
FPMR-l14S-38.7522. 

FILE 
CLASSI-
FICATION 

CODE 

329. 
(Cont.) 

INSTRUCTION 

cmLHISSIONER'S 
DISPOSITION 

Destroy when 3 months 

Destroy when 3 years 
old. 

Destroy when 3 years 
old. 

OFFICE 
FARC 
DISP. 

ole. 

REGION & 
DISPOSITION 
INSTRUCTION 

Same 

Same 

Same 

E&R CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

Same 

Same 

Same 

MACHINE-READABLE RECORD 

2B **A1rcraft operations expenses, cost, and use 
accountabllity as combined into COM Program 0700,
Vehicles and Stores Clearing Account, but excluding
the COH product (see 323b for instructions related 
to retent10n of original mlcrofiche). 

Destroy 1 year after 
close of related 
fiscal year. 

Same Same 

CONTRACTS: CONSTRUCTION-SUPPLY-SERVICES 

CONTRACT PROCEDURES FILES 310. 

2D Correspondence concernlng standard requirements
of contract preparat10n, contracting procedure, and 
negot1atlon. Include such subjects as legal require 
ments, equal employment opportunlty, clauses, labor 
or mater1al cost variation prov1sions, change and 
extra work orders, method for release or termination 
of contract, and other simllar matters. 

Destroy
old. 

when 3 years Same Same 

2E Wage rates. Correspondence requesting the 
establishment of wage rates for use in contract 
negotiat10ns and as generated 1n labor-classifica-
t10n studies conducted by Reclamation; and 
includlng published notices of wage rates in the 
Federal Reglster. 

~~CHINE-READABLE RECORD 

Destroy
old. 

when 5 years Same Same 

LABOR STATISTICS 

2A 

2C 

**Labor wage rates and index. Data gathered
from labor organ1zatlons 1n local areas and 1S used 
to compute a labor index for purposes of estimating
construction, operation, and maintenance costs. 

Employment statistlcS. Correspondence
and statistical data concerning trends in 
employment/unemployment, analyses of the labor 
force, occupational studies, and other similar 
matters. 

Destroy when no longer
needed for reference. 

Destroy when 2 years
old. 

Same 

Same 

Same 

Same 
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HANDBOOK NO 2 RECORDS HANAGF_~1ENr RETENTIO~ AND DISPOSITION SC1IEDULES 

DISPOSITION 
AUTHORITY 

2D 

2C 

2C 

2F 

2D 

2F 

2A 

2D 

2E 

FILE 
CLASSI-
FICATION 

DESCRIPTION OF ~~TERIAL CODE 
CONTRACT PROCEDURES FILES (Continued) 310. 

(Cont.) 

Biddlng procedures. Correspondence 311. 
regardlng the standard methods and 
procedures to be observed when conducting
a bid and award of contract. 

Debarred, blackllsted, or reinstated 
contractors; Ilsts of and related 
correspondence. 

Correspondence related to publicizing
bld issuances and openings or as requlred
to transmlt lnformation for publication or 
pay for the service. 

Blds; unaccepted, unsuccessful, rejected
and lncludlng all related papers and cases 
of identical or tle bids - procurement or 
purchase organization copy and related papers: 

a. Transactlons of more than $10,000 and all 
constructlon contracts exceeding $2,000 dated 
subsequent to July 26, 1974. 

b. Transactions of $10,000 or less and 
construction contracts under $2,000 dated 
subsequent to July 25, 1974; and transactions 
of $2,500 or less dated prior to July 26, 1974. 

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

MACHINE-READABLE RECORD 

**Abstract of blds. Analyses of abstracts for 
use in estlmating constructlon contract costs. 

BOND PROCEDURES 312. 

General correspondence pertaining to 
authorized suretles, bld guaranty bonds, and 
release of bonds, includlng bid and performance
bonds. 

SPECIFICATIONS CORRESPONDENCE FILES 360. 
361. 
363. 

Correspondence concerning the standard 
procedures for preparation and lssuance of 
speclfications; their format, clauses, standard 
paragraphs, numbering, disposal of surplus
copies, and other similar matters. 

LOCATION 
PROJECT 

COHMISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
DISPOSITION FARC DISPOSITION FARC DISPOSITION 
INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

Destroy
old. 

when 3 years Same Same 

Destroy
old. 

Destroy
old. 

when 

when 

2 years 

2 years 

Same 

Same 

Same 

Same 

Destroy 6 years after 
final payment of 
accepted bid. 

Destroy 3 years after 
final payment of 
accepted bid. 

Destroy 6 years after 
final payment of 
accepted bid. 

Destroy when no longer
needed for reference. 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Destroy
old. 

when 3 years Same Same 

Destroy when 5 years Same Same 
old. 
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flFCORO,) tll,N,\GF>lFNT RFTC ....no', AhD 
LOCATION 

DISPOSITION 
AUTHORITY 

2C 

2B 

2A 

2A 

2D 

1 

l
1

DESCRIPTION OF MATERIAL
 
SPECIFICATIONS CORRESPONDENCE FILES (Continued)
 

Specification case records. Correspondence
concerning individual specifications offered for 
bid including distributIon for bidding purposes,
maIling lIsts, engIneer's estimates for the work,
authorization or recommendations for award of 
contract or rejection of bids, protests of awards,
abstract of bIds, and other material regarding the 
specification prIor ~ ~. 

Requests for and forms or other paperwork
required to accomplIsh either free distribution 
or sales of specifIcatIons as a publication and 
not for biddIng purposes. 

Lists or Indexes of specifications available 
for sale or distribution. 

SpecIfications. Sets of published specifi-
cations of the Bureau of Reclamation, standard 
specIficatIons of such as organizations or 
American Society for Testing MaterIals, American 
Saftey Standards, Federal Specifications and 
standards, and other similar issues. 

General contract materIal providing for 
constructIon, alteration, or repalr to physical
features or structures; for general procurement
of equlpment, materials, supplies, and services;
including reports of complIance or noncompliance
to labor and other laws governing contract 
administration. Also includes material occurring
after final settlement of a contract. 

CONTRACT CASE RECORD FILES 

Note: These instructions apply only to completed
or settled transactions case records of an 
administrative nature. The origInal contract and 
documents of payment are Accountable Officer 
Records, SEE Retention and Dlsposition
Instructions for classlflcatlon code 272. Contract 
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 
compute progress payments, and other similar matters. 

FlIes Including correspondence, specifications,
correspondence, specificattons, Equal Employment 
OpportunIty, Preexamination of Bids, Protests against
awards, Bond Procedure, and all pertinent materials 
pertaining to a specific contract. 

FILE
 
CLASSI-
FICATION
 

CODE 

360. 
361. 
363. 

(Cant.) 

364. 

330. 

330.-

DI<;POSITlO'~ SChi'iJl;LE~ 

PROJECT 
COMMISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFIO 

DISPOSITION FARC DISPOSITION FARC DISPOSITION 
INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

Destroy 2 years after 
hid opening, award of 
contract, or rejection
of bids. 

Same Same 

Destroy
old. 

when 1 year Same Sar 

Destroy when superseded
or obsolete. 

Destroy when no longer
needed for reference 
or when superseded,
whichever is sooner. 

Same 

Same 

Same 

Same 

Destroy
old. 

when 3 years Same Same 



lltlRI .r\[l OF RFCLANATTON 

HANDBOOK NO. 2 RECORDS HANAGEHENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

CONTRACT CASE RECORD FILES (Continued) 

FILE 
CLASSI-
FICATION 

CODE 
330.-

(Cont. ) 

CO'!l'1ISSlONER'SOFFICE 

LOCATION 

DISPOSITION FARC 
INSTRUCTION DISP. 

REGION & 
DISPOSITION 
INSTRUCTION 

E&R CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

GRS 3 
4.a(1) 

a. Transactions of more than $10,000 and all 
construct1on contracts exceed1ng $2,000 ~ 

~seql!ent to July 26, Hl7(' 

Destroy 6 years and 
3 months after final 
payment. 

Same Same 

GRS 3 
4.a(2) 

b. Transactions of $10,000 or less and 
construction contracts under $2,000 ~ 
S1:tbge~ef\E ts iTaly 23, 1974; and transactionS 

Destroy 3 years after 
final payment. 

Same Same 

-J ,. 

e,- Tr8RsAeli;!.QRS Sf_lOre titan $2,31)1) dated 
pLiot ts dHly 2Q, '97(', 3 iltoll [lis aE Le t fiRal 

Same Same 

2G d. Inspector reports, contractor unit cost 
reports at E&R Center, radiographs, x-rays, and 
other analyses of hidden joints, seams,
castings, and housing. 

Destroy 10 years after 
settlement or final 
payment of related 
construction contract. 

Same Same 

GRS 3 
4.c 

e. Other copies of records described above 
and used by component elements of an off1ce 
(procurement, design, or specification branch)
for administrative purposes. 

Destroy upon termination 
or completion. 

Same Same 

GRS 3 
12. 

f. Contractor's payroll files (construction
contracts) submitted 1n accordance with labor 
department regulat10ns with related certif1ca-
tions, ant1k1ckback aff1dav1ts, and other related 
papers. 

~~CHI~~-READABLE RECORD 

Destroy 3 years after 
date of completion of 
contract unless contract 
performance is subject
to enforcement act10n 
on such date. 

Same Same 

CONSTRUCTION CONTRACT EARTHWORK PROGRESS 

**Computat1on of pay quant1t1es for progress
1n earthwork at pro] ec t features or structures 
such as such dams, canals, roads, dra1nage
systems, and other similar features. Includes 
such data as des1gn progress, embankment, change
orders, mater1al furnished, plant account,
spec1f1cat10n 1tem call1ng for the work,
un1t price, and other data as requ1red to compute
monthly or other payment to contractors. 

2F a. Alphabetically arranged by contractor name,
specif1cation number, item of specification,
and other informat10n as required. 

Destroy 6 years and 
3 months after final 
payment of contract 
or settlement of all 
claims. 

Same Same 
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BUREAU OF ru:CLN1ATION 

HANDBOOK NO. 2 RECORDS HANAGHIENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY 

2F 

2F 

2F 

2D 

GRS 3 
8. 

GRS 3 
9.a. 

GRS 3 
9.b. 

2D 

2D 

CONSTRUCTION 

DESCRIPTION OF MATERIAL 

CONTRACT EARTHWORK PROGRESS (Continued) 

FILE 
CLASSI-
FICATION 

CODE 

330.-
(Cont.) 

COHMISSIONER'S 
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& E&R CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

b. Numer1cally by station number or zone area 
in which the work is performed and with other 
informat1on as requ1red. 

Destroy 6 y~ars and 
3 months after final 
payment of related 
contract or settlement 
of all claims. 

Same Same 

c. Original cross-sect10n data or ground
photogrammetry into card images or taken 
from stereo plotters to card image or tape
used as a base collect10n of data from 
which pay quant1tes data is computed. 

Destroy 6 years and 
3 months after final 
payment of related 
contract or settlement 
of all cla i ms , 

Same Same 

d. In1tial input backup for progress
payment computation by item and 
specification number. 

Destroy 6 years and 
3 months after final 
payment of related 
contract or settlement 
of all claims. 

Same Same 

REQUISITIONS 340. 

use, 
Correspondence
d1str1bution, 

concerning
numbering, 

preparat10n,
and other matters. 

Destroy
old. 

when 3 years Same Same 

Requ1s1t10ns for nonpersonal serv1ces, such 
as dup11cating, laundry, b1nding, and other services 
(exclud1ng records associated w1th accountable 
off1cers' records). 

Destroy
old. 

when 1 year Same Same 

Requ1s1t10ns
current 1nventory. 

for supplies and equipment for 

a. Property records. Destroy 2 years after 
completion or cancella-
t10n of requisition. 

Same Same 

b. All other copies. Destroy
old. 

when 6 months Same Same 

PURCHASE ORDERS AND SOLICITATIONS 350. 

Correspondence concern1ng preparation,
distr1but10n, numbering, and other matters. 

use, Destroy
old. 

when 3 years Same Same 

Case f1les of an adm1nistrative type
containing cop1es of requisit10n, purchase
orders, solicitations, and other matters and as 
maintained 1n the Procurement Section, the ware-
house, or other ordering/receiv1ng station. 

Destroy
payment 

3 years after 
or settlement. 

Same Same 
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BUI:l' \11 OJ' RrCr,V i\T10N'

HANDBOOK NO. 2 RECORDS MANAGEMENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

PURCHASE ORDERS AND SOLICITATIONS (Continued) 

FILE 
CLASSI-
FICATION 

CODE 
350. 

(Cont.) 

LOCATION 

COHMISSIONER'S OFFICE 
DISPOSITION FARC 
INSTRUCTION DISP. 

REGION & 
DISPOSITION 
INSTRUCTION 

E&R CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

Case files for accounting purposes. Use Retention and 
Disposition Instruc-
t10ns for Accountable 
Officers' records. 

Same Same 

2A Book covers for short form purchase orders 
in seria11zed or numbered books such as SF-44, 
"U.S. Government Purchase Orders." 

Destroy 6 months after 
exhaustion of book 
content. 

Same Same 

2F Solicitations. Unsuccessful or rejected
offers. 

Destroy 6 years after 
final payment. 

Same Same 

PERSONAL PROPERTY UTILIZATION AND DISPOSITION 370. 

2C Correspondence, forms, and reports of 
personal property (not land) acqu1red or 
disposed, including advert1sements of property
ava11able for sale, arrangements for disposal
by sale or auct10n, and other sim11ar matters. 

Destroy when 2 years 
old. 

Same Same 

2A Agreements leas1ng, renting, or selling
property together w1th all related correspondence. 

Destroy 1 year after 
term1nation of agreement. 

Same Same 

2E D1Sposit1on of proceeds from sales of 
property, correspondence related thereto. 

Destroy when 5 years 
old. 

Same Same . 

2E Transfers of property to water user 
organizat1ons; lists and transfers of title 
and related correspondence. 

Property L1stings. Ava1lable for 
Procurement: 

Destroy 5 years after 
transfer is accomp11shed
or 1 year after 
terminat10n of agreement
of transfer, whichever 
is applicable. 

Same Same 

2A a. When no procur1ng action occurs. 371. Destroy on expiration of 
availabi11ty period. 

Same Same 

2C b. When a procuring action occurs. 

EQUIPMENT POOLS 372. 

Destroy 2 years after 
procurement is 
accompl1shed. 

Same Same 

2D Use for material regarding operation of 
equipment pools established by the Bureau 
for loan purposes. 

Destroy when 3 years 
old. 

Same Same 
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lllJREAll REt~U"\!:\TlONOF 

HANDBOOK NO. 2	 RECORDS NANAGEt-lENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY DESCRIPTION OF t-lATERIAL 

PROPERTY HANAGEt-lENT RECORDS 

2E General correspondence flIes. Correspondence
regard1ng the management of property, property
management surveys, conservatlon and use of 
property, and management of warehouses, shops,
and other property storage facllities. 

2D Property control and custodlal records such 
as abstracts of 1ssues and recelpts; admlnlstratlve 
copies of requiSitions, purchase orders, and 
receiving reports; contractor rece1pts for property;
equipment transactions and summaries, etc. 

2B	 a. Orders on storehouse. 

2A	 b. Receipts for property. 

2B	 c. Property lists. Losses or acquisitions Vla 
transfer. 

2C	 d. Shop or Job orders. 

./ ., J.A e. Storehouse cards. 

2C	 f. Stores transact10ns, summaries of. 

2C Property 1nventories, llStS, and reports
such as bU1ld1ngs and quarters lnventories,
inventory certlficates, leased property summaries,
firearms lnventorles, housing inventorles of all 
types, installatlons owned by the United States 
Government, long supplles, publ1C domain 
properties, and other slmllar matters. 

2D Property losses. Correspondence and forms,
includlng certificates of loss and survey
reports related to loss or failure to locate 
property items. 

REPORTS 

2D Correspondence related to preparation
and submission of general reports such as, 
report of procurement by Civilian Executive 
Agencies, supply activity report, boat and craft 
operations, Cust reduction reports, and other 
similar matters. 

LOCATION 
FILE 

CLASSI-
FICATION 

CODE 

380. 

COHHISSIONER'S 
DISPOSITION 
INSTRUCTION 

Destroy when 5 years 
old. 

OFFICE 
FARC 
DISP. 

REGION & 
DISPOSITION 
INSTRUCTION 

Same 

E&R CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

Same 

381. Destroy
old. 

when 3 years Same Same 

382. 

Destroy when 3 months 
old. 

Destroy when superseded 
or obsolete. 

Destroy when 1 year
old. 

Destroy when 2 years 
old • 

Destroy 1 year after 
date of last entry. 

Destroy when 2 years 
old. 

Destroy when 2 years 
old. 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

Same 

380. Destroy
old. 

when 3 years Same Same 

390. 

Destroy
old. 

when 3 years Same Same 
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BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2G 

2 

DESCRIPTION OF HATERIAL 
RESEARCH, TESTING, AND TECHNICAL RECORDS 

Research programs correspondence fIle and 
routine admInistrative correspondence and other 
materIal related to Reclamation's particIpation in 
natIonal and internatIonal research projects and 
admlnlstratlon of Its own research programs.
Includes correspondence reqUIred to coordinate 
research actIvitIes with other agencies or entities 
by assigning responsIbilIties, arranging meetings,
designating program objectives and scope, and providE
financing, interperting legislation enabling or 
controlling research and relatIng in a general way
to other SImilar matters. 

FILE 
CLASSI-
FICATION 

CODE 
400. 
402. 

RECORDS NANAGE}!ENT 

DISPOSITION 
IKSTRUCTION 

CONMISSIONER'S 

Destroy when 10 years 
old. 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

Same 

RETENTION 

& E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

Same 

Research agreement file records relating to 
negotiation adminIstration and performance under 
agreement for general research for or by Reclama-
tion, including grants, cooperative agreements, and 
contracts: 

2A a. Agreements not involving exchange of funds. Destroy 1 year 
termination of 
agreement. 

after Same Same 

GRS 3 
4.a(1)(2)(3) 

b. Agreements involVIng exchange of funds. See disposItion instruc-
tions for file classifi-
cation code 330.-. 

Same Same 

INVENTIONS, PATENTS, COPYRIGHTS CASE FILES 401. 

2D Correspondence relatIng to the development
or securing of patents and copyrights, alleged
infringements of patents, or agreements permitting
their use, payment of royalties, and other simIlar 
matters. 

Destroy when 3 years old. Same Same 

2A a. Specific case flIes 
employees in Reclamation 

developed by
office most 

Bureau 
affected. 

Destroy when agreement
of use terminates. 

Same Same 

2E b. All other offices. Destroy when 5 years old. Same Same 

400-1 



HANDBOOK NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF HATERIAL 

HEASURING SYSTEMS, DEVICES, AND EQUIPMENT 

2E Correspondence regarding varIOUS methods for 
securIng measurements such as the use of the metric 
system and deVIces and equipment used to secure 
measurements of waterflows by current meters. 

2A Current meter rating reports and technical 
evaluations. 

2D Current meter loans, transfers, and maintenance 
records. 

RESEARCH FACILITIES AND EQUIPMENT DEVELOPMENT FILES 

2E Correspondence and other records relating to 
establishing laboratbrles or other faCIlIties for 
performing research and testing and installing of 
equipment, instrument systems, and other deVIces. 
Includes research findIngs or results such as 
experimental data cards, fIlms, charts, forms, and 
methods of research such as geophysics. 

WEED AND PEST CONTROL RECORDS 

2E Weed and pest control records relating to 
research on control of weeds and pests that affect 
Reclamation water systems, lands, buildings, and 
other structures. Correspondence used for research 
studIes and programs for the control of weeds and 
pests. SubJects include pest ecology, envIronmental 
effects of pest control, pesticides, residues, and 
efficacy. 

Technical publications summarizing research 
projects: 

lA a. Record copy (E&R 

2A b. All other copies. 

BUREAU OF RECLAHATION 

RECORDS Hpt'AGP-tENT 
LOCATION 

RETENTION A~~ DISPOSITION SCHEDULES 

FILE PROJECT 
CLASSI- COHHISSIONER'S OFFICE REGION & E&R CENTER s FIELD OFFICE 
FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 

CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 
403. 

Destroy on publication
of standard operating
instructions or when 

Same Same 

5 years old. 

Destroy when superseded. Same Same 

Destroy when 3 years old Same Same 

404. 
405. 

Destroy when 5 years old 
or when facility is 
deactIvated, whichever 
occurs first. 

Same Same 

406. 

Destroy 5 years after 
termination of research 

Same Same 

or on completion
report. 

of fina 

PERMANENT - (E&R Center 
Transfer to FARC when 

Offer to 
NARS when 

volume warrants. 25 years
old. 

Destroy when no longer
needed for reference. 

Same Same 
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BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION OF MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 

RECORDS NANAGEHENT 

COMHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2G 

WEED AND PEST CONTROL RECORDS (Continued) 

Special reports issued by Reclamation including
annual pest control reports, pestic~de use reports,
pest incidence, and control cost survey reports: 

a. Record copy - office of origin. 

406. 
(Cont.) 

Destroy
old. 

when 10 years Same Same 

2A b. All other copies. Destroy when no longer
needed for reference. 

Same Same 

2A c. Pesticide registration applications,
data, and related correspondence. 

technical Destroy upon separation
of registration or when 
part1cular insect1cide 
is no longer of interest 
to Reclamation, whichever 
is sooner. 

Same Same 

ENGINEERING RESEARCH RECORDS 410. 
411. 
412. 
413. 

2G 

2G 

Techn1cal data related to structural engineering
research. Subjects include des1gn, construct~on, an(
ma1ntenance of structure to 1ncrease the1r effective 
life and predict or ant1c1pate their behav10r. 
Correspondence regarding developments 1n chem1stry
and physics affecting eng1neer1ng techniques and 
structural research, such as shapes or contours in 
structures, stud1es of structural behavior under 
vary~ng cond1tions, various material types, noise 
prevent10n, models, etc. 

Correspondence and techn1cal data generated in 
structural and hydrau11c research accomp11shed by
using models of dams, spillways, wat erways , conduits 
and other structures and including model stud1es of 
power transm1ssion systems utilizlng electronic 
models. 

Destroy when 10 years 
old. 

Destroy 5 years after 
publication of laborator 
report or summary of 
f1nd1ngs or when 10 year
old, whichever is sooner 

Same 

Same 

Same 

Same 
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HANDBOOK NO. 2 

DISPOSITION 
AUTHORITY 

ENGINEERING 
DESCRIPTION OF MATERIAL 
RESEARCH RECORDS (Cont1nued) 

lA a. 

Laboratory 

Record copy 

reports or summary reports: 

(E&R Center). .r /'.,Arr. I'}v~/U!I{(,I' ~ 
If /('1',
I'r' 

2G b. All other copies. 

Includes research relating to dams, outlet 
works, gates, spillways, power generation,
transmision features, and water transport systems. 

EQUIPHENT AND MACHINERY TESTING RECORDS 

2G 

2G 

Correspondence and techn1cal data accumulated 
1n tests of equlpment and machlnery be1ng considered 
for use by Reclamat10n, such as generators,
transport or control equipment, compressors,
hydraul1c or water work1ng equipment or machinery,
refrigeration equipment, sOlI and rock worklng
equipment, cement m1x1ng and concrete placlng
equ1pment, hardware, and other similar items. 

Laboratory reports: 

a. Record copy (E&R Center). 

2E 

2G 

b. All other copies. 

MATERIALS AND PROCESSES TESTING RECORDS 

Correspondence and mater1al, reports, and 
studles of materials and their processes hav1ng
applications to Bureau activit1es. Use for corrosior 
studies, control and preventative measures, surveys,
etc. 

BUREAU OF RECLAMATION 

FILE 
CLASSI-
FICATION 

CODE 
410. 
411. 
412. 
413. 

(Cont.) 

RECORDS HANAGE}!ENT 

COMMISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

RETE~~ION 

& E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

volume warrants. 

PERHANENT - (E&R
Transfer to FARC 

Center 
when 

Offer to 
NARS when 
25 years
old. 

Destroy
old. 

when 10 years Same Same 

420. 
421. 
422. 
423. 
424. 
425. 

Destroy when 10 years 
old or 5 years after 
publ1cation of a 
laboratory report on 
the test results. 

Same Same 

E&R Center - Destroy
when no longer needed 
or when 10 years old,
whichever is sooner. 

430. 

Destroy
old. 

when 5 years Destroy
5 years 

when 
old. 

Destroy when 10 years ole 
or 5 years after final 
report. 

Same Same 
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BUREAU OF RECLAl'lATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION OF MATERIAL 
MATERIALS AND PROCESSES TESTING RECORDS (Continued) 

Records relatlng to testlng of materlal lnclud-
ing ceramlcs, fibers, fuels, metals, mlnerals,
paints, plastics, vegetable products, wood, and 
processes such as excavation and earth stabilization 
methods, use of compresslon or expansion to achieve 
strength, injection of chemicals into waterways, and 
others: 

FILE 
CLASSI-
FICATION 

CODE 
430. 

(Cont.) 

RECORDS HA~;AGEHENT 

DISPOSITION 
INSTRUCTION 

COMMISSIO~~R'S 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

A~~ DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2G a. Correspondence
during testing. 

and technical data accumulated Destroy when 10 years 
old or 5 years after 
publication of 
laboratory report on 
research result,
whichever is sooner. 

Same Same 

21 a. 

Laboratory 

Record copy 

reports: 

(E&R Center). E&R Center - Destroy
when 25 years old or 
when no longer needed 
for reference, which-
ever is sooner. 

2D b. All other copies. Destroy
old. 

when 5 years Same Same 

CEMENT, CONCRETE, MORTARS, AND BINDERS 431. 

2G Correspondence and materlal related to the 
research and testlng of sand, gravel, etc., and the 
processes and methods for placement, curing, and use 
of such materials. 

Destroy when 10 yedrs 
old or 5 years after 
publication of report. 

Same Same 

2D Correspondence and technlcal data, including
inquirles for research lnformatl0n and responses
thereto, transmittals of samples to the laboratory
and test results, and other slml1ar matters. 

Destroy
old. 

when 3 years Same Same 

2G Concrete 
samples from 

test and control reports,
a known location within a 

lncluding
feature. 

Destroy 10 years after 
settlement of related 
construction contract. 

Same Same 
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BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2F 

2 

DESCRIPTION OF HATERIAL 
CEMENT, CONCRETE, MORTARS, AND BINDERS (Continued) 

Concrete test and control reports including
samples from stockpiles, aggregate batches,
screening plants, or from an known location within 
a feature. 

FILE 
CLASSI-
FICATION 

CODE 
431. 

(Cont.) 

RECORDS NANAGEt-<ENT 
LOCATION 

CONHISSIONER'S OFFICE 
DISPOSITION FARC 
INSTRUCTION DISP. 

Destroy 6 years after 
settlement of related 
construction contract. 

REGION 
DISPOSITION 
INSTRUCTION 

Same 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

Same 

2D Test, pour, production
created during the llfe of 

and lnventory 
a construction 

reports
contract. 

Destroy 3 years after 
related construction 
contract. 

Same Same 

SOIL AND ROCK TESTING RECORDS 432. 

2D Correspondence and technical data required
transmit samples for testlng and evaluations. 

to Destroy when 3 years old. Same Same 

2D Laboratory or field station worksheets 
ing to test data to be used ln Reclamation 
publication "Earth Manual." 

pertain- Destroy wnen 3 years old 
or after data for Earth 
Manual is extracted,
whichever is sooner. 

Same Same 

2D Reports of onsite testing of samples. Destroy 3 years after 
settlement of related 
construction contract. 

Same Same 

2E 

1A 

Correspondence related to studles of slldes,
avalanches, and earthquakes and their effect on 
existing features and structures and ways to 
compensate for these effects. 

Reclamatlon reports on earth movement affecting
Bureau land or property: 

Offlce of 7ecord copy. (;(1,./, ' (.{~, ,--f.k(:~fQ,lr~fV1.J.; 
~ t a... 5t~. /..A/l~ 

U~~d) 

a. 

Destroy when 5 years 
old. 

PERHAl\'ENT- Transfer 
to FARC when volume 
warrants. 

Offer to 
NARS when 
25 years
old. 

Same 

Same 

Same 

Same 

2E b. All other coples. Destroy in agency
when 5 years old. 

Same Same 

2C Publlcations and bulletins not created by
Reclamation, including "Prelimlnary Determination 
of Epicenter," "Seismological Bulletins," and 
others. 

Destroy
old. 

when 2 years Same Same 
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BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION OF MATERIAL 
SOIL AND ROCK TESTING RECORDS (Continued) 

MACHINE-READABLE RECORD 

FILE 
CLASSI-
FI CATI ON 

CODE 
432. 

(Cont.) 

RECORDS MANAGEMENT 

COMMISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

RETENTION 

& E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC DISPOSITION 
DISP. INSTRUCTION 

EARTH MOVEMENT STUDIES - E~mANKMENT FAILURES 

2E **Triaxial shear test results from embankment 
materials from sites which have suffered from earth 
movement or failure with such data as the plasticity
index, liquid limit, specimen size, specific gravity,
and similar information. Arrangement of data is by
a numerical index assigned earth samples and 
identification of the sample location at the 
structure or site. Results of analyses are 
incorporated into laboratory or other similar reports
(such as the analysis of the Teton Dam failure in the 
report "Stress Strain Characteristics of Zone 1 
Material - Teton Dam.") 

FOREST AND VEGETABLE PRODUCTS 433. 

Destroy 5 years after 
publication of results 
in laboratory or other 
technical report. 

0 

Same Same 

2E Correseondence and material relating to the 
testing and research of woods, fibers, and other 
forest materials in Bureau activities. (I1JMr 

Destroy when 5 years old Same SaUle 

Final reeorts: 
< 

21 

2G 

a. 

b. 

Of fieial record copy 

All other copies. ~ 

(E&R Center). ~ 

Destroy
old. 

when 10 years 

E&R Center - Destroy
when 25 years old. 

Same Same 

FUELS AND LUBRICANTS 434. 

2E Correseondence 
gre~ses, gasolines, 

and material_regarding
kerosenes, etc. ~ 

oils, Destroy 

I 

when 5 years old Same Same 

Final reeorts: 

21 

2G 

a. 

b. 

Offieial record copy (E&R Center). 

All other copies. ~ 

~ 

Destroy
old. 

when 10 years 

E&R Center - Destroy
when 25 years old. 

Same Same 
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BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

PIPE 
DESCRIPTION OF 

CERAMICS AND PLASTICS 
MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 
435. 

RECORDS MANAGPfENT 

COMMISSION1R'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

RETENTION 

& E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2E 

21 

2G 

Correspondence and material relating to studies 
research, and testing of materials such as iron,
steel, aluminum, concrete, tile, clay, etc. Include 
ceramics or plastic materials used for construction 
purposes. 

Final reports: 

a. Official record copy (E&R Center). 

b. All other copies. 

Destroy 

Destroy
old. 

when 

when 

5 years old 

10 years 

Same 

E&R Center - Destroy
when 25 years old. 

Same 

Same 

Same 

MINERALS AND METALS 436. 

2E Correspondence and 
testing and research of 
Bureau activities. 

material 
minerals 

relating to the 
and_metals in 

Destroy w1.en 5 years old Same Same 

21 

2G 

a. 

b. 

Final reports: 

Official record copy 

All other copies. 

(E&R Center). 

Destroy
old. 

when 10 years 

E&R Center - Destroy
when 25 years old. 

Same Same 

PAINTS AND PRESERVATIONS 437. 

2E Correspondence and 
testing an~ research of 
Bureau activities. 

material 
pa~nts~nd 

relating to the 
preservatives in 

Destroy when 5 years old Same Same 

21 

2G 

a. 

b. 

Final reports: 

Official record copy 

All other copies. 

(E&R Center). 

Destroy
old. 

when 10 years 

E&R Center - Destroy
when 25 years old. 

Same Same 

400-8 



BUREAU OF RECLAIIATION 

HANDBOOK NO. 2 

DISPOSITION 
AUTHORITY 

HYDRAULICS 
DESCRIPTION OF MATERIAL 

AND HATERSHED PROTECTION 

2E 

2E 

1A 

HATERFLOW RECORDS 

Correspondence related to the study of waterflo. 
as an erosive force and the development of techniques
to control it. Includes laboratory and field work-
sheets containing data for which no summary or other 
laboratory report is prepared. 

Laboratory and field worksheets containing data 
for WhlCh no summary or other laboratory report is 
prepared. 

Laboratory reports: 

a. Record copy (E&R Center). 

/trr- Yl VV11 e.-rt(~/ICf ' 

2E b. All other copies. 

2D 

2E 

2A 

SEDIMENTATION STUDIES 

Correspondence and field data sheets accumulatec 
durlng tests to determine or predict sediment loads,
the rate of sedimentatlon, and other related matters 

Laboratory worksheets, survey books, cross-
section sheets, and other computation sheets. 

Summary or flnal reports of sediment study. 

2D 

2E 

ICE, HAVE, AND BEACHING ACTION 

Correspondence related to effects of formation 
and movement of lce, movement of waves, appraisal of 
damages caused by movement, and techniques to contro 
these actions. 

Laboratory and fleld data sheets including
survey books, cross-sectlon sheets, and other 
computation sheets ~ related ~ ~ damage claim. 

FILE 
CLASSI-
FICATION 

CODE 
440. 
441. 

RECORDS HANAGEHENT 

COMMISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

Destroy when 5 years old 

Destroy when 5 years old. 

442. 

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

Destroy when 3 years old 

443. 

Destroy 5 years after 
lssue of final report. 

Destroy when no longer
needed for reference. 

Destroy when 3 years old 

Destroy 5 years after 
issue of summary or flna 
report. 

400-9 

RETENTION AND DISPOSITION SCHEDULES 

PROJECT 
REGION & E&R CENTER & FIELD OFFICE 

DISPOSITION FARC DISPOSITION 
INSTRUCTION DISP. INSTRUCTION 

Same Same 

Same Same 

PERHANENT - (E&R Center Offer to 
Transfer to FARC when NARS when 
volume warrants. 25 years

old. 

Same Same 

Same Same 

Same Same 

Same Same 

Same Same 

Same Same 



BUREAU OF ReCLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

ICE, WAVE, 
DESCRIPTION 

AND BEACHING 
OF MATERIAL 
ACTION (Continued) 

FILE 
CLASSI-
FICATION 

CODE 
443. 

(Cont.) 

RECORDS MANA.GE}!ENT 

COH}lISSIONER'S
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2B 

2A 

Data sheets used 

Summary of final 

in litigation of damage claims. 

reports of research findings. 

Dest~oy 1 year afte~ 
settlement or cancel-
lation of litigation. 

Destroy when no longer
needed for reference. 

Same 

Same 

Same 

Same 

lolATERSUPPLY 
CONSERVATION 

INVESTIGATIONS 
RECORDS 

RECORDS AND 450. 
451. 
452. 
453. 

2E Correspondence related to the study of water 
supplies for ir~lgation, from natu~al w2ather 
occur~ences, geothe~mal, ground water supplies,
~eclaiming or purification processes, and other 
related matters. 

Destroy when 5 years old. Same Same 

lA 

Water supply reports prepared as a special
repo~t o~ as appendix to a baSin, definite plan
report, planning feasibility, or other report: 

a. Regional office most affected. 

Itr/,- hlj Y1tV1~ Iff profeof ;/IIve5f'9<if,en-

/ - 3 C/f+lifT. 

PERMANENT - Transfer 
to FARC when volume 
warrants. 

Offe~ to 
NARS when 
25 years
old. 

2A b. All other offices. Destroy when no longer
needed for reference. 

Same Same 

2G 

2G 

Water supply study data, including statistics,
computations, and historical flow data. Also 
includes su~vey notes, worksheets, and other data 
related to a water supply study: 

a. Office responsible for preparing final or 
summary report. 

b. All other offices. 

Destroy 10 yea~s after 
issuance of report. 

Destroy when 10 years
old. 

Same 

Same 

Same 

Same 

2A Water supply reports of other agencies. Destroy when no longer
needed for reference. 

Same Same 

400-10 



BUREAU OF RECLAHATlON 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION OF MATERIAL 
WATER SUPPLY INVESTIGATIONS RECORDS 
RECORDS (Continued) 

AND CONSERVATION 

FILE 
CLASSI-
FICATION 

CODE 
450. 
451. 
452. 
453. 

(Cont.) 

RECORDS HANAGEHENT 

COMMISSIO~~R'S 
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2G Survey notes, forms, worksheets,
data related to a water supply but ~ 
~ report. 

and other 
support1ng 

Destroy
old. 

when 10 years Same Same 

WATER MANAGEMENT RECORDS 

2E Correspondence and technical data related to 
s tud i.es of how water 1S lost through natural 
phenomen1a, lndustrial and domestic consumption,
effects of water loss, and means to prevent it. 

Destroy when 5 years old. Same Same 

Summary
research. 

or final reports of water management Same Same 

lA 

2A 

a. 

b. 

Record copy (office of 
Cu..- /A.-U ~.J 

,..tU£)Q"~J..t ~: JU..y 
I !1j-~'M.l 

All other copies. 

origin)./-s.'1 ~J"':d 
.-...h • -r. :5t"L~f1UL; 

<'!Vl'V t-.. -1, JI '"I M:'--vrJ, (A/ 

'n 

PERHANENT - Transfer 
to FARC when volume 
warrants. 

Destroy when no longer
needed for reference. 

Offer to 
!<lARSwhen 
25 years
old. 

Same 

Same 

Same 

Same 

2G Stud1es by other agenc1es or entities. Destroy
old. 

when 10 years Same Same 

WATER QUALITY STUDY RECORDS 

2E Correspondence and technical data relating
to pur1ty standards, identif1cation of pollutants,
ways to restore purity to d1fferent types or bodies 
of water. 

Destroy when 5 years old Same Same 

lA 

2A 

Summary or hnal reports of study, record copy _ J,~ /'. PERHANENT - Transfer 
office of origin. t-s '/'t'l-' (11.-1-(" ~1 r-tt-."",e, ()./ (/!/; ~"'r A, /to FARC when volume 

'-ft-lt;;'- ~ _~"""1, +; <J- z«, ';1LfJ-tJJ",~ warrants.q-1 (d1-«J/. 

Summary or final reports of study, all other 
agencies. 

Destroy when no longer
needed for reference. 

Offer to 
NARS when 
25 years
old. 

Same 

Same 

Same 

Same 

2A Water quality
other agencies or 

data or other 
entities. 

reports of Destroy
needed 

when no longer
for reference. 

Same Same 

400-11 



HANDBOOK NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

WATER QUALITY STUDY RECORDS (Continued) 

2C Routine transmlttals of lnformation or water 
samples for testlng purposes. 

MACHINE-READARLE RECORD 

2A **Compiled results of water quality testing and 
measurements of stream, ground water, and return 
flows on streams or rIver systems affected by
Reclamatlon Project development. Data also includes 
chemlcal analysls of the water, sedlment capacity,
turbidlty, master slte, return flow components, and 
other slmilar information. Data is used in a number 
of programs, such as: 

a. Predictlng effects of project development on 
water quallty and return flows in the river or 
stream basin. 

b. Modellng the impact of project development on 
receivlng streams. 

c. Predicting quality of water to be delivered to 
another area or country (Hexa co ) as well as quantity
of water (as may be requlred by compact or treaty). 

d. To monltor the water supply being furnlshed to 
Irrigators and aid ln improvlng the qual~ty of the 
water. 

e. To assess the quallty of water and return flows 
for purposes of preparing planning and environmental 
assessments. 

DATA IS ARRANGED IN A VARIETY OF MANNERS 

a. By measuring stations, stream basln, flow, and 
chemical constituent of water, date, and time of 
measurement. 

BUREAU OF RFr.LN1ATION 

FILE 
CLASSI-
FICATION 

CODE 
450. 
451. 
452. 
453. 

(Cont.) 

RECORDS HANAGPIENT 

DISPOSITION 
INSTRUCTION 

COMMISSIONER'S 

Destroy when 2 years 

LOCATION 

OFFICE 
FARC 
DISP. 

old. 

REGION 
DISPOSITION 
INSTRUCTION 

Same 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

Same 

Destroy when no longer
needed for reference. 

Same Same 

400-12 



BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION OF MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 

RECORDS MANAGEMENT 

CONHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

WATER QUALITY STUDY RECORDS (Continued) 

b. By proJect, site, date, and time of measurement. 

c. By stream basin, flow and chemical constituent, 
year and month. 

ATMOSPHERIC WATER RESOURCES RECORDS 

450. 
451. 
452. 
453. 

(Cont.) 

470. 

2E 

2C 

2F 

Correspondence and technical data related to 
the product Lon of artLficial precipltation and any
responslbillties pertaining to weather modification. 

Research proposals. 

a. Proposals from WhlCh no agreement results within 
3 years. 

b. Proposals resulting in an agreement within 
3 years and related correspondence. 

Refer to retention for file classification code 330. 

Destroy 2 years after 
f i l e LS closed. 

Destroy 6 years after 
termination of 
agreement. 

Destroy when 5 years old. Same 

Same 

Same 

Same 

Same 

Same 

1A 

Flnal or summary reports of participation in 
cooperative proJects. 

a. Projects of Recla~a}ion origin, record copy,
E&R Center. I!.J~. (fJ ~/~rt (.1-"''1- {~'lJLA.-o1~-I:Jl 

PERMANENT - (E&R
Transfer to FARe 
volume warrants. 

Center 
when 

Offer to 
NARS when 
25 years
old. 

Same 

2A b. All other copies. Destroy when no longer
needed for reference. 

Same Same 

2A c. Projects not of Reclamation origin. Destroy
needed 

when no longer
for reference. 

Same Same 

400-13 



BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

ARTIFICIAL 
GATHERING, 

DESCRIPTION OF MATERIAL 
PRECIPITATION, SEEDING,
ETC. 

DATA 

FILE 
CLASSI-
FICATION 

CODE 
471. 
472. 
473. 

RECORDS WI.NAGB-!ENT 

COHHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2E Correspondence and technical data relating to 
cloud formatlons and moisture content, methods of 
stimulatlng raln or snowfall, and records relating
to administration of data-gathering installations. 

Destroy when 5 years old. Same Same 

2G Project case flIes. Destroy
old. 

when 10 years Same Same 

2A 
E&R 

Final or 
Center. 

summary reports - record copy, Destroy in agency when 
no longer needed for 
reference. 

Same Same 

2E Flnal or summary reports - all other copies. Destroy when 5 years old. Same Same 

2F Agreements
data-gatherlng
correspondence.
classlficatlon 

for operatlon and malntenance of 
installations and all related 

Use retention lnstruction for file 
code 330. 

Destroy 6 years
termination of 
agreement. 

after Same Same 

Statistlcal 
meterorologlcal
NOAA: 

releases or water supply and 
condltions, including releases from 

2A a. Statistics 
hlstories. 

compiled for use in project Destroy
project 

when printed
history. 

in Same Same 

2E b. Satellite data. Destroy when no longer
needed for reference or 
5 years old, whichever 
1S sooner. 

Same Same 

}lACHINE-READABLE RECORD 

CLIMATOLOGY - STATISTICAL DATA 

2A **Heather data gathered from Heather Bureau and 
ReclamGtion observatlon statlons as well as from 
other agencies lncluding such information as solar 
radlatlon, precipitatlon readings, temperatures, and 
similar information. Data is used in soil-moisture 
determinations, percolation, and in the determinatior 

Destroy when no longer
needed for reference. 

Same Same 

400-14 



BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

ARTIFICIAL 
GATHERING, 

DESCRIPTION OF MATERIAL 
PRECIPITATION, SEEDING,
ETC. (Continued) 

DATA 

FILE 
CLASSI-
FICATION 

CODE 
471. 
472. 
473. 

(Cont.) 

RECORDS HANAGEHENT 

Cm!HISSIONER 
DISPOSITION 
INSTRUCTION 

LOCATION 

I S OFFICE 
FARC 
DISP. 

REGION & 
DISPOSITION 
INSTRUCTION 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

CLIMATOLOGY - STATISTICAL DATA (Continued) 

of the storage and release of water to meet project
water requests. Arrangement is chronological by
station number or numerically according to year of 
data. 

ATMOSPHERIC CONDITION RECORDS 475. 

2E Correspondence and 
studies of temperature,
of prolonged artificial 
storms, etc. 

techn~cal data related to 
hum~d~ty, pollutants, effects 
precipitation, natural 

Destroy when 5 years old. Same Same 

Final or summary report. 

1A a. PERHANENT 
NARS when 

- Offer to 
25 years old. 

Same Same 

2E b. All other copies. Destroy when 5 years old Same Same 

2E Worksheets,
reference data. 

forms, computations, and other 
Destroy when 5 years old Same Same 

1A 

1A 

SURVEYING AND HAPPING RECORDS 

Correspondence flIes and program schedules 
required to determ~ne Reclamation surveying and map-
ping requirements by f~scal years and transmittals 
of data to U.S. Geolog~cal Surveyor other agencies
empowere~lt? perform t~mapping and surveying.

0/rJr-, CMAAr}!.{), I "{}" / '-j'V ~~ 
Cooperat~ve agreements and all related corre-

spondence, including foreign surveying and mapping
cooperative agreements. ';" J 

3- '1'I!(ft" ,,1vv !M-/~, !~0v '-~tA. 
Survey notes ~n level or transit books 

conta~ning ground surface measurements or base data 
for maps and drawings, as well as other data 
regarding the landscape. 

480. 
481. 

PERHANENT - Break files 
every 5 years. Transfer 
to FARC at 5-year
intervals. 

PER!-tANENT- Break files 
every 5 years. Transfer 
to FARC at 5-year
intervals. 

Offer to 
NARS when 
25 years
old. 

Offer to 
NARS when 
25 years
old. 

Same 

Same 

Same 

Same 

400-15 



BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

SURVEYING 
DESCRIPTION OF HATERIAL 

AND HAPPING RECORDS (Continued) 

FILE 
CLASSI-
FICATION 

CODE 
480. 
481. 

(Cont.) 

RECORDS HAN"GDIENT 

cmlHISSIONER 
DISPOSITION 
INSTRUCTION 

LOCATION 

I S OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2A a. 
and 

Monumenting, work 
other records. 

notes, photographs, cards, Destroy when survey
control diagram and 
pencilled copies of caps 
are flIed with USGS. 

Same Same 

lA b. Honumenting, survey books, or notes of permanent
Loca t i.ons of brass caps and mar ke rs , aVe. "'-.f'o.:. ."~/..L "/0
6A.,c.n.LL ~Aft).~.g,. ~) ~~:J.:pt-/'-I-

J-c-t-1~ :fr r 3f.L ~ I / M:ev-/ 

PER}lANENT - Transfer 
to FARC when volume 
warrants. 

Offer to 
NARS when 
25 years
old. 

Same Same 

2D 

2A c. Survey books contain~ng prelim~nary des~gn
and cost estimated data and preliminary location 
controls of at least 1/3 order. 

d. Preconstruct~on and construct~on survey notes 
used for preparation of solic~tations, plot progress 
of construct~on, maintain alinement, and establish 
control points. 

Destroy when data is 
transferred to planetablE 
map or drawing or when 
replaced by a pre con-
construction survey. 

Destroy 3 years after 
settlement of related 
construction contract. 

Same 

Same 

Same 

Same 

21 Surface levels and data beneath or at sides 
features and structures, levels and elevations,
as-builts, and notes containing behav~oral 
observations. 

of Destroy
old. 

when 25 years Same Same 

2A Un~dentified books. Destroy on receipt
th~s instruction. 

of Same Same 

21 All other books. Destroy
old. 

when 25 years Same Same 

LAND CLASSIFICATION 

2A Survey notes and field data collected during
the survey of land for irrigation suitability,
including base maps, planetables, topo maps, remote 
sens~ng products, or sim~lar media. 

Destroy when final 
classification map
prepared. 

land 
is 

Same Same 

2E Land classification maps. (Final) Destroy 5 years after 
land certif~cation 
report is approved by
Secretary of Interior anc 
a ~crof~lm version is 
ava~lable. 

Same Same 

400-16 



BUREAU OF RECLAMATION 

HANDBOOK NO 

DISPOSITION 
AUTHORITY 

2 

SURVEYING 
DESCRIPTION OF MATERIAL 

AN\) HAPPING RECORDS (Continued) 

FILE 
CLASSI-
FICATION 

CODE 
480. 
481. 

(Cont.) 

RECORDS MA'lAGEMENT 

CO'lMISSIONER'S 
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARC 
DISP. 

REGION & E&R CENTER 

RETENTION 

DISPOSITION 
INSTRUCTION 

AND DISPOSITIO~ SCHEDULES 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

LAND CLASSIFICATION (Continued) 

IA 
copy 

Microfilm master or duplicate
of f Lna I map. tl/rA:. ~ 

/-/CI~/..;t-. 

reference 

I 
, 

PERHANENT - Transfer 
to FARC when volume 
warrants. 

Offer to 
NARS with 
related 
index wher 
no longer
needed or 
25 years
old,
whichever 
is sooner 

Same Same 

2A All other copies of microfilm. Destroy when no longer
needed for reference. 

Sace Same 

2A Land 
temporary
areas and 

classification 
boundaries and 
their class of 

maps, preliminary or showin 
acreages of irrigable
land. 

Destroy when no longer
needed for reference. 

Same Same 

2A Analyses of soil and water samples supporting 
classificatlon assigned to the land. (See dispOS1-
tion instruction for file claSSification code 743.) 

Destroy when irrigable
area is established and 
certified. 

Same Same 

2B 
etc. 

Field or work notes, tabulations, computations, Destroy 1 year after 
final land classificatior 
map has been prepared. 

Same Same 

Plattlng
boundaries of 
units: 

survey notes retracing or 
townships, section lines, 

establishing
and farm 

2A a. Original plats and duplicate copies. Destroy in agency when 
no longer needed. 
Technical problems
preclude production of 
acceptable microfilm. 

Same Same 

400-17 



RA.\~BOOK NO 

DISPOSITION 
AUTHORITY 

2A 

2B 

lA 

2A 

2B 

lA 

2G 

BUREAU OF RECLAMATION 

2 

DESCRIPTION OF MATERIAL 
SURVEYING AND MAPPING RECORDS (Continued) 

LAND CLASSIFICATION (Continued) 

FILE 
CLASSI-
FICATION 

CODE 
480. 
481. 

(Cont.) 

RECORDS MANAGEMENT 
LOCATION 

CO:>!HISSIOIlER'SOFFICE 
DISPOSITION FARC 
INSTRUCTION DISP. 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTIO'l 

A~~ DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTIO'l 

c. 
ing 

Preliminary
field books 

and/or working copies of plat inc Iud 
containing location or other data. 

Destroy after preparatior
of final plat. 

Same Same 

and 
Sediment surveys--reservoir range monumenting 

other data in survey books or notes. 
Destroy 1 year after dat s 
is plotted to a map of 
a map of the sediment 
range. 

Same Same 

AERIAL TOPOGRAPHY 

Ne~ative film of vertical or oblique image
together with accompanying indices, flight L. 
identification, etc. cltJo c1b,~(J7'1.I'IAf/l\di'

a:z..ltJ.".,. L_ F~ ~ 
O~ CM~t..t..~ 

A 
PERHAKENT - Offer to 
upon completion of 
pro jec t , 

NAR Same Same 

Aerial 
supplemental 

topography, record prints, including
controls and finding aides. 

Destroy when no longer
needed for reference. 

Same Some: 
I 

Routine 
mapping such 
information, 
etc. 

correspondence
as letters of 
lists of maps 

related to survey and 
transmittal, requests for 
for distribution or sale, 

Destroy when 1 year old. Same Same 

REPORTS AND REPORTING PROCEDURES 490. 

Reports pertaining to research and 
too general in nature to be confined to 
subject. 

testing
a specific 

Reports originatlng from Reclamation: 

a. Record copy (E&R cen~~r~ 

To~~ 

PER}!ANENT - (E&R
Transfer to FARC 
volume warrants. 

Center 
when 

Offer to 
NARS when 
25 years
old. 

b. All other copies. Destroy
old. 

when 10 years Same Same 

400-18 



BUREAU OF RECLAMATION 

IL..NDBOOK NO RECORDS HANAGE~NT	 RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 
CLASSI- co-cnssrosaa- S OFFICE REGION & E&R CENTER s FIELD OFFICE 

DISPOSITION FICATIONrrD~ICSDPO~S~IiT~I~O~N~~~~~~~F~A~R~C~--~~D~I~S~P~O~S~I~T~IO~N~~~~~~r-<F~AR~C-----t~D~I~S~PO~S~I~T~I~O~N~~ 
AUTHORITY DESCRIPTION OF ~~TERIAL CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

DESIGtl, CONSTRUCTION, OPERATION, AND ~~INTENANCE 500. 

GENERAL CORRESPONDENCE FILE 

2G General correspondence relating to Destroy when 10 years Same Same
 
Recla~ation's general functions as they relate to al old.
 
proJects, divlsions, and units. Includes such items
 
as development of overall programs of design, opera-
tion and malntena~ce plans, the development and
 
adQinistration of proJects, divlsions, and units in
 
their entire concepts.
 

2G PrOject correspo~dence file. Gerrespondence, Destroy when 10 years	 Same Same 
letter reports, and other materlal used in the pre- ola. 
paration and suhnlssion of documents seeking con-
gressional authorization for the construction of 
Reclamation proJects, divisions, units, or 
particular features or structures. 

HACHINE-READABLE RECORD 

ENGINEERIlIG APPLICATIONS - GENERAL 
I 

2A **Quantity comp~tation5 (earthwork) utilizing Retain until no longer Same Same
 
source program card files with various programs needed for reference.
 
written in both Fortran and Gebol and used for
 
computations associated with design and construction
 
planning for various project features such as dams,

canals, roadwork, and other similar activities.
 

2A **Curve selections fitting series of data points; Retain until no longer Same Sane
 
a data deck series (data pOints) fittlng curves by needed for reference.
 
elther the least squares or polynominal methods.
 

PUBLIC OPINIO~ RECORDS 

lA Correspondence and petitions for or against PERMANENT - Transfer Offer to bI ~,Same

planned or constructed Reclamation projects or J to FARe when volume NARSAe~e~l. ~~~
 
features. ~, ~ ~. C.r. warrants. (Arranged 25 years
CL ''/'1-' by project.) old. 

2H Project office.	 f ER.l*fffili'f Transfer 
to ~cgional office 
when 10-15 years
old for disposition. 

Construction authorization. Correspondence,

letter reports, legislatlve materials accumulatlng

in the preparation and submission of documents seek-
ing con~ressional authorization of construction of
 
Reclamation projects, divisions, units, or particu-
lar features or structures.
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BURCAU OF RU;LNlATlON 

HANDBOOK NO. 2 RECORDS MANAGEHENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

DISPOSITION 
AUTHORITY DESCRIPTION OF HATERIAL 

FILE 
CLASSI-
FICATION 

CODE 
PUBLIC OPINION RECORDS (Continued) 500. 

(Cont.) 

COllHISSIONER I S OFFICE REGION & E&R CENTER 
DISPOSITION FARC 
INSTRUCTION DISP. 

DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

lA a. PERHANENT - Transfer 
to FARC when volume 
warrants. (Arranged
by project.) 

Offer to 
NARSA'W~e~I"''' bloc1c5 
25 years
old. 

2A b. Regional offlce of record. Destroy in agency
when no longer
needed for 
reference. 

2G c. All other offices. Destroy in agency
when no longer
needed for reference 

Same Same 

or when 10 years
old, whichever is 
sooner. 

GEOLOGY 

2H Correspondence adminlstering or concerning
geologlcal lnvestigations of sites for features and 
structures of Reclamation projects, dlvislons, or 
unlts. Include transmlttals of geologlcal samples
for test purposes, results of each hole explorations
locations, and other slmilar matters. 

GEOLOGICAL REPORTS 

Transfer to FARC upon 
upon completlon of 
construction or 
investigation. 

Destroy Same 
15 years
after 
~e8iptr 

I'........o...h'). -rL,-,~~~.1
IhA,J»"';"61~ 

Same 

General reports including reVlew comments. 

lA a. Record copy, regional office of record. ~U
CUvt-'lut ~~! ' ,)O-~U '-1T"';:"'"

CJJ~ ) '-/_ 5" r, ~ wiv,,, c..".-u;jr.-l:~."1IIJ) 

PERMANENT - Transfer 
to FARC when volume 
warrants. 

Offer to 
NARs,i'wiierl 
25 years
old. 

21 

ID 

b. All other copies, all other offices. 

Drill logs 

a. Original logs - office of record. 

Destroy in agency when n 
longer needed for refer-
ence or untll 25 years
old, whichever is sooner 

Same 

SameTransfer to FARC when Destroy
volume warrants. 1 year

after dam 

Same 

Same 

\ 
\ 
\ 

ceases to 
exist. 
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BUREAU OF RECLAMATION 

HANDBOOK NO. 2 R~CORDS HANAGE1'lENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY 

2G 

DESCRIPTION OF MATERIAL 

GEOLOGICAL REPORTS (Continued) 

b. All other copies. 

LOCATION 
FILE PROJECT 

CLASSI- CO~illISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
FICATIONrnDTIS~pn,O~S~I~TTIO~N~~~~~~~F~A~R~C~---t~D~I~SP~O~S~I~T~I~O~N~~~~~~-F~A~R~C~---+~D~I~S~P~OS~I~T~I~O~N~ 

CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 
500. 

(Cont.) 

Destroy when 10 years
old. 

Same If not offlce of 
orig1n - offer to 
region when 10 ye~
old. 

2E Transfer from construction to operat10nal
status. Use for letters and correspondence concern-
1ng methods and procedures for transfer of MULTI 
features. 

Destroy when 5 years old Same Same 

PROGRAHS 501. 

2A 

2D 

Correspondence and statistical data generated
1n the schedu11ng and accompl1sh1ng of programs of 
construction, rehabil1tat10n, betterment, operation,
and ma1ntenance. Include material related to 
programs of advance planning activities. 

Program1ng media, including forms, data 
processed lnformatlon, and other paperwork
accompllshment, progress, changes, and slmilar 
informatlon. 

Destroy when no longer
needed for reference or 
1 year after the close 
of the program. 

Destroy when no longer
needed for reference or 
when 3 years old. 

Same 

Same 

Same 

Same 

2E Program schedules and reports, including
"summary cost and progress," "operation and mainten-
ance cost and progress," (Forms PF-2 and PF-3), and 
simllar reports. 

Destroy flnal report for 
fiscal year when 5 years
old. Destroy other issue 
when flnal report for 
f1scal year 1S 
received. 

Same Same 

2A Program
disks, etc. 

media, including punch cards, tapes, Destroy when no longer
needed for reference 
or reuse. 

Same Same 

PROJECT COST ESTIMATES 502. 

2D Correspondence regarding the pred1ct10n;
analysls of cost trends; adjustments of costs of 
construction operation, and malntenance of 
Reclamat10n proJects; or working est1mates. Include 
estimating gUldes publlcat10ns, cost indexes, cost 
trends, and other Sim1lar matter. 

Destroy when 3 years old Same Same 

2A a. 

Cost estimates, DC-lor equ1valent. 

Record copy in the regional office of record. Destroy when 
construction 
issued. 

final 
report is 

Same Same 
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BlJRFAlJ OF RI"CLNtATlON 

HANDBOOK NO. 2 RECORDS NAN!\GEMENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY DESCRIPTION OF HATERIAL 

PROJECT COST ESTIMATES (ContInued) 

2C b. All other copies. 

2G Control schedules, estimates of appropriations,
and other data. 

MACHINE-READABLE RECORD 

2A **Prolect cost estImatIng; labor rates prevalent
in the constructIon trades to be considered In 
estImating project construction, operation and 
maIntenance costs to be incorporated into current 
DC-l Project Cost Estimates. 

DRAWINGS, MAPS, AND DESIGN DATA 

2A OrIgInal draWIngs, maps, designs, and sketches 
from whi ch an acceptahle f i Im (aperture card, slide,
color print, or negatlve) IS available. 

lA 

2A **Englneerln~ draWIngs mIcrofIlm system; data 
creates a master Index to drawlngs and designs
at all Bureau Installatl0ns upon entry lnto the 
mIcrofilm (aperture card) system. All offiCIal 
drawlngs (lncludlng manufacturer, other agency, and 
slmllar reference types) are lncluded in the system.
Output conslsts of two lndexes: (1) a numerical 
index Identifying project, statIon, drawlng
sequence, and very brief descrIption; and 
(2) alphabetlcal subject index by proJect. 

lA 

2A DraWIngs and maps which have been filmed 
acceptably, but must be retained pending preparation
of "as built" or other final version. 

LOCATION 
FIU PROJECT 

CLASSI- COMMISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 

CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 
502.
 

(Cont.)
 

Destroy when 2 years old. Same Same 

Destroy when 10 years Same Same 
old. 

Destroy when no longer Same Same•needed for reference. 

503. 

Destroy when no longer Same Same 
needed for reference or 
updating purposes. 

PERHANENT - Offer to NAR Same Same 
WIth related lndexes whel 
no longer needed or 
25 years old. 

Destroy when no longer Same Same 
needed for reference. 

PE~·tANENT - Offer to NAR Same Same 
wah related Index when 
no longer needed or 
25 years old, whIchever 
is sooner. 

Destroy when no longer Same Same 
needed for reference. 
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BUREAU OF RECLAHATION 

HANDBOOK NO. 2 RECORDS MANAGEMENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY 

DRAWINGS, 

DESCRIPTION OF 

MAPS, AND DESIGN 

MATERIAL 

DATA (Continued) 

FILE 
CLASSI-
FICATION 

CODE 

503. 
(Cont.) 

COMMISSIONER'S 
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& E&R CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

2A Sketches and other 
drawings and maps. 

prellmlnary versions of Destroy when no longer
needed for administratlvE 
purposes. 

Same Same 

lA 

Artists conception and other origlnal artwork. 

PERHANENT - Offer to NAR~ 
with related lndex when 
no longer needed for 
reference or 25 years
old, whichever is 
sooner. 

Same Same 

2A b. All other copies. Destroy when no longer
needed for admlnistra-
tive pu rposes. 

Same Same 

2A Lists, lncluding bar cutting lists, cable and 
cable allocatlon lists, bills of materials, and 
other slmllar data. 

Destroy when no longer
needed for reference,
obsolete, termlnated, or 
fllmed. 

Same Same 

2A Schedules, constructlon programing,
materials utllization. (503-9) 

and Destroy when no longer
needed for reference or 
settlement of related 
contract. 

Same Same 

2A Schematic. Diagramlc drawings of electrical,
wiring, switching, and other installations. 

Destroy when no longer
needed for reference,
obsolete, termlnated, or 
fllmed. 

Same Same 

2A Deslgn standards or typlcal design drawings. Destroy when no longer
needed for reference,
obsolete, terminated, or 
fllmed. 

Same Same 

2A Illustrations, charts, graphs, statistical 
arrangements, and slmllar drawlngs used in reports
and publicatlons. 

Destroy when no longer
needed for reference,
obsolete, terminated, or 
fllmed. 

Same Same 

2A Marked prints of drawings. Destroy when no longer
needed for reference,
obsolete, terminated, or 
filmed. 

Same Same 
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BURJ:AU OF REr.LAl'IATlON 

HANDBOOK NO 2 REr.ORDS tlANAGEMENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
~UTHORITY 

DRAWINGS, 
DESCRIPTION OF MATERIAL 

MAPS, AND DESIGN DATA (Continued) 

FILE 
CLASSI-
FICATION 

CODE 
503. 

(Cont.) 

CO'IHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

RF.GION & 
DISPOSITION 
INSTRUCTION 

E&R CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

2A Manufacturer's drawlngs. Destroy when no longer
needed for reference,
obsolete, terminated, or 
filmed. 

Same Same 

2A Other agency
office of orlgin, 

drawings, origlnals should be 
this pertains to other copies. 

Destroy when no longer
needed for reference,
obsolete, terminated, or 
filmed. 

Same Same 

2A Location maps. Destroy when no longer
needed for reference,
obsolete, terminated, or 
filmed. 

Same Same 

2E Floor plnns,
prelimlnary plans
relocations, etc. 

office arrangements, wall 
for railroads or highway 

hangings Destroy
old. 

when 5 years Same Same 

2A Other agency
material prepared
includlng forelgn
authority. 

drawlngs, maps, or slmilar 
during research of other agencies,
governments, not of Reclamation 

Destroy when no longer
needed for reference. 
Transfer to the agency
concerned upon comp l.et i or 
of the work. 

Same Same 

Deslgn data records and preconstructlon
activltles (arranged by prolects). 

ID a. Authorized projects.
maps related to abandoned 
Item 503-13a) 

Design data, drawings, and 
proJects. (NCI-115-79-1, 

Break files every
2 years. Transfer to 
FARC after completion
of constructlon. 
Review files ln FARC 
every 10 years. 

Destroy
I year
after dam 
ceases to 
exist. 

Same Same 

2B b. Abandoned proj ects. 
maps related to abandoned 
Item 503-13b) 

De s i gn data, dr awmgs , and 
projects. (NCl-lI5-79-1, 

Destroy in agency 1 year 
after official notifi-
cation of abandonment. 

Same Same 

2E c. Postponed projects. Deslgn data, drawlngs, and 
maps related to postponed proJects. (NCI-115-79-1,
Item 503-I3c) Upon activatlon of lnvestigatlon,
wlthdraw all flIes from FARC. If reactivated proJec
becomes an authorlzed project, dlspose of flIes 
according to disposition schedule for authorized 
projects above. If reactivated proJects become 
abandoned, dispose of files accordlng to dlSposltlon
schedule for abandoned projects above. If 
reactivated project is again postponed, dlspose of 
files according to disposition lnstructions for 
postponed projects. 

Break flIes every
2 years. Transfer to 
FARC 5 years after 
offlclal notlflcation 
of postponement. 

Revlew 
files 
every
10 years. 

Same Same 



BUREAU OF ReCLAl-lATlON 

ANDBOOK NO. 2 RECORDS NANAGE~lENT RETENTION AND DISPOSITION SCHEDULES 
LOCATIOI-l 

FILE PROJECT 
CLASSI- COHIHSSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 

ISPOSITION FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 
UTHORITY DESCRIPTION OF HATE RIAL CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

SOURCES OF CONSTRUCTION RECORDS 504. 

1D Correspondence generated during the investiga-
tion of borrow areas and other sources of material 
required for construction purposes. Includes report
of investigations on earth, sand, rock, lumber, etc. 

Transfer to FARC 
volume warrants. 

when Destroy
1 year
after dam 
ceases to 
exist. 

Same Same 

MACHINE-READABLE RECORD 

BORROW AREA INVESTIGATIONS & REPORTING 

2F 

2F 

**FIeld data, investigation of borrow pit areas, 
type and qualIty of material. Data from field books 
maps, geology reports, and desIgn requirements.
Updated as required. 

**Overhaul quantIty and distance calculatlons for 
cost estImating purposes and for design purposes.
Data is taken from survey data and design
requirements. 

INSPECTIONS OF STRUCTURES OR FEATURES 506. 

Destroy 6 years after 
completIon of related 
earthwork contract. 

Destroy 6 years after 
completion of related 
earthwork. 

Same 

Same 

Same 

Same 

2D 

2E 

Correspondence generated In the accomplIshment
of perIodIc examinations of features and structures 
for efficiency of operation, damages, and for 
rehabIlitation and betterment purposes. Includes 
correspondence regarding the methods for performing
inspections. 

InspectIon reports not relating to a specific
feature or structure. 

Destroy
old. 

Destroy
old. 

when 

when 

3 years 

5 years 

Same 

Same 

Same 

Same 

2A a. 

Review 

Regional 

of maintenance reports. 

office of record. Destroy 1 year 
beyond life of 
structure. 

Same 

2G 

2A 

b. 

c. 

E&R 

All 

Center. 

other offices. Destroy when no longer
needed for reference,
superseded, or obsolete. 
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IlURrlll: Of 1<1('INI" rlON 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION OF MATERIAL 
INSPECTIONS OF STRUCTURES OR FEATURES 

~~\CHINE-READABLE RECORD 

(Continued) 

FILE 
CLASSI-
FICATION 

CODE 
506. 

(Cont.) 

RECORDS MANAGEMENT 

COHHISSIONER'S 
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION ~CHEDULES 

PROJECT 
s FI ELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

2A **Structure reVIew ma1ntenance program; Bureau-
wide data base for use 1n admlnlster1ng operation,
maintenance, rehabilLtat10n, and betterment programs
(1nspect10ns of structures and 1rrlgation works).
All structures (major and m1nor) are Included;
IdentIfication is by reglon, proJect, responsible
d1vision or unit, Inspected status of the structure,
and actlon required or taken. Data contains informa 
tion from 1902 to the present. 

Destroy when no longer
needed for reference. 

Same Same 

RELOCATION RECORDS 507. 

2F Correspondence concerning the relocation 
of natural or manmade features or structures to 
accomplish the constructIon and operatIon of a 
Reclamation project. For specific relocation case 
flIes, use appropriate file classificatIon code. 

Destroy when 6 years old Same Same 

DAM RECORDS 510. 

General correspondence relating to dams and 
their appurtenant works, such as spillways, outlet 
works, dIverSion tunnels, and dams belng planned 
for construction or under construction. 

ID a. Regional office of record. Transfer to FARe 
volume warrants. 

when Retaln 
1 year
after dam 
ceases to 
exist. 

2G b. All other offices. Destroy when 10 years ole • Same Same 

MACHINE-READABLE RECORD 

2A **Dams, deSIgn, and constructIon conSIderations. 
Data-processed programs related to analysis or deter 
mination of structural strength in the deslgn of 
dams; determination of dam coordinates, block layout
patterns, and volume computatIons; to analyze stress 
for deslgn purposes, and record behavior of 
structures under stress and load conditions. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 
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BUREAU OF RECLAMATION 

HANDBOOK NO. 2 RECORDS NANAGEMENT 

DISPOSITION 
AUTHORITY 

DAM RECORDS 

REPORTS 

DESCRIPTION 
(Continued) 

OF MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 
510. 

(Cont.) 

COHNISSIONER'S 
DISPOSITION 
INSTRUCTION 

2D 

lA 

Correspondence, technical and other data 
collected or requ1red to prepare reports associated 
with the design and construction of dams and their 
appurtenant works. 

InterIm reports on darns, such as safety of dams 
reports, feas1b111ty reports, foundation reports,
installation and behav10r reports, archeolog1cal
investigations, etc. 

Destroy 3 years after 
issuance of related 
reports. 

2G b. All other offices. Destroy
old. 

when 10 years 

21 

Cost comparisons, material involving
construct10n cost at var10US sites, compared
of one structure versus another, etc. 

a. Office of record. 

to cost 

Destroy
old. 

when 25 years 

2G b. All other off1ces. Destroy
old. 

when 10 years 

IA a. 

F1nal construct10n reports. 

PERHANENT - Transfer 
to FARC when volume 
warrants. 

2A b. All other off1ces. Destroy when no longer
needed for reference. 

F1nal 
soil-cement 

reports of 
sect10ns. 

installat10ns and behavior of 

ID a. Office of record. Transfer to FARe 
volume warrants. 

when 

OFFICE 

LOCATION 

FARC 
DISP. 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

Same Same 

PERNANENT - Transfer 
to FARC when volume 
warrants. 

Same 

Offer to . I 
NARS~'tffe~ 0/6ds:.s 

25 years
old. 

Same 

Same Same 

Same Same 

Offe~ (;~r'),\1><-1.4NARS~ when 
25 years
old. 

Same 

Same 

Same 

Same 

Destroy
1 year
after dam 
ceases to 
exist. 

Same Same 
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BUREAU OF RI'CLAMATlON 

P.ANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION OF MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 

RECORDS MANAGEMENT 

COMlHSSIONER'S 
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARC 
DISP. 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

2A 

DAM 

b. 

DECORDS (Continued) 

All other offices. 

510. 
(Cont.) 

Destroy when no longer
needed for reference. 

Same Same 

lA a. 

Technlcal records of deslgn and constructlon. 

Record copy - office of origin. ~A~~

J'M.v~ /1;~~. ./:NI/ ~1r:r: Same Same 

2A 

2A 

b. All other coples. 

Operating instructions. 

MACHINE-READABLE RECORD 

Destroy when 1 year old. 

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

Same 

Same 

Same 

Same 

2A 

2A 

**Arch Dams Stress AnalysIs System 

a. Master program and subroutlne tape; system backu 
of 41,000 source card lmages converted to tape.
Arrangement or sort begins with maln overlay. Data 
15 updated monthly. 

b. Dynamlc program tape; a blnary program WhlCh 
because of infrequency of use has been removed from 
the system and saved on tape. Arrangement or sort 
beglns with the maln overlay. Data is updated
annually. 

BEHAVIOR INSTALLATIONS AND OBSERVATION RECORDS 

Destroy when no longer
needed for reference 
or reuse. 

Destroy when no longer
needed for reference 
or reuse. 

Same 

Same 

Same 

Same 

ID 

Correspondence and other materlal related to th 
lnstallatl0n of meters and other instruments at dams 
to measure earth movement, seepage, stress, pressure
and other forces affectlng the structure and its 
appurtenant works. Includes behavior installation 
and observation reports. 

a. Office of record. Transfer to FARe 
volume warrants. 

when Destroy
1 year
after dam 
ceases to 
exist. 

Same Same 

2A b. All other offices. Destroy when no longer
needed for reference. 

Same Same 
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BURl·.AUOF RECLA'lATTON 

HANDBOOK NO. 2 RECORDS HANAGEHENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

CLASSI-
FICATION 

CODE 

COMHISSIONER'S 
DISPOSITION 
INSTRUCTION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& E&R CENTER 
FARC 
DISP. 

& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

BEHAVIOR INSTALLATIONS AND OBSERVATION RECORDS 510. 
(Continued) (Cont.) 

2A Observations,
those previous to 

perIodic or interIm 
a final report. 

reports on Destroy when no longer
needed for reference or 
summarized Into final 

Same Same 

report. 

MACHINE-READABLE RECORD 

2A **Behavior observatlons; structural behavlor of 
dams under stress or load conditlons as recorded by
meters and other instruments Installed within the 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 

structures. 

2A **Creep history; data reduction of Increments of 
straIn [rom loadIng as recorded from Carlson strain 
meter data. The history is In a numerical arrange-
ment by group and strain recorded currently and 
prior readings. Data is reduced every 2 years 
with an update every 4 years. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 

2A **Heter data; readIngs from meters and instrumE'nt! 
measurIng stress, straln, Joint openIngs, and other 
structural behavlor. Data lS arranged by name of 
structure, type of meter or instrument reading,
group number, date of reading, and the readIng. Date 
is reduced every 2 years and updated every 4 years. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 

2A **Constructlon coordlnate; Block layout and VolumE 
Program. A lIst of programs and subroutines which 
descrIbe the controillng geometry of dam structures,
the volume of blocks by 11ft, and the survey control 
pOlnts for contractor use In placement of concrete. 
The data serves as a system backup for source-card 
lmages which are not maintalned. Arrangement or 
sort begIns with main program. Updating is 
annually. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 

2A **Centerllne proflles; systems program which 
computes centerline profile for use in flat section 
earthwork program. Input from feasibility reports
and topography. UpdatIng IS perlodlc. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 

2A **Dams, earthwork estImates; earthwork quantitIes
computation by volume and type for estimatIng
purposes; using data from topographlc maps, geology
reports, survey data. Use in advance plannlng and 
design studles. Updating is variable. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 
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BUREAU OF RCCLN111TlON 

HANDBOOK NO 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION 
BEHAVIOR I~STALLATIONS 
(Contl.nued) 

OF 
AND 

NATE RIAL 
OBSERVATION RECORDS 

FILF 
CLASSI-
FICATION 

CODE 
510. 

(Cont.) 

RECORDS }lANAGEMENT 

CONNISSIONER'S 
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

RETENTION 

& E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

2A **D3ms, slte selection reconnaIssance; calculatior 
of volume and reconna1ssance costs for earth dams 
utilizlng crest elpvation and profile data as input.
Program results are used in comparing damsites. 
Updat1ng 1S per10dic. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 

**Structural analysis programs 

2A a. Data for fin1te element models to execute 
dynamic analyses without having to start from the 
very beginn1ng and containing data to restart 
analyses. Sort is variable depend1ng on how the 
deck 1S to be read. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 

2A b. Systems backup programs and subroutines 
(Vers10n 4). Tape replac1ng source card images and 
sort beginning w1th main overlay. Updated annually. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 

2A **Dams, terra1n data; survey data from area of 
proposed damsl.tes for use in des1gn stud1es, layout
of the dam, and for compar1son of damsites. Data 
der1ved from survey notes, topographlc maps, geo-
loglcal 1nvest1gations data, and other simIlar 
materl.al. Updating is periodic. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 

2A **Dams, mode and element data; data requ1red to 
descr1be the f1n1te element mode for dams. Analyses
by 1ndl.vidual dams avoid necesslty to redescribe 
the entl.re f1nite element model 1n future analyses.
Arrangement or sort 1S dependent on program reading
the data. The data is of cont1nulng nature. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 

SAFETY OF DANS RECORDS 

2G Standard Operating Procedures. Correspondence
in the preparation, d1str1butl.on, and updatIng of 
standard operating procedures for dams associated 
with Reclamation, the Corps of Engineers, or other 
agencies 

Destroy in 10 years. Same Same 

2A Directorl.es of operating officials. Destroy when no longer
needed for reference,
superseded, or obsolete. 

Same Same 

2A Standard Operating Instructl.ons.	 Destroy when no longer Same Same 
needed for reference,
superseded, or obsolete. 
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BUREAU OF RFCLN-IATION 

HANDBOOK NO. 2 RECORDS MANAGEHENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY 

RESERVOIR 
DESCRIPTION OF HATERIAL 

MANAGEHENT RECORDS 

FILE 
CLASSI-
FICATION 

CODE 

511. 

COHHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& E&R CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

Correspondence regarding the management of 
space ~n reservoirs. Subjects include storage space
for flood control, transporting nonpro]ect water for 
mun~cipal or industrial use, maintaining recreationa 
water, and backwater and tailwater studies. 

ID 

2A 

a. Office of record. 

b. All other offices. 

MACHINE-READABLE RECORD 

Transfer to FARC when 
volume warrants. 

Destroy when 10 years 
old. 

Destroy
1 year
after dam 
ceases to 
exrs t , 

Same 

Same 

Same 

'(~~to region
when 10 years old. 

2A **ReservoIr management; data processed programs
recordIng the storage and release of water for 
~rrIgatIon and other purposes at Bureau of 
Reclamation reserVOIrs together WIth records of 
stream and return flows, elevat~on of reservoir,
prec~p~tation, temperature, demand and delivery
statistics, and other similar information as 
requ~red of the individual programs. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 

DAILY ACCUHULATIONS OF DATA 

2A **Reservoir elevatIons 
for use in preparatIon of 

and capacIties
area-capacity 

information 
tables. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 

2A **Water log InformatIon from all locations 
reportIng data and which IS later Incorporated
the daily historIcal fIle. 

into 
Destroy when no longer
needed for reference or 
reuse. 

Same Same 

2A **Hlstor~cal water record of daily statistics 
USIng the mult~-data base and used to compare old 
and new data for forecasting purposes and 
preparatIon of the elevatIon-storage graph for the 
year shOWIng m~nImum and max~mum data. Updated
annually. 

Destroy when no longer
needed for reference. 

Same Same 

2A 
of 

**Weekly accumulations 
data being reta~ned. 

of data 
Updating 

with only 1 year 
~s weekly. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 
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llURf.AUOF RFCLAHATION 

HANDBOOK NO. 2 RECORDS ~IANAGr.i1ENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY 

DAILY 

DESCRIPTION 

ACCUHULATIONS OF 

OF HATERIAL 

DATA (Continued) 

FILE 
CLASSI-
FICATION 

CODE 

511. 
(Cont.) 

COHHISSIONER'S 
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARC 
DISP. 

REGION & 
DISPOSITION 
INSTRUCTION 

E&R CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

HACHINE-READABLE RECORD (Connnued) 

**HLstorLcal operations data collecting and 
report1ng on a monthly baSIS (sometimes called a 
l~ater Supply Haster F'i.Le) and recording such informa 
tLon as reserVOLr storage for the current and preced
Lng year, changes Ln storage, Ilst1ng water releases 
to 1rrigat1on, to munic1pal and Industrial use, for 
flood control purposes, and other similar inform-
tion: 

2A a. Historical data by proJect number,
numher, data, and other information as 
data coding form and updated monthly. 

reservoir 
furnished by 

Destroy when no longer
needed for reference 
or reuse. 

Same Same 

2A b. Historical 
yearly. 

data in random access hIe updated Destroy when no longer
needed for reference 
or reuse. 

Same Same 

2A **Annual reserV01r operations data for 1ndlvidual 
reservoirs storage credLt computation with water 
measurements and operation statistiCS determining
1ndiv1dual water organ1zation storage credits in the 
reserV01r. Data is used to prepare annual operationE
summary for the reservoir and to verify that 
operation. Updated monthly. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 

2A **Small reserv01r siZing computat1ons; data check 
and f1eld reconna1ssance estl~ates determ1n1ng d1men 
sion and cost of small asphalt-I1ned reserV01rs. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 

2A **Flows and d1vers1ons data; streamflows, flows,
and diversions at dams 1n 24-hour averages and 
var1ances of flows from the master schedule. Data 
1S used 1n prepar1ng analyses tables and can be 
retr1eved by table 1dent1f1cation or by month, day,
or flow quantity. Data 1S updated at 3- to 6-month 
intervals and dupl1cated 1n the transfer of the data 
to the tables. 

Destroy when no longer
needed for reference or 
reuse. 

Same Same 

**Irrigat1on effic1ency stud1es; water deliveries 
irrigation or dra1nage districts by date, turnout 
numbers, contract identification, hours or irriga-
tion, ft3/s, acre-feet, and other Information: 
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BURr.AU OF REr.LN1ATlON 

HANDBOOK NO. 2 RECORDS HANAGENENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY 

DAILY 

DESCRIPTION 

ACCilllULATIONS OF 

OF MATERIAL 

DATA (Contlnued) 

FILE 
CLASSI-
FICATION 

CODE 

511. 
(Cont.) 

COHHISSIONER'S 
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& E&R CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

HACHINE-READABLE RECORD (Con t i.nued) 

2A a. Irrigation records co~puted
a technlcal fleld commlttee in 
in thelr fiscal year report. 

annually
evaluating 

and used by
efficiency 

Destroy when no longer
needed for reference 
or reuse. 

Same Same 

2A b. Crop production and other slmilar information 
for water budget analyses by a technical fleld 
commlttee evaluating lrrigation efficlency ln thelr 
fiscal year report. 

Destroy when no longer
needed for reference 
or reuse. 

Same Same 

RESERVOIR OPERATIONS RECORDS 

2A Correspondence, form, logs, graphs, and other 
materlal recording reserVOlr operations on a regular
basls. Include recordings of lnflows, releases,
elevations, and predlctl0ns of water operations for 
comlng seasons. This data lS later summarized into 
proJect histories and annual operating plans. 

Destroy when no longer
needed for reference or 
when sumtlarlzed into 
annual proJect history 
or annual operating
plans. 

Same Same 

ANNUAL OPERATING PLANS 512. 

Flnal reports. 

lA a. Record copy,
UI.<-l<-1 

region~l office
rr--r-f) ~ 

io.t/~. 

of record. , d 

~ . 
PE~~NENT - Transfer 
to FARC when volume 
warrants. 

Offer fO j .
NARSAt,M~b oct>5 

25 years
old. 

2G b. Record copy, operating office affected. Destroy
old. 

when 10 years Same ~~ e£-f-e-r- to region
when 10 years
old. 

2D c. All other copies. Destroy in 3 years. Same Same 

IB 

2G 

Inflow deslgn studles 
correspondence. 

a. Record copy, regl0nal 

b. All other copies. 

and related 

office of record. 

Destroy
old. 

when 10 years 

I~~ Des troyt\-w!rerr
feature or structure 
lS no longer under 
Bureau jurisdlction. 

Same 

---' 
~..lA-. 
,G#e-r 
when 
old. 

to region
10 years 
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BURI~AU OF RI.CLN-IAnON 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

ANNUAL 

DESCRIPTION 

OPERATING PLANS 

OF HATERIAL 

(Continued) 

FILE 
CLASSI-
FICATION 

CODE 

512. 
(Cont.) 

RECORDS HANAGHIENT 

COH~lISSIONER' S OFFICE 

LOCATION 

DISPOSITION FARC 
INSTRUCTION DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

HACHINE-READABLE RECORD 

2A *kAnnual operating process1ng plans dota. Water 
operat1ons for one irrigat10n season summar1zed and 
projected operat1ons for the forthcom1ng season 
pred1cted. Thirty-year averaged inflows and end of 
irrigation season (September) storages are used as a 
base along with other statist1cs der1ved from the 
programs described in item 511 ~ al. Data is 
updated annually. 

Destroy
needed 
reuse. 

when no longer
for reference or 

Same Same 

CANAL, LATERAL, AND TUNNEL SYSTEHS 520. 

2G Correspondence concerning canals, laterals,
tunnels, or other water carrying or distribution 
systems and rlevices or structures installed to 
measure and control the flow of water through
such systems. 

Destroy
old. 

when 10 years Same Same 

2D Reports. Correspondence generated 1n the 
preparation, printing, and distribution of reports,
including foundation investigations, working
instructions, feasibility designs, and estimates 
concerning canals and tunnel systems. 

Destroy 3 years after 
completion of related 
construction. 

Same Same 

1A a. 

Final reports, construction, 

Record copy, regional office 

J-l4ri '-1,/...(01./ z :/ 1L' 

or feature. 

of record. 

C~ ~ ~ 

J PEru1ANENT - Transfer 
to FARC when volume 
warrants. 

Offer.to I 
NARSX\'~~h' od<p 
25 years
old. 

2A b. All other copies. Destroy
needed 

when no longer
for reference. 

Same Same 

2A Designers' operat1ng criteria. Destroy when no longer
needed for reference,
superseded, or obsolete. 

Same Same 

TECHNICAL OBSERVATIONS 

2E Correspondence collecting, sumnarizing, or 
transmitting observations of erosion, sedimentation,
losses of water, and other factors affecting the 
efficiency of operation and water distribution 
systems. 

Destroy
old. 

when 5 years Same Same 
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BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

TECHNICAL 

DESCRIPTION 

OBSERVATIONS 

OF HATE RIAL 

(Continued) 

RECORDS }lANAGEI'lENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 
CLASSI - CmnlISSIONER rS OFFICE REGION & E&R CENTER & FIELD OFFICE 
FICATION~D~I~SPn.O"S~I~T~I~O~N~~~~~~~F~A~R~C~---+~D~I~S~PO~S~I~T~I~ON~r~~~~~~~F~A~R~C~---+~D~I~S~PO~S~I~T~

CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 
520. 

(Cont.) 

2A 

2G 

Interim or period~c 

Final reports. 

reports of observations. Destroy when no longer
needed or on rece~pt of 
final report. 

Destroy when 10 years
old. 

Same 

Same 

Same 

Same 

I~O~N~ 

EARTHlWRK COHPUTATIONS 510. 
520. 
530. 

2D 

2A 

Use for manual or data processed computations
of borrow area use, centerl~ne determinations, 
concrete or earth quantit~es, cross-sectioning,
prof~les and controls, gradeline, station 
placement, pr~sm, and other s~milar data generated
during the construction of water d~stribution 
systems. 

Data process~ng ~nput, programing forms, or 
books and storage med~a. 

Destroy 3 years after 
settlement of related 
construction contract. 

Destroy or revise when 
superseded or no longer
needed. 

Same 

Same 

Same 

Same 

~~CHI~~-READABLE RECORD 

CANAL CAPACITY STUDIES 

2A 

2E 

**Canal ~mprovement s1z~ng data such as length,
capacity, losses, and other data on canal systems
(~.e., main canal, laterals, and sublaterals).
Data 1S alphabetical by canal code and numer~cal 
by lateral numbers. The study ~s usua11y of a 
one-t~me nature and no updating ~s usually
performed. 

**Lateral ~mprovement s~z~ng data such as length,
capac~ty, losses, and other data for processing
purposes. Data is arranged by lateral ~dentificatio 
and is part of a one-time study ~nvolv~ng no 
updating. 

Destroy when no longer
needed for reference. 

Destroy 5 years after 
completion of related 
study. 
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BUREAU OF RrCLN-IATlO"l 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

CANAL 

DESCRIPTION 

CAPACITY STUDIES 

OF MATERIAL 

(Contlnued) 

FILE 
CLASSI-
FICATION 

CODE 

510. 
520. 
530. 

(Cont.) 

RECORDS MANAGEr-lENT 

COH}lISSIONER'S
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

}lACHINE-READABLE RECORD (Contlnued) 

2A **Earthwork quantlties for estlmatlng constructior 
costs and for other perllmlnary deslgn and cost 
studies; includlng such statlstlcal data as center-
line cut, cross-sectlon levels, quantitles for 
secdlng and topsoil restoration; analyses of 
construction costs; wastebank analyses; borrow areas 
and related quantltles; culvert rcqulrements and 
costs; deslgn and hydraulic data; overhaul 
quantities; bridge and road requirements and 
quantlties; drainage area data, runoff calculations; 
water hammer analysis of pipellnes; and other 
similar data. 

Destroy when related 
constructlon contract 
is eligible for dlsposal 

Same Same 

2A **Diverslon schedules - turnouts; canal system
turnout studles for purpose of detcrmlnlng water 
capaclty required for delivery or diverslon of water 
to farm unlts. All turnouts in the system are 
included and arranged numerically by an assigned
sequencing number. The data is updated annually and 
lS used in the preparatlon of construction 
specificatlons. 

Destroy when related 
construction contract 
is eliglble for disposal 

Same Same 

DRAINAGE AND HATERHAY SYSTEMS 530. 

2G Correspondence relatlng to seepage at 
project lands, features and structures, and the 
methods by whlch those condltions are alleviated 
or eliminated. 

Destroy
old. 

when 10 years Same Same 

2D Dralnage observations. 
technical data accumulated 
of seep condltlons. 

Correspondence and 
during observations 

Destroy 3 years
final report is 

after 
received 

Same Same 

Flnal summary reports. 

21 a. Record copy, regional office of record. Destroy
old. 

when 25 years 

2G b. All other copies. Destroy
old. 

when 10 years Same Same 
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BIJRrAU or RFr.l.tlJ1ATTON 

HANDBOOK NO. 2 RECORDS ~IANAGEHENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY 

DRAINAGE 
DESCRIPTION OF HATERIAL 

AND WATERHAY SYSTEHS (Continued) 

FILE 
CLASSI-
FICATION 

CODE 
530. 

(Cont.) 

COH}11SSIONER'S
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& E&R CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

MACHINE-READABLE RECORD 

**Dralnage areas. data processed applIcations;
results of surveys, topography studIes, weather data 
(daily or other perIodIc reportIng of preCIpItation)
hydrologic characteristics of the drainage areas,
and data from soil conservation manuals, the NOAA 
Atlas II, and hydraulic studIes. The InformatIon is 
on both data cards and tape, It is not updated
regularly but only as required and the data is 
used In the deSIgn and advance plannIng of drainage
systems. 

2A a. Drainage area characterIstics, hydrological. Destroy when no longer
needed for reference. 

Same Same 

2A b. Runoff computation by drainage areas of canals,
for merged areas of drainage, and as combIned with 
storm frequency data by project areas and structures 
and used In determining storm runoff quantIties. 

Destroy when no longer
needed for reference. 

Same Same 

2A c. 
to 

Incremental runoff by area and location; input
other programs Involving drainage from runoff. 

Destroy when no longer
needed for reference. 

Same Same 

2A 

2A 

2A 

d. Flood studIes; precipItatIon and frequency of 
excess or flood amounts of runoff and their effect 
on draInage areas. 

**Evapotransplratlon from drainage; program
reading dally weather and preCIpItatIon data for 
calculatIon of consumptive use of water by the 
Blaney-CrIddle method by crops durIng the WInter 
months or other periods. 

**Excavatlon quantIties and rIght-of-way
computatIon for draIn constructIon and used to 
estImate reconnaIssance costs. 

Destroy when no longer
needed for reference. 

Destroy when related 
construction contract 
is d.i sposab l.e, 

Destroy when related 
construction contract is 
disposable. 

Same 

Same 

Same 

Same 

Same 

Same 

PilllPINGPLANTS AND PUl1P IRRIGATION FEATURES 540. 

2G Correspondence generated durIng the con-
structIon of pumping plants, InstallatIon of 
eqUIpment required to admInister the operation and 
maintenance of the plant (offIce hours, ShIfts,
inspection, etc.). 

Destroy
old. 

when 10 years Same Same 
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BUREAU OF RECLAHATION 

HANDBOOK NO 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION 
PUHPING PLANTS AND PUNP 
(Continued) 

OF MATERIAL 
IRRIGATION FEATURES 

FILE 
CLASSI-
FICATION 

CODE 

540. 
(Cont. ) 

RECORDS ~lANAr.H1ENT 

CO'fMISSIONER'S 
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
s FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

MACHINE-READABLE RECORD 

**Pumplng plant cost estimating: data decks con-
taining costs information related to operation,
maintenance, and replacement of equipment at plants
and to compare operating costs among plants. 

2A a. Annual costs of pumping,
pipeline, electrical energy,
determine pipe diameters and 

plant operation, 
and other data to 
head class reqUired. 

Destroy when no longer
needed for reference. 

Same Same 

2A b. Reconnaissance costs including sWltchyards
annual operation, maintenance, and replacement
equipment. Cost comparisons between differing
plants are prepared. 

and 
of 

Destroy when no longer
needed for reference. 

Same Same 

2D 

FINAL CONSTRUCTION 

Correspondence
assemble and print 

REPORTS 

and technical data 
the final report. 

required to 

590. (or
specific
feature 
code.) 

Destroy when 3 years old. Same Same 

Reports of completion
facilities such as Granby
Pump and Powerplant, etc. 

of major pumping 
Pumping Plant, Mt. Elbert 

IA a. PERMANENT - Transfer 
to FARe when volume 
warrants. 

Offer 
to NARS ;..5 ~" I:,locks 
when 
25 years
old. 

2A b. All other copies. Destroy when no longer
needed for reference. 

Same Same 

2A Reports
facill ties. 

of completion of minor pumping Destroy when no longer
needed for reference. 

Same Same 

2A Reports of comparative costs and designs,
operating instructions, and other similar matters,
together with related correspondence. 

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

Same Same 

Reports such as pump-generating economics,
technical calculations and computations, acceptance
test records, and operating instructions. 

540. 
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BUREAU OF RECL~~ATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

FINAL 
DESCRIPTION OF MATERIAL 

CONSTRUCTION REPORTS (Cont~nued) 

RECORDS HANAGENENT 
LOCATION 

RETENTION AND DISPOSITION SCHEDULES 

FILE PROJECT 
CLASSI- COt~IISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
FICATIONrrD~I~SP,PO~S~I~TiIio~N~~~~~~~F~A~R~C~---+~D~I~S~PO~S~I~T~I;O~N~~~~~~-F~A~R~C~---+~D~I~S~PO~S~I~T~I!O~N~ 

CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 
540. 

(Cont.) 

IB a. At the plant or office of record. Destroy if feature 
is no longer under 
Bureau Jurisdict~on. 

2G 

2E 

2E 

b. All other copies. 

Operating reports including charts, logs, forms 
and other material concerning plant operation, ~ts 
equ~pment and the power avaIlable to accomplish the 
pumping. 

Hydrologic reports, includ~ng charts, logs,
guides, forms, and other media recording weather 
evaluat~ons, dIscharges, and other uses associated 
wlth pump~ng plant operatIons. 

Destroy when 10 years ol( • 

Destroy when 5 years old 

Destroy when summarized 
in related project
history or when 5 years 
old, whichever is sooner 

Same 

Same 

Same 

Same 

Same 

Same 

RIVER MANAGEMENT 550. 

2G Correspondence and other materIal regardIng
management of water releases or wIthdrawal from 
rIvers, predict~ng flows, detem~ning and correcting
causes of flow depletIons, studIes of the effects 
of regulat~ng flows, and other similar matters. 

Destroy
old. 

when 10 years Same Same 

STREAM GAGING STATIONS AND EQUIPMENT 551. 

2G Correspondence regarding the establishment or 
location of stream gaging stations and equipment and 
operatIon and ma~ntenance of the station and 
measurIng devices. 

Destroy
old. 

when 10 years Same Same 

}~CHINE-READABLE RECORD 

HATER MANAGEMENT STUDIES BY COMPUTER 

2A 

2A 

**Alternative water management concepts by
Indiv~dual rIvers or rIver systems for advance 
plann~ng purposes and conduct~ng water surface 
profiles from remote sens~ng and topographical data. 
Data is on tape and updat~ng IS var~able. 

Cooperative measurement of streamflows. 
Use for cooperative agreements and related corre-
spondence concerning part~cipation in multI-agency 
programs for streamflow measurement and other 
related purposes. 

Destroy when no longer
needed for reference or 
reuse. 

Destroy when no longer
needed for reference or 
1 year after the termi-
nat~on of the agreement 

Same 

Same Same 

Same 
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BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2A 

2 

DESCRIPTION OF MATERIAL 

\.JATERMANAGEMENT STUDIES BY COMPUTER (Continued) 

MACHINE-READABLE RECORD (Continued) 

**Forecasting water supplies, data base and 
process1ng programs used 1n forecast1ng water 
suppl1es by spec1fic control p01nts. Basic data 
is from USGS water supply records which 1S updated
monthly and arranged ln chronological order. 

GENERAL REPORTS 

FILE 
CLASSI-
FICATION 

CODE 
551. 

(Cont.) 

552. 

RECORDS MANAGE-lENT 
LOCATION 

Cm}1!SSIONER'S OFFICE 
DISPOSITION FARC 
INSTRUCTION DISP. 

Destroy when no longer
needed for reference. 

REGION 
DISPOSITION 
INSTRUCTION 

Same 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

Same 

2D Correspondence and other material accumu-
lated in the preparat10n of stream measur1ng
statist1cs, water supply outlooks, and similar 
matters. 

Destroy
ol.d 

when 3 years Same Same 

~~CHINE-READABLE RECORD 

2A **Operat1ons stud1es; streamflows by year, month,
week, and in a-day per10ds for use in advance 
plann1ng studies by projects. Operations can be 
computed by varylng periods of time (dally, weekly, 
monthly, yearly, etc.). Data is on card and 
duplicates 1nformat1on 1n USGS water supply reports. 

USBR \.JATER SUPPLY REPORT 

Destroy when no longer
needed for reference. 

Same Same 

lA 

Use for the annual water supply
summarizing the irrigation year. 

a. Record copy at the E&R Center. 

I-;l"/~, ~, cJd.~ 

report, 

PERMANENT - Transfer 
to FARC when volume 
warrants. 

~ocY$ 
1(J.f

Offer \~5' 
to NARS",
when 
25 years
old. 

2E h. All other offices. Destroy
old. 

when 5 years Same Same 

2A c. All other issues. Destroy upon receipt
of October 31 issue. 

Same Same 
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HANDBOOK	 NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

USBR WATER SUPPLY REPORT (Continued) 

MACHINE-READABLE RECORD (Contlnued) 

**Runoff	 records. 

2A	 a. Runoff records: Hlstorlc records from USGS 
records on var10US streams and used to compare
varlOUS plans of water development and effects of 
development 1n the area or r1ver basin being
s tud i ed , Data is 10 chrono log i cal order by river 
location and is updated annually. 

2A	 b. Runoff computed by correlation methods 1n 
unformatted order and used in all planning stud1es. 

2A Water supply reports, other than Bureau of 
Reclamat1on. 

2E Recorded data, including forms, charts, graphs,
and other records of stream measurement, daily gage
and r1ver he1ght, dlscharges, and the1r hydraul1c
characteristls rating curves, tables, etc. 

**Streamflows from USGS gages 1n selected rivers 
and creeks 1n areas be1ng stud1ed for water resource 
development feasibil1t1es and advance planning.
Data 1S chronolog1cal by gaging station numbers and 
then contalning readings; 1t is available in two 
forms: 

2A	 a. Master Data Cards. 

2A	 b. Subsets of the Master File. 

INCIDENTAL PHYSICAL FEATURES 

2A Correspondence concernlng structures or 
facil1t1es at Reclamat10n works that serve purposes
other than storage and water d1stribution purposes.
Includes items such as relocat10n of transportation
systems at or near the Bureau; the provis10n of 
water supplies for use 1n domest1c, industrlal, or 
san1tat10n systems; stud1es of floods, construction 
of V1s1tors fac1lities; reconstruction of river-
banks; and other sim11ar matters. 

BUREAU OF RECLAMATION 

RECORDS ~lANAGEMENT 

FILE 
CLASSI-
FICATION 

CODE 

COHMISSIONER'S 
DISPOSITION 
INSTRUCTION 

552. 
(Cont.) 

OFFICE 

LOCATION 

FARC 
DISP. 

REGION & 
DISPOSITION 
INSTRUCTION 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

Destroy when no longer
needed for reference. 

Same Same 

551. 

Destroy when no longer
needed for reference. 

Destroy when no longer
needed for reference. 

Destroy when 5 years 
old. 

Same 

Same 

Same 

Same 

Same 

Same 

560. 

Destroy when no longer
needed for reference. 

Destroy upon complet10n
of study. 

Destroy when no longer
needed for reference. 

Same 

Same 

Same 

Same 

Same 

Same 
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DISPOSITION 
AUTHORITY 

INCIDENTAL 

DESCRIPTION OF HATE RIAL 

PHYSICAL FEATURES (Continued) 

FILF 
CLASSI-
FICATION 

CODE 

560. 
(Cont.) 

LOCATION 

COH:-lISSIONER'S OFFICE 
DISPOSITION FARC 
INSTRUCTION DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& E&R CENTER 
FARC 
DISP. 

PROJECT 
s FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FINAL CONSTRUCTION REPORTS 

2D Correspondence and 
assemble final reports. 

technIcal data used to Destroy
old. 

when 3 years Same Same 

Final reports of construction. 

2A 

2G 

a. Record copy - regIonal office of record. 

b. All other copies regardIng major structures 
or features and includIng all copies of reports
regardIng mInor features or structures. 

Destroy
old. 

when 10 years 

Destroy in agency
when no longer
needed for reference. 

I~.~ ....... 
oif~to 
region when 
10 years old 

AGREEMENTS 

2A Agree~ents InvolvIng water storage and transpor
systems and cooperative management through Reclama-
tIon faCIlItIes. 

Destroy when no longer
needed for reference. 

Same Same 

2B Providlng for 
through ReclamatIon 

water storage
facllltles. 

and transport Destroy 1 year 
termination of 

after 
agreement 

Same Same 

2D CooperatIve agreements and 
management of WIldlife resources 
faCIlItIes. 

provIdIng for 
on Reclamation 

Destroy when no longer
needed for reference or 
3 years after terminatIo 
of agreement. 

Same Same 

2C 
on 

ProvIdIng
ReclamatIon 

food serVIces 
land. 

at visitor facilities D~stroy when no longer
needed for reference or 
2 years after terminatio 
of agreement. 

Same Same 

FLOOD CONTROL 564. 

2A Correspondence and materIal relating
general subject of flood control, methods,
and procedures providIng control measures 
cooperation with other agencIes. 

to the 
policies,

in 

Destroy when no longer
needed for reference. 

Same Same 

[For damage claims arising from flooding, use 
retentIon established for fIle classification 
code 137. 

For damages affectIng
retention established 
code 300. 

contractor work, use 
for file classifIcation 
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DISPOSITION 
AUTHORITY 

FLOOD 
DESCRIPTION OF MATERIAL 

CONTROL (ContInued) 

FILE 
CLASSI-
FICATION 

CODE 

564. 
(Cont.) 

CONMISSIONER'S 
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

[, E&R CENTER 
FARC 
DISP. 

PROJECT 
[, FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

Emergency repair work contracts, use retention 
established for f1le claSSIfIcation code 172. 

2A 

Flood control projects of other agenc1es, use 
retentIon establIshed for file classIf1cation 
code 125.] 

Flood reports created by the Bureau or other 
agencies. 

Destroy when no longer
needed for reference. 

Same Same 

WATER SUPPLY 563. 

2G Dompstic and industrial 
1nvestIgations reports, and 

HACHINE-READABLE RECORD 

water supply
related correspondence. 

Destroy
old. 

when 10 years Same Same 

**HunIcIpal and IndustrIal water suppl1es; data 
conSIsts of all eqUIpment and other expenses
involved in furnishIng water for municipal and 
industrial uses which 1S used in reconnaissance 
cost estimates for such activit1es as: 

2A 

2A 

a. DesaltIng plant and fac1lities in accordance 
w1th the Bureau of ReclamatlOn's "Desalting Handbook 
for Planners." Data is updated as reqUIred. 

b. Aqueduct systems including pumpIng plants,
pipelines, and other features with data updated as 
required. 

Destroy when no longer
needed for reference or 
reuse. 

Destory when no longer
needed for reference or 
reuse. 

Same 

Same 

Same 

Same 

HIGHWAYS AND ROADS 561. 

2A Correspondence relating to transfers of 
completed transportation systems (highways and 
roads) to Federal or State agencies. 

RAILROADS 562. 

Destroy when no longer
needed for reference or 
term1nated from Govern-
ment ownership. 

Same Same 

2A Correspondence and material 
construction and maintenance of 
or tunnels connected therewith. 

regard1ng
railroads 

the 
and bridgeE 

Destroy when no longer
needed for reference or 
terminated from Govern-
ment jurisdiction. 

Same Same 
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HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION OF MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 

RECORDS 'IANAGEHENT 
LOCATION 

COi'IHISSIONERI S OFFICE 
DISPOSITION FARC 
INSTRUCTION DISP. 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

WATER SUPPLY AND SANITATION SYSTEMS 563. 

2A Correspondence and reports relatlng to 
domestlc and industrlal water supply and sanltation 
systems ln connection wlth Bureau projects or 
features. Includes furnlshing water supplies to 
clties or towns, water storage requirements, etc. 

FISH AND WILDLIFE 565. 

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

Same Same 

2G Correspondence and material relating to mlgra-
tory flSh problems, flSh and wildlife conservation 
and protection programs, plans for water supplies,
deer protection, or cooperative studles concerning
the Bureau. 

Destroy when study is 
included in a flnal 
report or 10 years old,
whichever lS sooner. 

Same Same 

VISITOR FACILITIES 566. 

2G 

2G 

Correspondence and material relating to the 
deslgn and construction of visltor facl1lties pro-
vlded to accommodate Vls1tors ln Reclamatl0n proJect
areas. Includes access roads, landscaping, picnic 
areas, observation points, parklng lots, etc. 

Admlnlstration of Vlsltor faclllties. 

Destroy 10 years after 
completion of related 
feature. 

Destroy when 10 years 
old. 

Same 

Same 

Same 

Same 

COMMUNICATION AND CONTROL SYSTEMS 567. 

2G Correspondence and material regardlng the 
lnstallatl0n, operation, and maintenance of 
communlcation systems used in the supervision or 
control of Bureau works. Includes dlrect communi-
cations, automation, remote control, radlo, and othe 
such facilities. 

Destroy
old. 

when 10 years Same Same 

For communication facilities other than those 
under Bureau control, use appropriate subJect 

NAVIGATION 

file. 

568. 

2G Correspondence regarding construction and 
maintenance of navlgation facilltles and alleged
interferences with navigation operations involving
Government-owned or operated rivers and waterways. 

Destroy when 
old. 
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DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

CHANNELIZATION 

2G Correspondence relating to the design and 
construction of project features to correct damages
to a river or landscdpe after construction has 
occurred in the area. Includes riverbank stabili-
zation, dredging, and erOSion. 

BUREAU CAMPS, HEADQUARTERS, AND PROJECT AREAS 

2G General correspondence related to providing
and maintaining office, storage, housing, and 
service facilities at construction areas and other 
temporary locations. 

ADMINISTRATION BUILDINGS 

2G Correspondence relating to the design,
construction, maintenance, and improvement of build-
ings required for Federal administrative purposes. 

HOSPITALS AND MEDICAL FACILITIES 

2G Hospital and medical faCilities at Bureau 
camps and towns, including publiC health surveys,
hospital operating agreements, etc. 

EDUCATIONAL FACILITIES 

2G Correspondence regarding educational 
services at Government faCilities, school buildings,
payments to school districts, taxation for schools,
tuition fees, transportation of children, etc. 

GOVERNMENT TOWNS 

Correspondence and other records 
layout, construction, and maintenance 
at a camp which becomes an independent 

related to the 
of facilities 

town. 

2A a. Office of record. 

2A b. All other offices. 

BUREAU OF RECLAMATION 

RECORDS ~IANAGf}IENT 

FILE 
CLASSI-
FICATION 

CODE 

LOCATION 

COMMISSIONER'S OFFICE 
DISPOSITION FARC 
INSTRUCTION DISP. 

569. 

570. 

571. 

572. 

573. 

574. 

Destroy when 10 years 
old. 

Destroy when 10 years 
old or 1 year after camp
or headquarters is 
discontinued, whichever 
is sooner. 

Destroy when 10 years 
old or 1 year after 
headquarters area is 
discontinued, whichever 
is sooner. 

Destroy when 10 years 
old or 1 year after 
facili ties are 
discontinued. 

Destroy when 10 years
old or 1 year after 
facilities are 
discontinued. 

REGION 
DISPOSITION 
INSTRUCTION 

Same 

Same 

Same 

Same 

Same 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

Same 

Same 

Same 

Same 

Same 

Transfer to the governin
authority succeeding
the Bureau. 

Destroy when no longer
needed for reference. 
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HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

lA 

2A 

2G 

2B 

2A 

2 

DESCRIPTION OF MATERIAL 

GOVERNMENT TOWNS (Continued) 

Survey books, plats, and other related records 
of land location and layout. 

a. Office of record. 0»-,~-'''' \~~ 
, 

~~c),V'~, 
b. All other offices. 

Correspondence regarding the establishment 
and maintenance of Government-owned towns, contracts 
leasing out services, and transactions involved 
when such towns are no longer under Government 
jurisdiction. Refer also to instructions outlined 
under Code 711. "Townships". 

LIVING ACCQ}lMODATIONS 

Correspondence involving the provision of 
living accommodations at Bureau project, camp, and 
headquarter locations. Consists of housing in all 
forms, such as hotels, dormitories, houses, trailers 
etc. Include administrative matters relating to 
housing assignment, rental policies, evictions, and 
individual rental agreements. 

a. Office of record. 

b. All others. 

SERVICE ACCmlMODATIONS AND CONCESSIONS 

Correspondence relating to the provision of 
service accommodations at Bureau project, camp, and 
headquarter locations consisting of privately-owned
and operated businesses, churches, theaters, etc. 
Include administrative matters related to leasing
and rental, building sites, and individual lease 
agreements. 

FILE 
CLASSI-
FICATION 

CODE 

574. 
(Cont.) 

575. 

576. 

RECORDS MANAGEME"lT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

PROJECT 
COMMISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICI 

DI~POSITION FARC DISPOSITION FARC DISPOSITION 
INSTRU~TION DISP. INSTRUCTION DISP. INSTRUCTION 

PERMANENT - Offer to NAR~ Same Same
 
immediately.
 

Transfer to new governin~ Same Sa-
authority.
 

Destroy wh~n 10 years Same Same
 
old or I year after town
 
is no longer owned by

the Bureau.
 

Destroy 1 year after Same Same
 
facilities are no longer

administered by the
 
Bureau.
 

Destroy when no longer Same Same
 
needed for reference.
 

I 

2B a. Office of record.	 Destroy 1 year after Same Same 
services are no longer
administered by the 
Bureau. 



BUReAU OF RCCLN-1ATlON 

HANDBOOK NO. 2 RECORDS M!'INAGEHH!T RETE~~ION A~ID DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY 

2A 

2E 

2E 

2C 

2B 

2D 

1A 

2A 

2C 

SERVICE 

h. All 

DESCRIPTION 

ACCOMMODATIONS 

other offices. 

OF 

AND 

MATERIAL 

CONCESSIONS (Continued) 

FILE 
CLA<;SI-
FICATION 

CODE 

576. 
(Cont.) 

LOCATION 

COHHISSIONER'S OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

Destroy when no longer
needed for reference. 

REGION 
DISPOSITION 
INSTRUCTION 

Same 

& E&R CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

Same 

SOIL, HOISTURE, AND EROSION CONTROL RECORDS 580. 

Correspondence and technical material 
p rornot i ng or re por t i ng on actual practice of soil and 
mo~sture conservation techniques such as co~troll~ng
erosion by means of vegetat~on, range rehabilitation 
improved irngation, and similar matters. 

Reports of progress. 

a. Record copy - regional office of record. 

Destroy when 5 years old. Same 

Destroy when 
old. 

5 years 

Same 

Same 

Same 

b. All other copies. 

Work~ng papers, computations, program schedules 
and other mater~al accumulated ~n preparation of 
periodic reports. 

Cooperat~ve agreements, watershed management,
and all related correspondence. 

REPORTS 590. 

Destroy when 2 years old. 

Destroy 6 months after 
report is issued. 

Destroy 3 years after 
termination. 

Same 

Same 

Same 

Same 

Same 

Same 

Reports concern~ng Reclamat~on proJects,
divisions, and units and their act~vlt~es as an 
ent~rety. Include reports on ~nvestigat~ons or 
prelim~nary project plans through the def~n~te plan,
progress reports, periodic reports such as 
summar~es of operat~on and ma~ntenance. 

a. PE~~NENT - Transfer 
to FARC when volume 
warrants. 

Offer to 
NARS when 
25 years
old. 

b. Destroy
needed 

when no longer
for reference. 

Same Same 

Correspondence and other 
preparation of final reports. 

mater~al required in Destroy when 

500-29 
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BUREAU OF Ill"CLAl-l<'lTlON 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

REPORTS 
DESCRIPTION 

(Continued) 
OF MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 

590. 
(Cont.) 

RECORDS MANAGE}lENT 

COl1}llSSIONER'S
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

Comments and reviews of Reclamation reports. 

21 a. Record copy - regional office of record. Destroy
old. 

when 25 years 

2G b. All other offices. Destroy
old. 

when 10 years Same Same 

2D Supporting
techn1cal data 

mater1al,
accumulated 

correspondence,
during report. 

and Destroy 3 years after 
issuance of related 
report. 

Same Same 

Progress reports, concerning construction, 
operat10n and ma1ntenance activities, L-29,
Construction Progress Report, and sim1lar. 

2A a. L-29 Construction Progress Report. E&R Center - Destroy
when no longer needed,
obsolete, microfilmed, 
or 3 years, whichever 
is sooner. 

2B b. All other off1ces. Destroy
old. 

when 3 years Same Same 
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BUREAU OF RECLAMATION 

HANDBOOK NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION 

POI'[ERRECORDS 

GENERAL CORRESPONDENCE 

OF MATERIAL 

2E General correspondence related to 
Reclamation's power functl0n, lts development and 
programs, lncluding informatlon related to power
programs or developments of other entitles, both 
public and private. 

POWER DEVELOPMENT STUDY CORRESPONDENCE 

2G 

2G 

Correspondence and other material accumulated 
in the preparation of feasibtlity and cost studles 
for development of a partlcular power generatlng
system, or from a partlcular source of energy
(such as hydro-generated, pumped storage, solar 
energy, and others). 

POWER DEVELOPMENT RF.PORTS, SUMMARY OR FINAL 

a. Record copy, office of origin. 

2D b. All other copies. 

PUMPED STORAGE 

2E 

2G 

2D 

Correspondence related to pumped storage,
its developments and programs. 

a. Record copy reports, summary or final~,
office of orlgin. 

b. All other copies. 

POWER STATISTICS 

2C Perlodic listings of powerplants,
llnes, and other features lncludlng Federal 
Power Commission yearbooks and the "PLS" 
llstings of Reclamation. 

POI-TERINTERFERENCE REPORTS 

2D Reports of lnterferences,
correspondence, and clearance 
supporting a lltigation. 

related 
procedures not 

600. 

FILE 
CLASSI-
FICATION 

CODE 

RFCORDS ~lA~AGENENT 

COMMISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

DISP. 

OFFICE 
FARC 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
s FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

Destroy
old. 

when 5 years Same Same 

601. 

Destroy when final 
summary report is 
received or when 
10 years old, which-
ever is sooner. 

Same Same 

602. 

Destroy
old. 

Destroy
old. 

when 

when 

10 years 

3 years 

Same 

Same 

Same 

Same 

603. 

Destroy
old. 

when 5 years Same Same 

Destroy
old. 

when 10 years Same Same 

Destroy
old. 

when 3 years Same Same 

604. 

Destroy when superseded,
obsolete, or when 
2 years old, which-
ever is sooner. 

Same Same 

605. 

Destroy
old. 

when 3 years Same Same 

600-1 
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HANDBOOK NO. 2 RECORDS HANAGEMENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

POWER INTERFERENCE REPORTS (Continued) 

FILE 
CLASSI-
FICATION 

CODE 

605. 
(Cont.) 

CONHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION & E&R 
DISPOSITION 
INSTRUCTION 

CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

2D Reports and related correspondence
supporting a lit1gation. 

Destroy 3 years after 
settlement. 

Same Same 

HEADl~ATER BENEFITS FILES 606. 

Correspondence and other material regarding
the payment to Reclamation for downstream use of 
1mpounded water. 

21 a. Commissioner's Off1ce and regional office of 
record. 

Destroy in agency
25 years after close 
of case. 

Same 

2G b. All other off1ces. Destroy 10 years
close of case. 

after Same 

TRANSHISSION SYSTEM STUDIES 620. 

Correspondence and technical data related 
to stud1es of power transmiss10n and reserve 
requirements includ1ng 1nterconnected systems,
power poo11ng, power flows, voltage levels,
stabl11ty losses, loads, and other factors. 
Include computatlons by data process1ng, by
network analysis, use of calculating boards,
and correspondence or participation in 
comm1.ttee work. 

To be scheduled by the Department of Energy. 

POWER SYSTEM STUDIES FILES 622. 

Correspondence and technical data related 
to stud1es of power transmisslon and reserve 
requirements including interconnected systems, 
power pooling, power flows, voltage levels,
stabi11ty losses, loads, and other factors. 
Include computations by data processing, by
network analysis, use of calculat1ng boards,
and correspondence or part1cipation in 
committee work. 

To be scheduled by the Department of Energy. 
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HANDBOOK NO. 2 RECORDS MANAGEMENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

POWER SYSTEM STUDIES FILES (Continued) 

Power system reports. Final or summary
reports and includlng similar reports as 
related to interconnected power systems. 

To be scheduled by the Department of Energy. 

POOL ACCOUNT SHEETS 

Sheets maintained at Power Operation offices 
and used to account for interconnected power
distribution. 

To be scheduled by the Department of Energy. 

SALE OF POWER FILES 

Correspondence regarding sale of power,
includlng the use of preference
and allocation systems, and interpretations of 
legislatl0n or other regulatl0n governing
Reclamation power sales. 

To be scheduled by the Department of Energy. 

Contract format correspondence. Correspond-
ence establishlng or commentlng on the general
form and content of power sale agreements. 

To be scheduled by the Department of Energy. 

Sale Agreements. Sales of power produced
or marketed by Reclamation together wlth all 
related correspondence, including negotiations. 

To be scheduled by the Department of Energy. 

Sale Negotiations. Correspondence related 
to negotlations which do not result in a sale 
agreement. 

To be scheduled by the Department of Energy. 

LOCATION 
FILE PROJECT 

CLASSI- COHHISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 

CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 
622. 

(Cont.) 

623. 
624. 

630. 
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DISPOSITION 
AUTHORITY DESCRIPTION OF HATERIAL 

SALE OF POWER FILES (Continued) 

Allotments. Correspondence regarding the use 0 

allotments for the sale or dlstrlbutlon of energy;
subjects include appllcation procedures, allotment 
determinations, and similar matters. 

To be scheduled by the Department of Energy. 

}~CHINE-READABLE RECORDS 

POWER CUSTOMER INFOru.~TION 

***Data programs on cards or tape plotting energy
demands from historical records and other customer 
informdtlon alphabetically by cities and states. 
The visual printout consists of estimated energy
demands and hlstorical data. This is updated
yearly. 

To be scheduled by the Department of Energy. 

**Data required to calculate cost of the energy
under varying rate schedules or by percentage 
increases. Arranged by city, state, month and 
year. Updated annually, using Form PO&M-61 as 
input. 

To be scheduled by the Department of Energy. 

**Cooperatlve power assoclatlon energy and demand 
data for monchly calculation of power usage inside 
and outside the marketing area (USBR). Arrangement
is by month and the file output is used as reference 
and &ent to customers. Program is updated annually
on card s, 

To be scheduled by the Department of Energy. 

**Record and emergency use customer names, winter 
and summer annual energy use, and other data. Data 
accl~ulations as a historical record of demand and 
energy and is used in load estimating. Arranged by
states, cities, and years; a copy of the output is 
sent to the customer. 

To be scheduled by the Department of Energy. 

LOCATION 
FILE PROJECT 

CLASSI- COHHlSSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 

CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 
630. 

(Cont.) 
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HANDBOOK NO. 2 Rr'CORDS MANi\GEHFNT RETENTION AND DI SPOS 1Tl ON C;C1H:DUU:S
LOCATION 

FILE PROJECT 
CLASSI- COMMISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 

DISPOSITION FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

SALE OF POWER FILES (Continued) 

MACHINE-READABLE RECORDS (Continued) 

**Customer 1nformat1on. Loads are required
to estimate power usage and load protection
for customer and wheeling information. Data 
is alphabetical by states and cities and is 
updated annually. 

To be scheduled by the Department of Energy. 

POWER MARKET STUDIES CORRESPONDENCE 

630. 
(Cont.) 

631. 

2G 

Correspondence and data generated in studies 
of areas requiring energy supplies and consider-
ations of cost and demand; power requirements or 
markets for specific purposes (such as defense 
activ1ties); and other siffi1larmatters. 

a. Records copies will be transferred to and 
scheduled by the Department of Energy. 

b. Reference copies. Destroy
old. 

when 10 years Same Same 

2G 

F1nal or summary reports of power market 

a. Record copies will be transferred to and 
scheduled by the Department of Energy. 

b. Reference copies. 

studief 

Destroy
old. 

when 10 years Same Same 

Rate Stud1es. Correspondence and data generated
determining rates to be charged for energy produced
at Reclamation facilites and including copies of 
rate schedules. 

2D 

a. Record copies will be transferred 
scheduled by the Department of Energy. 

b. Reference copies. 

to and 

Destroy
old. 

when 3 years Same Same 

2G 

lA 

Power Repayment Studies Files 

a. Correspondence and data (manual or data 
processed) generated in preparation of the "Power 
Repayment Study"--office of record. 

b. Power Repayment Study, record copy, office of 
record. ct'L't. ci""C1I-(!- /- J- II/~JL' 

Destroy when 10 years
old. 

PERMANENT - Transfer 
to FARC when volume 
warrants. 

pffer J~oIr,b~ 
rARSJ(when
~5 years
pld. 

Same Same 



Rlit{FAII or In'CLN("\TTIIN 

HANDBOOK NO. 

2D 

D ISPOSITlON 
AUTHORITY 

2 

DESCRIPTION OF MATERIAL 
POWER MARKET STUDIES CORRESPONDENCE 

c. Correspondence and study in all 
offices. 

(Continued) 

other 

FILE 
CLASSI-
FICATION 

CODE 
631. 

(Cant.) 

RECORDS MANAGEMENT 
LOCATION 

COHHISSIONER I S OFFICE 
DISPOSITION FARC 
INSTRUCTION DISP. 

Destroy when 3 years 
old. 

REGION & 
DISPOSITION 
INSTRUCTION 

Same 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

Same 

POWER PURCHASES 633. 

2E MaterIal regardIng Bureau purchases
of electrIcal energy for constructIon and 
other purposes In order to meet sale 
commitments or for resale purposes;
Include operatIng records related to 
purchase of standby requirements. 

Destroy
old. 

when 5 years Same Same 

CUSTOMER RECORDS 634. 

Correspondence and statistical data 
generated In billing of power customers,
including meter readIngs or tapes, demdnd 
charts, and other recorded power use, and 
memorandum co paes of bill1ng statements. 

To be scheduled by the Department of Energy. 

MACHINE-READABLE RECORDS 

POHER BILLING AND CUSTOMER STATEHENTS 

**Card fIle of monthly power billing 
lnformatlon used to prepare bIlls to customers. 
Initlal data is from Mag-Tapes WhICh are 
subsequently erased. The arrangement is in 
monthly order, the data is run once a month,
and there IS no updatlng after the following
month. Data is duplIcated on mIcrofiche. 

To be scheduled by the Department of Energy. 

**Line losses of energy on the line by
WIre SIze, length, transmission SIze, and other 
data and used to determine line losses and 
those losses WhICh can be added to customer 
power bills. 

To be scheduled by the Department of Energy. 

**Generation schedule data required to 
print a schedule of power generation to be 
furnished to customers who generate on a 
load pattern. 

To be scheduled by the Department of Energy. 
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BlJRFAll OF RFl'LA'IATIO'I 

H.4.NDBOOK NO. 2 RECORDS NA~J<\GP1FNT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

HARKETING ARRANCEHENT RECORDS 

Correspondence and oth~r material related 
to the sale of Reclamation-generated power by 
anoth~r agency such as the Department of Energy. 

2G a. Regional office of record. 

2D b. All other offices. 

2B Correspondence and other material related 
to ag rccrnent s for marketing of Reclamation-
generated energy and transfers of rights-of-way
when required for transmission of energy. 

POIvER SYSTENS, RECORDS OF 

Correspondence related to the design,
construction, and operatIons of power systems
from the power plant to the switchyard, the 
features and facilities required, the feasibility
of the system, consIderations of remote operation,
and other similar matters. 

2G a. Regional offIce of record. 

2D b. All other offices. 

POI.JERPLANTS, RECORDS OF DESIGN AND CONSTRUCTION 

2E Correspondence and other materIal regardIng
the deSIgn, constructIon, operatIon, and maint-
enance of powerplants, IncludIng matters of 
admInistering the facility, converting operations
to remote controls, and other simIlar matters. 

2A Records related to the installation and 
location of powerplant equipment such as 
generators, turbines, pumps, cranes, hoists, 
meters, and other Instruments and includIng
maintenance and manufacturer instruction books,
dIagrams, and drawings. 

2A Correspondence and data generated in 
preparatIon of reports of results of foundation 
investigations, geological investigations,
tailrace (water elevation related to height of 
structure), and other matters of design and 
construction of powerplants. 

FILE 
CLASSI-
FICATION 

CODE 

635. 
636. 

DISPOSITION 
INSTRUCTION 

CON}!ISSIONER'S 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& E&R CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

Destroy when 10 years 
old. 

Destroy when 3 years old. 

Destroy 1 year after 
termination of agreement. 

Same 

Same 

Same 

Same 

Same 

Same 

650. 

651. 

Destroy
old. 

Destroy 

Destroy 

when 

when 

when 

10 years 

3 years old. 

5 years old. 

Same 

Same 

Same 

Same 

Same 

Same 

Destroy when 
equipment IS 

related 
dIsposed. 

Same Same 

Destroy on receipt of 
report for which data 
is collected. 

Same Same 
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HANDBOOK NO. 2 RECORDS HANAGE~1ENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY 

lA 

DESCRIPTION OF HATERIAL 

POHERPLANTS, RECORDS OF DESIGN AND CONSTRUCTION 
(Continued) 

Final construction and feature reports;
narrative data on construction with prints of 
pertinent engineering drawings and designs. 

a. 

2A b. All other offices. 

2A Design Data; narrative and graphic forms. 

2A Designers' Operating CrIteria. 

EnVIronmental statements. 

2G 

IB 

TRANSMISSION SYSTEM RECORDS 

Correspondence and other materIal regarding
desIgn, constructIon, and maintenance of overhead 
and buried transmISSIon lInes and related equip-
ment such as insulators, conductors, etc. 

To be schedulpd by the Department of Energy. 

Maintenance and inspection records,
environmental statements, and other relat~d 
material. 

To be scheduled by the Department of Energy. 

SUBSTATIONS AND SWITCHYARDS 

SWltchyards records 

a. Correspondence regarding design, construc-
tion, operation, and maIntenance of switchyards
and attendant equipment. 

b. Relay data sheets, maintenance and 
installation reports. 

LOCATION 
FILE PROJECT 

CLASSI- COH1HSSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
FIC.<\TION DISPOSITION FARC DISPOSITION FARC DISPOSITION 

CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 
651. 

(Cont.) 

PERMA~~NT - Transfer Offef... ~~~IM\ to FARC when volume NARSI\wben -
warrants. 25 years

old. 

Destroy when no longer Same Same 
needed for reference. 

Destroy on completion Same Same 
of constructIon. 

Destroy when superseded. Same Same 

Use Retention and Same Same 
Disposition Instruc-
t ions for file 
classification 
codes 120./121. 

652. 

653. 

Destroy when 10 years Same Same 
old. 

Destroy when facility or Same Same 
equipment is disposed. 
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BUREAU OF RECLN-l.ATlON 

HANDBOOK	 NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

SUBSTATIONS AND SWITCHYARDS (Cont1nued) 

2A	 c. Fault current data (hand or computer

processed).
 

Substat10ns records. Correspondel~e regarding
design, construction, operation, and maintenance 
of substat10ns and attendant equ1pment; 1ncluding
relay data sheets, fault current data, and 
maintenance and 1nstallation reports. 

To be scheduled by the Department of Energy. 

Po\~ER MAINTeNANCE PROCEDURE FILES 

2A Correspondence or directives establishing
maintenance procedures for power operations
and for power equlpment, features or facilities 
such as type and frequency of inspections or 
tests, schedul1ng repair and maintenance 
act1v1ties and also 1nclud1ng ma1ntenance 
requirements of regulatory agencies such as 
Department of Energy or as required for 
safety purposes. 

2B Interlm Haintenance Reports. Daily, weekly, or 
monthly reports of rnalntenance program admlnistra-
tion and utiliz1ng forms or narrat1ves such as 
the pub li cat i.on, "Northwes t Power Pool Notes." 

SERVICE INTERRUPTIONS REPORTS 

Reports of outages, power load shedd1ngs, and 
other causes of power service interruption together
with analysis of the cause and other related 
correspondence. 

IB Equipment trouble reports (Form PO&M-124 
or equivalent). 

2D Operat1ng error reports (Form PO&M-174 or 
2G equivalent). 

2E All other reports. 

FILE 
CLASSI-
FICATION 

CODE 
653. 

(Cont.) 

660. 

661. 
662. 

RECORDS MNMGE'-lENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

PROJECT 
COH1HSSIONER I S OFFICE REGION & E&R CENTER & FIELD OFFICE 

DISPOSITION FARC DISPOSITION FARC DISPOSITION 
INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

Destroy when superseded. Same Same 

Destroy when procedure
is no longer operative. 

Same Same 

Destroy
old. 

when 3 months Same Same 

Dispose when 
equipment 1S 

related 
disposed. 

Same Same 

Destroy when 3 years old. Destroy when 10 
old 1n regional
of record. 

years
off1ce 

Destroy
old. 

when 3 yea 

Destroy when 5 years old. Same Same 
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BUR!-.AUOF RfCLA:liTION 

HANDBOOK	 NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

RECORDING INSTRUMENT READINGS 

2C Graphlc and graphic-llne charts,
oscillograms, and other readings from instruments 
and meters at the power facility. 

OPERATING LOGS 

Forms and 1nstrument readlngs of water 
elevatlons, temperatures, and other factors 
affect1ng plant operations 1ncludlng data 
logger sheets and supporting data. 

a. Central station log book. 

2B	 b. Hourly readings, logs, or operating reports. 

2B	 c. Daily read1ngs of generation and hydraulic
data. 

2B	 d. Weekly summaries of meter and instrument 
readlngs. 

2B	 e. Monthly summaries of meter and instrument 
readings. 

2E	 f. All other readings including data logger
sheets. 

STATION LOGS 

Summaries of generat10n and plant
maintenance and safety precaut10ns including
those related to plants operated automatically 
or by remote control. 

2D	 a. Osc111ograms. 

2B	 b. Statements of generation by individual 
generators, dlstributions of energy to pumps,
and similar reports. 

FILE 
CLASSI-
FICATION 

CODE 

663. 

RECORDS ~lANAC;D1FNT 

COHMISSIONER'S 
DISPOSITION 
INSTRUCTION 

Destroy when 2 years 

LOCATION 

OFFICE 
FARC 
DISP. 

old. 

REGION & 
DISPOSITION 
INSTRUCTION 

Same 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

Same 

664. 

\~~ 
Destroy~~
retired. 

plant is Same Same 

Destroy I month after 
data is transferred 
to Central Station 
Log Book. 

Destroy 3 months after 
data is transferred to 
Central Statlon Log
Book. 

Same 

Same 

Same 

Same 

Destroy
old. 

Destroy 

when 

when 

3 months 

I year old. 

Same 

Same 

Same 

Same 

665. 
666. 

Destroy when appropriate
data 1S transferred to 
Central Station Log Book 
or when 5 years old,
whichever is sooner. 

Same Same 

Destroy 

Destroy 

when 

when 

3 years 

I month 

old. 

old. 

Same 

Same 

Same 

Same 
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BI1R.EAU OF RCCLA:iA nON 

HANDBOOK NO. 2 RECORDS HANAGEHENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY 

STATION 

DESCRIPTION 

LOGS (Continued) 

OF MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 

665. 
666. 

(Cont.) 

I LOCATION 

CO~IHISSIONER' S OFFICE 
DISPOSITION FARC 
INSTRUCTION DISP. 

REGION & 
DISPOSITION 
INSTRUCTION 

E&R CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

2D c. 
or 

Records of equipment
being repaired. 

out of service Destroy when 3 years old. Same Same 

d. Performance curves for turbines and 
generators, together with all related 
correspondence: 

IB (1) Regional office of record. Destroy when the turbine 
or generator is no longer
in Bureau possession. 

Same Same 

2D (2) All other offlces. Destroy when 3 years old. Same Same 

2D e. Hourly or other period curves such as for 
load durations, intpgrated operations, genera-
tion statistics, noting plant efficiency, and 
other similar information. 

Destroy when 3 years old. Same Same 

EQUIPHENT HISTORIES AND TEST REPORTS 667. 

Forms 
maintenance 

and narratlve reports
and efflclency, such 

of use, 
as: 

2D a. 
and 

Tests of Oils,
instruments. 

insulation materials, meters, Destroy when 3 years old. Same Same 

2D b. Relay
currents, 

tests of differentlals, distance,
and other similar matters. 

over- Destroy when 3 years old. Same Same 

2D c. Inspections of circuit breakers, 
pumps, turbines, motors, generators,
equipment. 

governors,
and similar 

Destroy when 3 years old. Same Same 

2D d. Records of repairs, overhauls, painting,
cleaning and other similar matters. 

Destroy when 3 years old. Same Same 

2A e. Battery cell readings. Destroy
and one 

all but a 
preceding 

curren 
report 

Same Same 

2A f. Bushing power factor test reports. Destroy
and one 

all but a 
preceding 

current 
report. 

Same Same 

2F g. High-voltage DC insulation test reports. Destroy when 6 years old. Same Same 
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P.ANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

SYSTEH 
DESCRIPTION OF HATERIAL 

SAFETY PROCEDURES 

FILE 
CLASSI-
FICATION 

CODE 
668. 
669. 

RECOR])C HANACEl-1ENT 

COHMISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION & 
DISPOSITION 
INSTRUCTION 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHFDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2A Correspondence regarding the safety
precaut i ons to be observed at power installations 
and the use of markers to identify dangerous 
areas, condit1ons, or equipment. 

Destroy when 
or obsolete. 

superseded Same Same 

DISPATCHING CENTERS 670. 
671. 

2E Correspondence and other material regarding
des1gn, construct10n, operat10n, and maintenance 
of di spat clu.ng centers for Rec Lamat i.on purposes 
(dispatch of water) or as shared w1th Department
of Energy 1n a comb1ned water-power d1spatch system,
1nclud1ng forms and other records requ1red to 
adm1n1ster the operat10ns of the center. 

Destroy when S years old. Same Same 

REPORTING PROCEDURES AND REPORTS 690. 

2E Reports to regulatory agencies flIes. 
Correspondence regard1ng reports on power
generation, multi-purpose plant operat10ns, 
and m1scellaneous revenues from power
operations as required by regulatory agenc1es
(Department of Energy); 1.e., format, reporting
perlods, transmittals of reports, and other 
slmilar matters. 

Destroy when S years old. Same Same 

Reports to the Federal Power Comm1ss10n. 
Copl.es of "Annu"l Report of Power Operations,"
perl.od and annual power system statements, monthly
statistlcs of generation, reports of annual 
deliveries-sales and l.ncome from energy, monthly
reports dell.veries, 1ncome, power marketing, 
h1storical power sales, data and recapl.tulation
of customer net blilings, and reports of outages
at transmission systems and substatlons, unit 
service records, and all related correspondence. 

To be scheduled by the Department of Energy. 

Reports to the Department of Energy. SF-lIS,
Request for D1sposal Authority, will be submitted 
when the reports of DOE are determined. 

600-12 



HANDBOOK NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

LANDS 

LAND RECORD FILES 

2D Correspondence and copies of legislat10n
regardlng land law and Reclamat10n land ownership
or the mult1ple use of land such as in a national 
forest, a wildlIfe refuge, a w1lderness area, or 
for other similar use. Excludes recreat10nal use. 

2A DesIgnation of lands to specific use. 
Correspondence and formal or 1nformal agreements
committing Reclamat10n-o~led lands to a specific use 
or a multiple use; of allowing use by Reclamation 
of public lands in national forests, national parks,
w1lderness areas, and other similar areas. 

2A Land ownersh1p plat f1les. Plats (such as 
form 7-1510) and related aperture card and computer
indexes recordIng Reclamat10n land ownership by
sect10n, township, and range, including records of 
right-of-way held by Reclamat10n. 

2D Land holding f1les. Correspondence establish1ng
systems for report1ng or inventorY1ng land holdings
of Reclamation and including the inventories or 
l1stings of land holdings both manual or data 
processed. 

2A Related punch cards, tapes, d1scs. 

2D Land dispos1t10n f1les. Correspondence
concern1ng lease, sale, or rental of Reclamation 
land. 

2C Land l1sts. Lists of land available for lease,
sale, or rental; inquir1es regarding availability
of land and replies thereto; invitation for bids;
accepted and rejected bids or proposals; and other 
similar matters. 

BURLAU OF RECLAHATION 

FILE 
CLASSI-
FICATION 

CODE 

RECORDS HANAGEHENT 

COHHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

700. 

700. 
701. 
702. 
703. 

705. 

700. 

706. 

Destroy when 3 years old. 

Destroy upon termination 
of agreement. 

Destroy when no longer
needed for reference or 
when land is no longer
owned or right-of-way
no longer held by
Reclamation. 

Destroy when no longer
needed or 3 years, 
whichever is sooner. 

Destroy when no longer
needed. 

Destroy when 3 years old 

Destroy when 2 years old 

700-1 

Same 

Same 

Same 

Same 

Same
 

Same
 

Same
 

Same 

Same 

Same 

Same 

Same
 

Same
 

Same
 



BUREAU OF R~CLAMArION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

LAND 
DESCRIPTION OF MATERIAL 

LEASES, SALES, RENTALS, AND TRA~SFERS 

FILE 
CLASSI-
FICATION 

CODE 
706. 

RECORDS MANAGEMENT 
LOCATION 

CO'l}IISSIONER'S OFFICE 
DISPOSITION FARC 
INSTRUCTION DISP. 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2D Use for material regarding the lease, sale,
rental, transfer, or donation of Bureau-owned lands 
to others and general matenal regarding the rental 
of real property to the Bureau; also include materia 
regarding isolated tracts, 5-acre homesites, the 
"Taylor Grazing Act," land lease operations, farm 
units, townsites, and town lots. Reports of surplus
real property disposals and inventory and materials 
regarding the general subject; rules, regulations,
policies, and procedures. Reporting and 
circularization of Bureau available and excess real 
property and advertisement of surplus real 
property. 

Destroy when 3 years old. Same Same 

all 
Sale of land. Transactions,

related correspondence. 
case folders, and 

2F a. Transactions subsequent to July 25, 1974, 
more than $10,000 and transactions prior to 
July 26, 1974, of more than $2,500. 

to Destroy 6 years 
final payment. 

after Same Same 

2D b. Transactions subsequent to July
of $10,000 or less and transactions 
July 26, 1974, of $2,500 or less. 

25, 1974, 
prior to 

Destroy 3 years
final payment. 

after Same Same 

2D Land disposal. Reports
lease, sale, or rental. 

of land disposed of by Destroy when 3 years old Same Same 

LAND USE RECORDS 710. 

2D Reservation and utilization of land 
purposes (reservations, dedication, 
centers, parks etc.) 

for civic 
community 

Destroy when 3 years old Same Same 

2D Correspondence regarding reservation and 
development of Reclamation land for civic uses 
as park, playground, school, church, or other 
similar purposes. (Multipurpose Land Use) 

such 
704. Destroy when 3 years old Same Same 

700-2 



BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

LAND USE 
DESCRIPTION OF HATERIAL 

RECORDS (Contlnued) 

FILE 
CLASSI-
FICATION 

CODE 
710. 

(Cont.) 

RECORDS HANAGENENT 

COHHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION & 
DISPOSITION 
INSTRUCTION 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2A Land use development plans; formal reports of 
land use resulting from comp le t i on of a Reclamation 
project and deflning the reservation and plan of 
development of Reclamation Land for clvic use and 
recreatlonal purposes. 

Destroy when 
or obsolete. 

superseded Same Same 

2A Designations of land to speciflc use. Corres-
pondence and formal or informal agreements committin~ 
Reclamatlon-owned lands to a speclfic use or a 
multlple use; or allowing use by Reclamation of 
publlC lands in National Forests, National Parks,
Wllderness Areas, and other simIlar areas. 

Destroy upon
of agreement. 

termination Same Same 

2A Supporting correspondence and statistical data. Destroy upon publication
of final development
plan. 

Same Same 

TOWNSITES 711. 

Correspondence and other records establlshing
and admlnlsterlng townsites on ReclamatIon land 
includlng survey books, plats, and other records 
of location and layout. 

lA a. Records of sites that have evolved into ct t i.es, PER'!ANENT - Offer 
lncludlng Page, Arizona, and Boulder Clty, Nevada. copies to NARS 
(Reference copies may be transferred to ~he govern~nfl immediately.
authority succeed rng Bureau owneq;hlp.)U.(.( b.<l{:f-:{'<:.f. J :,/5-f- ~x. 6<.- ~ 

..y~~ c)"vA">''''''''', "Tb--{...C, .i-:«....,....:...:. t:'"_:),=_--L"/ ''J'' L • 
b. All other records--Transfer to the new 
governlng authority~ 

record 

"p_ L • 

Same Same 

RECREATIONAL AREAS 715. 

2G Correspondence and other related materIal 
regardlng the reservIng of sUltable portions of land 
at Reclamation facilities for recreatIonal purposes
includIng surveys, studies, and recommendations for 
the Bureau, by other agencies, and Including
transfer of administration from one agency or entIty
to another. I 

Destroy
old. 

when 10 years Same Same 
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HANDBOOK	 NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF HATERIAL 

RECREATIONAL AREAS (Continued) 

Transfer	 of recreat~on area adm~nistration 

2D	 a. Agreements or Congressional documents 
transferring admin~stration away from Reclamation 
permanently, ~nclud~ng all related correspondence. 

2C	 b. Agreements and related correspondece transferr-
ing Reclamat~on temporarily. 

Facil~ties and Concessions 

2E	 a. Correspondence regarding the development of 
faci11ties for camping, sports, boating, flshlng,
etc.; accommodatlons such as cablns; and concerning
permlts or llcenses allowing privately-owned
concessions in the area or as required to regulate 
or control the use of facilities within the area. 

2C	 b. Concession agreements, permits, licenses,
and other material allowlng prlvate business to 
operate withln a Reclamation area. (710-4) 

2C	 c. Unsuccessful applications, permlts, and l~censes 
includ~ng lists of conceSSlons granted, etc. 

2C Tourist accommodations. Correspondence as 
requlred to manage Vlsltor centers, tourlst traffic,
vlsltlng hours, tours, comfort areas, etc. 

lHTHDRAWALS AND RESTORATIONS FOR RECLAl1ATION 
PURPOSES 

lA Wlthdrawals and restoration. Correspondence
regardlng procedures and data required to secure 
withdrawal of public land for reclamation purposes
and to restore the land to public entry when no 
longer re qui red , au -O£tAnt'D ' cA.. ,1 ''/1''-

2A Official notice of withdrawal or restoration. 

BUREAU OF REr.LA1-1ATION 

FILE 
CLASSI-
FICATION 

CODE 

RECORDS HANAGEMENT 

INSTRUCTION 

COHHISSIONER'S 
DISPOSITION 

LOCATION 

OFFICE 
FARC 
DISP. 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

715. 
(Cont.) 

Destroy
date of 

3 years after 
transfer. 

Same Same 

Destroy 2 years
termination. 

after Same Same 

Destroy when 5 years old Same Same 

Destroy 2 years
termination. 

after Same Same 

Destroy 

Destroy 

when 

when 

2 years 

2 years 

old. 

old. 

Same 

Same 

Same 

Same 

720. 

PERHfnt-.t_~ p~!'fJf~to 
NARSftl year afte'r 
completion of the 
wlthdrawal or restora-
t i on , 

Destroy when no longer
needed for reference. 

700-4 

Same 

Same 
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BUREAU OF RECLfu~ATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

IHTHDRAHALS 
(Con t i nued) 

DESCRIPTION OF HATERIAL 
AND RESTORATIONS FOR RECLAHATION PURPOSES 

FILE 
CLASSI-
FICATION 

CODE 
720. 

(Cont.) 

RECORDS HANAGEHFNT 

COt'1MISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2A Plats definlng location and 
wlthdrawn or restoration order. 

descrlption of land Destroy when no longer
needed for reference. 

Same Same 

Applicatl0n for land use flIes. Applications
and supportlng papers received by the Bureau of 
Land Nanagement and referred to ReclaMation to 
determine Reclamatlon's interest in the land. 

2B a. Applicatl0ns
Reclamation has 

lnvolvlng land 
no interest. 

ln which Destroy when 1 year old. Same Same 

2B b. Applications
being considered 
purposes--ln the 

involving land either withdrawn 
for withdrawal for Reclamatl0n 
offlce most affected. 

or Destroy 1 year after 
denial of the applicatior 
or its termination. 

Same Same 

LAND ENTRY AND SETTLEMENT RECORDS 730. 

2E Correspondence facllltating or administrating
programs which open Reclamation lands (wlthdrawn
from publlC entry) to such purposes as settlement,
homesteadlng, stock raislng, Mlneral location, and 
farM appllcatl0ns. Include preparatl0n and 
15suance of Reclamatl0n project land openlng public
notices; prospectlve settler quallflcatl0n
requlrements; deslgnatl0n, actlvltles, and reports
of settlers' selection; examinlng boards, farm 
application forms and substantlating data, appeals 
from examlnlng board declsions; report on results of 
land or abandon establishment of resldence; flnal 
homestead and Reclamatl0n proof; cancellation of 
entry, settlers'asslstance, financial aid, land 
patents, etc. 

Destroy when 5 years old. Same Same 
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BUREAU OF RECLAHATlON 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

LAND ENTRY 
DESCRIPTION OF MATERIAL 

AND SETTLEt-IENTRECORDS (Con t i nued ) 

FILE 
CLASSI-
FICATION 

CODE 
730. 

(Cont.) 

RECORDS MANAGEMENT 
LOCATION 

INSTRUCTION 

CO}f}!ISSIONER'S OFFICE 
DISPOSITION FARC 

DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

Correspondence, legislation, or other material 
committ~ng, interpreting, or perm~tting Reclamation 
to open land for settlement or other purposes and 
defining the means by wh1ch the entry or settlement 
will be accomplished. (lottery, application, to 
Veteran's, etc.) 

21 a. Commissioner's Office. Destroy in agency
25 years after opening
of land. 

2E b. All other offices. Destroy in agency
5 years after opening
of land. 

./~ 

.ef'nh- to region
when 5 years old 

2B Land openings f1les. Correspondence, forms,
and other records requlred to adminlster and 
accomplish a land openlng such as announcements,
l~sts of lands to be opened, statements of 
quallfications requirements and appllcatlon
procedures, mail~ng IlStS, requests for information 
and responses thereto establishlng examlnlng or 
reVlew boards and their functions, handling appeals,
providlng flnancial or other aSSistance, and other 
similar material. 

Destroy 1 year after 
conclusion of entry or 
settlement program. 

Same Same 

2D Reclamat~on proofs. Correspondence or 
documents requlred to prepare flnal homestead 
cancel entrles, or record exchanges of land. 

proofs 
Destroy 3 years after 
conclusion of the entry
or settlement program. 

Same Same 

Entry or settlement application f1les Same Same 

2B a. Successful application files. Destroy 1 year after 
patent is issued. 

Same Same 

2B b. Unsuccessful application files. Destroy 1 year after 
close of the entry
settlement program. 

the Same Same 

2F c. Farm unit sales, full or part time. Des troy 6 years after 
title 1S transferred to 
the entryman or 
homesteader. 

Same Same 
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21 

BUREAU OF RECLAMATION 

flANDBOOK NO. 

DISPOSITION 
~UTHORITY 

2B 

2E 

2A 

2 

DESCRIPTION OF MATERIAL 
DESERT LAND AND HOMESTEAD ~NTRIES 

Use for material regarding entry or irrigable
arid agricultural pubhc lands under the "Desert Lane 
Act of 1877," as amended, which the entryman
reclaims, lrrlgates, or cultivates in part and 
for which he usually pays $1.25 per acre. Also 
include homestead entries WhlCh are entries initiated 
under homestead laws, not exceedlng 640 acres 
initiated under the "Stock-Raislng Homestead Act." 

HINERAL LOCATION ENTRIES 

Use for material regarding entries on public
lands which are held as mining claims or desired as 
millsites. 

a. Case flIes. Applications rejected by Bureau of 
Land Management. 

b. Case files. Applications resulting in 
revocation of Reclamation land withdrawal. 

LAND CLASSIFICATION 

Correspondence and other materlal accumulated 
during a land classiflcation survey. Subject
include establishlng the standards for the survey;
methods for soil and water testlng; use of photo-
graphy, plainmeterlng, and other survey methods;
and utillzing computer or other means for tabulation 
and appraisal of the data collected. Includes field 
survey books and map. 

FILE 
CLASSI-
FICATION 

CODE 
731. 
732. 

733. 

740. 

RECORDS MANAGEMENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

PROJECT 
COMNISSIONER I S OFFICE REGION & E&R CENTER & FIELD OFFICE 

DISPOSITION FARC DISPOSITION FARC DISPOSITION 
INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

Destroy in agency Same Same 
25 years after opening
of land. 

Destroy 1 year after Same Same 
rejection. 

Destroy when 5 years old. Same Same 

Destroy when no longer Same Same 
needed for reference. 
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BUREAU OF RECLAMATION 

HANDBOOK NO 2 RECORDS MANAGEHENT RETENTION AND DISPOSITIO~ SCHEDULES 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

LAND CLASSIFICATION (Continued) 

Land classification reports. Reports
summarizing land classification surveys when not 
issued as an appendix or part of definite plan or 
similar report. 

21 a. Conformed copy of record (Commissioner's Office) 

2D b. All other copies. 

IA Aerial photo~aps. Prints to which classifi-
cation data is posted around margins regarding 
nature of soils. ~- ~ 

~~~~ 
MACHIKE-READAELE RECORD 

2A **Farm budget, crop production and livestock 
statistics of project lands. Data is used to 
prepare farm budget reports and compute benefits 
and repayoent of project costs. Farm input varies 
as does updating. 

2A **Land classification; project lands by location 
and suitabllity for irrigation (classification),
acreage, and other information. Lands are arranged
by sectlon, township, and range. Data is used in 
land classification studies and other determination 
of irrlgable areas of the project. 

LAND HOLDING LUIITATIONS FILE 

IC Correspondence regarding the application and 
enforcement of the legislated limitation of 
Reclamation water distribution to 160 acres of land 
in one ownership. Includes controls on speculation,
excess land holdings, excess lands and agreements,
reports of excess land, land holdings by Reclamation 
e~ployees and appraisal and reappraisal of land. 
Policy would be contained in Federal Reclamation 
laws and interpretation or promulgation via 
Reclamation Instructions. 

LOCATION 
FILE PROJECT 

CLASSI- COMMISSIO~~R'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 

CODE INSTRUCTION DISP. INSTRUCTION DISP. - INSTRUCTION 
740.
 

(Cant.)
 

Destroy when 25 years Destroy when superseded

old. or obsolete.
 

Destroy when no longer Same Same 
needed for reference or 
"hen 3 years old, which-
ever 1s sooner. 

PE~~ANENT - Offer to NAR~ Same Same 
when no longer needed in 
agency or when 25 years
old, whichever is sooner 

I 
! 

Destroy when no longer Same Same: 
needed for reference. 

Destroy when no longer Same Same 
needed for reference. 

741. 
I 

Retain until the Review Same Same 
repayment provisions havr files 
been made by the water every
districts. Transfer to 10 years. 
FARC when volume 
war ran t s , 
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BUREAU OF RECLAHAT [ON 

HANDBOOK NO. 2 RECORDS HANAGD-1Et-.'T RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY DESCRIPTION OF NATERIAL 

LAND HOLDING LIHITATIONS FILE (Continued) 

Excess land flIes. Correspondence and other 
material establIshIng precedent interpretIng
legislation contaIning formulas for furnishing of 
water to lands In excess of 160 acres or otherwise 
relief from that limItation. 

FILE 
CLASSI-
FICATION 

CODE 
741. 

(Cont. ) 

COHNISSIONER'S 
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARe 
DISP. 

REGION & E&R 
DISPOSITION 
INSTRUCTION 

CENTER 
FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

1A a. Commissioner's Office. 

~,tu./~r1J
'11r...e,-~",...__~'-L~ Cll..L.."h ...f'-, 

PERHANENT - Transfer 
to FARC when volume 
warrants. 

Offer to 
to NARS;"" ~-~~ 
when 
25 years
old. 

2A b. All other locations. Destroy when no longer
needed for reference. 

Same Same 

Excess land agreements 

2E a. Correspondence
by which water is 
160 acres. 

regarding content 
furnished to lands 

of 
in 

agreements 
excess of 

Destroy when 5 years old Same Same 

21' 

2E 

b. Case flIes consIstIng of the agreement,
appraisal reports, and related correspondence. 

c. Reports of excess land, water furnished such 
lands, and lIstings of related agreements. 

Destroy 6 years after 
termination of agreement 

Destroy when 5 years old 

Same 

Same 

Same 

Same 

IRRIGABLE AREAS 743. 

2G Correspondence incIdental to the establishment 
of those project land areas where best utilization 
of IrrIgation water is antIcipated; or to 
establIshment of the ultimate irrIgable acreage
development of the proJect, and including such 
matters as studIes for extendIng lrrlgable area 
boundaries; InspectIng lands for sUItabIlity for 
retention in the lrrlgable area; reestablishing area 
boundarIes; and consideratIons of objectIons to 
inclusIon or exclusion of land and other related 
material. 

Destroy
old. 

when 10 years Same Same 

}~CHINE-READABLE RECORD 

**Irrlgation management; farm-Irrigation manage-
ment data such as farm location, acreage, classifica 
tlon of land by servIcing canal, irrigation class,
and other information. Data recording or being used 
for: I 
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BUREAU OF RECLAl'IATION 

HANDBOOK	 NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF HATERIAL 

IRRIGABLE AREAS (Contlnued) 

MACHINE-READABLE RECORD (Continued) 

2A	 a. Canal system lmprovement studles, data arranged
by canal code and canal nmemonlC. 

2A	 b. On-farm informatlon for sOlI conservation 
purposes. 

2A	 c. Classifying lands by serVlce canal, soil type,
location, irrigation class, and acreage. 

Certiflcatl0n reports or documentatlon. The 
report or other document WhlCh has been certlfied as 
11sting a proJect's lands WhlCh compromlse the 
irrigable area and deslgnate the land classification 
assigned to those areas, together wlth all related 
correspondence. NOTE - The original document of 
certlficatl0n remains on fl1e with the U.S. Senate. 

21	 a. Conformed copy, Commlssioner's Office. 

2A	 b. All other copies. 

2C Admlnistratlve records created durlng

certlflcatl0n; i.e., letters of trans~ittal,

statlstlcal reports, etc.
 

2B \Vater allotment agreements. Agreements, with 
related correspondence, providing for release of 
water allotment to substitute land ln an irrlgable 
area when the orlglnal land has become unsultable 
for irrlgation. 

Legal approvals of lrrlgable land: Corres-
pondence, petltions, notlces of publlC hearlngs, 
transcripts of publlC hearings, and other material 
used to secure approval of irrlgable areas through
court proceedings. 

FILE 
CLASSI-
FICATION 

CODE 
743. 

(Cant.) 

RECORDS MANAGEHENT 

COH1HSSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DIS? 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DIS? 

Destroy when no longer
needed for refernece. 

Destroy when no longer
needed for reference. 

Destroy when no longer
needed for reference. 

Same 

Same 

Same 

Same 

Same 

Same 

Destroy when 25 years 
old. (Conformed copy ,) 

Destroy when no longer
needed for reference. 

Destroy when 2 years old. 

Same 

Same 

Same 

Same 

Destroy 1 year after 
termination of agreement 

Same Same 
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BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

IRRIGABLE 
DESCRIPTION OF HATERIAL 

AREAS (Cont1nued) 

FILE 
CLASSI-
FICATION 

CODE 
743. 

(Cont.) 

RECORDS HANAGEHENT 

COWi1ISSIONER'S 
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

RETENTION 

& E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

2E a. Regional office of record. Destroy 5 years after 
land certlficatl0n has 
been approved. 

2E b. All other offices. Destroy when no longer
needed for reference or 
when 5 years old. 

IRRIGATION 
OF LANDS 

DEVELOPHENT, FARN UNITS, AND EXCHANGE 750. 
751. 

2A Haterial regard1ng the preparat10n, issuance,
and amendment of farm un1t plats; d1scussions 
regard1ng desirable size of farm units; exchange of 
farm units; exchanges of Land when an applicant's
la.nd is determined as be1ng insufficient to support
a family, r.ncLude the transfer of wat er nghts when 
such changes occur, also includes miscellaneous land 
exchanges of pubhc for private land. 

Destory when no longer
needed for reference. 

Same Same 

2G Farm un1t records. Correspondence regarding
preparation, review, approval, and admin1stration 
of farm units; subjects 1nclude determinat10n of 
lrrlgation blocks, adjusting boundaries, 1nspecting
damages from varl0US causes, and the ad]udlcatlon of 
complaints and replles to inquirles regarding farm 
unlts. 

Destroy
old. 

when 10 years Same Same 

2C Water dellveries correspondence. CorrespondencE
regardlng provisl0n of special dellveries of water tc 
farm units utillzlng unusual types of irrlgatl0n or 
sprinkler systems, lncludlng not1ces to repaylng
enti t i.es of wa t er dell vered and payment procedures,
periodlc reports of water delivered to farm units,
and other similar matters. 

Destroy when 2 years old Same Same 

lC Farm unlt extensl0n records. Correspondence
and data support1ng requests to extend the number 
of farm units of a Reclamat10n project,
recommendat10ns for financing of facl1ltles requlred
to deliver water to the unlts, and other similar 
matters. Agreements provldlng water to extended 
farm unlts or flnancial assistance for delivery
facilities and all related correspondence. 

Destroy 1 year after 
repayment provisions
have been made by the 
water distrlctS. 
Transfer to FARC when 
volume warrants. 

Review 
files 
every
10 years. 

Same 

~ 

Same 
/ 

700-11 



BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION 
IRRIGATION DEVELOPHENT,
LANDS (Continued) 

OF HATERIAL 
FARl-!UNITS, AND EXCHANGE OF 

FILE 
CLASSI-
FICATION 

CODE 
750. 
751. 

(Cont.) 

RECORDS MANAGEHENT 

COHMISS IONER' S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
s FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2B Exchange of lands. Use for material regardLng
exchanges of land when an app li cant 's land LS 
determined as beLng LnsufficLent to support a family,
Lncludes transfer of water nghts when such changes
occur, also includes mlscellaneous land exchanges
of publlC for private land, agreements, exchanges
of public land for private land, and simllar matter. 

Agreements and all 
related correspondence
destroy ln agency 1 year
after termination of 
agreement. 

Same Same 

2E Development farms records. Correspondence
regardLng and admLnistratlon of farm units to be 
used to demonstrate proper LrrLgatLon and farm 
management techniques; cooperative agreements with 
colleges or unLversities to manage the units;
correspondence arranging for tours, visits, and 
special demonstrations as well as perLodical
reports of accomplLshments. 

Destroy when 5 years old. Same Same 

2E 

SPECIAL USE APPLICATIONS, LICENSES, AND PERMITS 

Correspondence regardLng uses of land which 
require a permisslve authority such as a lease,
llcense, or permLt. Includes determlnations of 
legallty of land uses, regulatlons governLng use,
provlding speclal arrangements for a use (such as 
delaYlng constructlon pendlng an archeological
lnvestigatlon), and evaluation of effects of use 
on the land. Includes materlal that cannot be 
speclfically coded to a subject. 

770. 
772. 
773. 
774. 
775. 

Destroy when 5 years old. Same Same 

2B 
all 

Use agree~ents. Leases,
related correspondence. 

licenses, permlts, and Destroy in agency
after termlnation. 

1 year Same Same 

2D 
with 

Federal power permlts which 
Reclamation activities. 

do ~ interfere Destroy when 3 years old. Same Same 

2B Federal 
activities. 

power permlts affecting Reclamation Destroy 1 year
termLnation. 

after Same Same 

2B LlstS. L1Sts and periodlc reports of leases,
licenses, permits, and other land use allowances in 
force; requests for lnformation and replies thereto;
and other similar material. 

Destroy when 1 year old. Same Same 
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BUREAU OF RECLAHATlON 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

SPECIAL USE 
(Continued) 

DESCRIPTION OF }!ATERIAL 
APPLICATIONS, LICENSES, AND PERHITS 

FIU: 
CLASSI-
FICATION 

CODE 
770. 
772. 
773. 
774. 
775. 

(Cont.) 

RECORDS HANAGEHENT 

Cm!HISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2A Right-of-way appllcatlons. Includes all 
material regardlng appllcatlons by other than 
Applicatlons mayor may not be ldentlfied by
Bureau of Land Hanagement serlal numbers. 

Bureau 
Destroy when no longer
needed for reference. 

Same Same 

2A Earth, stone, gravel, or timber removal. 
Includes materlal regarding applicatlons for the 
permlts and llcenses lssued by and to the Bureau 
removal of earth, stone, gravel, timber, highway
construction material, etc. 

for 

Destroy when no longer
needed for reference. 

Same Same 

REAL PROPERTY AND RIGHT-OF-lvAY ACQUISITIONS 780. 
781. 
782. 

2G Includes materlal regardlng the broad subject 0 

land purchase; acqulsltion of canal systems, Indian 
lands, power systems; donation of land; land 
easement, acqulsltlon of land by condemnation; 
right-of-way permlts allowlng entry on lands or 
crosslng of lands; and payments by the Bureau for 
lmprovement on lands as well as movlng expenses of 
tenants or owners of acquired land, acquisitlon of 
tltle to lands, etc. Includes correspondence
regardlng the methods of land acqulsltlon and 
appralsal reports, such as by contract negotiatlons,
donation, etc. Correspondence and progress reports
of land acqulsitlon actions, estlmates of land 
acquired, interpretation of leglslatlon affecting
Reclamatlon acqulsltions, legal reviews of court 
proceedings, and correspondence regardlng payment
of expenses related to land acqulsitlon such as 
movlng families or lmprovements from land, damages
to crops, etc. Further includes mineral location 
clalms, removal of graves and excess real property,
IlStS of property other than that owned by the 
Bureau. 

Destroy
old. 

when 10 years Same Same 

Note: All material 
retained in agency. 

involving Indians must be 
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BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION OF HATERIAL 
REAL PROPERTY AND RIGHT-OF-WAY ACQUISITIONS
(ContInued) 

FILE 
CLASSI-
FICATION 

CODE 
780. 
781. 
782. 

(Cont.) 

RECORDS HANAGENENT 

COHHISSIONER 
DISPOSITION 
INSTRUCTION 

LOCATION 

I S OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

s 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
s FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

LAND ACQUISITION AGREEMENTS CASE FILES 

At offIce of record - OrigInal title date,
correspondence of negotiatIon, and formal or informa 
riders appended to the acquisitIon agreement and 
all types of land acquIsItion are included whether 
by purchase, donatIon, revIsed right-of-way for 
relocatIon purposes or other reasons. 

GRS 3-2 a. Papers
1921. 

for property acquired prior to January 1, Submit SF-llS. Same Same 

GRS 3-2 b. Papers for property acquired since January 1,
1921, other than abstract or certificate of title. 

Dispose 10 years after 
unconditIonal sale or 
release by the Government 
of conditions,
restrIctIons, mortgages,
and/or other lIens. 

Same Same 

GRS 3-2c c. Abstract or certificate of title. Transfer to purchaser
after uncond1t10nal sale 
or release by the 
Government of conditions,
restrictions, mortgages,
or liens. 

Same Same 

2B All other offIces. Destroy 1 year after 
settlement of fInal 
payments. 

Same Same 

2A Temporary permits. Temporary permits or 
agreements allOWIng entry or crossing of private
land to perform drilling, surveying, or other 
purposes. 

Destroy 6 months after 
termination of use or 
entry. 

Same Same 

2A Removal of graves Ret~ln in 
no longer
reference. 

agency
needed 

until 
for 

Same Same 

2A Mineral location claIms Retain in 
no longer
reference. 

agency
needed 

until 
for 

Same Same 

2A Excess real property lists Retain in 
no longer
reference. 

agency
needed 

until 
for 

Same Same 
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BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION OF MATERIAL 
REAL PROPERTY AND RIGHT-OF-WAY ACQUISITIONS
(Continued) 

FILE 
CLASSI-
FICATION 

CODE 
780. 
781. 
782. 

(Cont.) 

RECORDS HANA.GDIENT 

COMMISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

MACHINE-READABLE RECORD 

Real property and right-of-way
processed records: 

acquisitions; data 

2A **Land descriptions; input of data from plans and 
profile maps and survey notes are used to compute
geometriC coordinates and writing land descriptions;
updating is variable. 

Destroy when no longer
needed for reference. 

Same Same 

2A **Real property ownershep and use; input of data 
abstracted from land requiSition transactions and 
other records to record states tical information of 
Reclamation real property ownership by type of 
acquisition, transaction data and method, costs,
disposal value, revenue land identification,
improvements on the property, and use being made of 
the property. Data provides current reference 
information and for reporting purposes. Information 
is updated annually or semiannually depending on 
activity. Arrangement is by project number, type of 
record, and index number. 

Destroy when no longer
needed for reference. 

Same Same 

2A **Land record material; input of land acquisition
by proJect, vendor, tract, contract, and location 
for use as a master list of land acquisition trans-
actions; lease related documentation (paper records) 
have been microfilmed. The master list is updated
regularly; i.e., as new micro files are added to the 
system. The microfilm replaces the paper records 
which are sent to storage. 

Destroy when no longer
needed for reference. 

Same Same 

700-15 



", 

BUREAU OF RECLAMATION 

HANDBOOK NO 2. 
. 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

REPORTS 

2C Reports too general to be in a specific subject
file. Includes computer generated report showing
status of lands at Reclamation projects, the amount 
of land withdrawn and acquired in areas and listed 
by settlement potential and by counties within 
States. Also includes the annual timber utiliza-
tion reported and related correspondence. 

FILE 
CLASSI-
FICATION 

CODE 
790. 

RECORDS MANAGENENT 

COMMISSIONER'S 
DISPOSITION 
INSTkUCTION 

Destroy when 2 years 

. 

LOCATION 

OFFICE 
FARC 
DISP. 

old 

REGION 
DISPOSITION 
INSTRUCTION 

Same 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC DISPOSITION 
DISP. INSTRUCTION 

Same 

v 

! 

> 
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BUREAU OF RECLAMATION 

IL<'I.NDBOOKNO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION OF MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 

RECORDS MANAGEMENT 

COMHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

RETENTION 

& E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

ECONOMICS RECORDS 800. 

BUREAU ECONOHICS, CENSUS 
'vATER SALES, AND RIGHTS 

DATA, ECONOMICS, REPAYMENT, 800. 
810. 
811. 
812. 
820. 

2G Includes general correspondence files, reports
concerning methods of economic analysls, and census 
type data gathered in the analysls or predlction of 
beneflts or contribution of Reclamation actlvlties 
to the economy and particularly the impact of 
development of irrigatl0n, conservation of water 
resources and related purposes in project, regional,
or other areas. Includes also Bureau economlCS 
policles and programs, census data and related 
statlstics, materlal regarding the effect of Bureau 
construction (impact) on other programs, and 
operation and cost allocations and benefits. 

Destroy
old. 

when 10 years Same Same 

2A a. 

Final and summary reports 

Final or summary reports at office of origin. Retain in agency 
no longer needed 
reference. 

until 
for 

Same Same 

2A b. Final or summary reports at other offices. Destroy when no longer
needed for reference. 

Same Same 

2B c. Work and computation sheets; census data and 
other forms of summaries of statistics for use in 
preparatl0n of economlC analysis or benefit 
studies; including punch cards and lnterim print-
outs of data processed by computer. 

Destroy 1 year after 
issuance of related 
report. 

Same Same 

800-1 



21 

.. 

HANDBOOK NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL 

BUREAU ECONOMICS, CENSUS DATA, ECONOMICS, REPAYMENT,
WATER SALES, AND RIGHTS (Continued) 

}~CHINE-READABLE RECORD 

COST OF BENEFITS STUDIES--DATA PROCESSED 

2A ** Econom1c rates of return; collected and 
computed costs and benefits of given analyses to be 
used as a working tool in determ1.ning the most 
des1rable method of factors in computat10n of 
economIC rate of return to show project feasibility. 

2A *~ Farm 1ncome proJect10n; data collected from 
primary and secondary resource data as prepared to 
project net farm income from area of consideration. 
These data aSSIst in calculat10n of irr1gation
benef1ts and payment capacIty of a project area and 
are used during formulation of the project. 

2A ** Report actIvities of farming operatIons; data 
from farm interviews and pr1mary and secondary
resource data used to calculated farming operations
according to input factors In benefit and payment
capacity analyses durIng project formulation. 

PROJECT COST REPAYHENT RECORDS 

Correspondence regarding the concept of 
repayment of ReclamatIon constructIon costs, the 
standards for repayment, the many plans for repayment
taIlored to IndIvidual project CIrcumstances, and 
adjusting repayment oblIgatIons to meet changing
economIC cond1t10ns, determIning or adjusting of 
interest rates, and other general discussions of 
project costs and repayment. 

lA Legislated POlICY, congress10nal approval, and 
procedures and related correspond~nce. - / c.d-"-cu.~tJc" U1 r~r~j~/-/c,y., iJc~"L!,.,.,L - zr 

2G Legislated policy and procedures and related 
correspondence at other offIces. 

BUREAU OF RFCLIIu'fATION 

FILE 
CLASSI-
FICATION 

CODE 

RECORDS MANAGEMENT 

COH1HSS lONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

BOO. 
BIO. 
Bll. 
B12. 
B20. 

(Cont.) 

Destroy when no longer
needed for reference. 

Same Same 

Destroy when no longer
needed for reference. 

Same Same 

Destroy when no longer
needed for reference. 

Same Same 

830. 

Destroy
old. 

when 25 years Same Same 

PER}~NENT - Transfer 
to FARC when volume 
warrants. 

BOO-2 

Offer ~~r;"I a ~IIn"'(;VI/~NARSl\w e 
25 years
old. 

Destroy
old. 

. 

when 10 years Same 



BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

PROJECT 
DESCRIPTION 

COST REPAWIENT 
OF MATERIAL 

RECORDS (Cont i nued ) 

FILE 
CLASSI-
FICATION 

CODE 
830. 

(Cont.) 

RECORDS HANA.GEHENT 

INSTRUCTION 

COHMISSIONER'S 
DISPOSITION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2G Repayment contracts. Correspondence on format,
comp li.ance to RecLama t ron Law, reports of progress,
confirmation proceedings, routine reports of multiple
contracts negotIations, determinatIon of assessment 
rates, handlIng payments, and preparation and 
Issuance of public notices of repayment charges, and 
other related matter. 

Destroy
old. 

when 10 years Same Same 

HACHINE-READABLE RECORD 

IC 

2A 

WATER ALLOTHENTS, DATA PROCESSED 
SHARE/LAND OHNERSHIP DATA LANDS IHTHIN A: 

** Hater user's dIstrIct and the amount of water 
to be furnished to the land. Data is alphabetical
by name of owner, locatIon of land, acreage, and 
number of shares. Data is required annually. 

** Hater DelIverIes; data requIred to manage the 
delivery (capacity) of water beIng furnIshed the 
delIvery system as well as related water use studies 
Data is arranged by material codes and other codes 
indicatIng whether the data is origInal or current,
the irrIgation block and the farm unit number are 
also identifIed. Data is updated semiannually and 
also records some land classification and duty of 
water Information. 

831. 

Destroy upon termInation 
of related repayment
agreement. 

Destroy when no longer
needed for reference. 

Same 

Same 

Same 

Same 

PUBLIC NOTICES AND REPAYMENT ADJUSTHENTS 

2G Includes material regarding the methods and 
procedures for preparation and issuance of public
notices. 

Destroy
old. 

when 10 years Same Same 

800-3 



BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

REPAYHENT 
DESCRIPTION 

CONTRACT CASE 
OF HATE RIAL 
FILES 

FILE 
CLASSI-
FICATION 

CODE 
832. 

RECORDS HAI-.JAGEHENT 

COHMISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION & 
DISPOSITION 
INSTRUCTION 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

Repayment contracts, small reclamatlon projects
and other loan programs. Includes material regarding
proposed and/or executed contracts with organizations
and agencles. Also materlal regardlng various 
Federal Loan Programs administered by the Bureau of 
Reclamatlon. (Includes former code 834.) Reclama-
tion project costs for the purpose of lrrigation,
power, and munlclpal and industrial water supply
should be repaid in full. ThlS phllosophy is 
expressed ln the Federal Reclamation Laws enacted 
since the original Reclamation Act of June 17, 1902. 
Some costs, however, have been authorized as non-
reimbursable; these are for the functions of recrea-
tion, flSh and wildlife conservatlon, flood control,
and navlgatlon. Prevailing policy is to secure 
repayment contracts before initiat10n of 
construction. 

..jlC 

Each repayment contract is a specialized
document; the schedule of annual construction charge~
written in a number of manners and the overall 
payment plan tallored to the circumstances related 
the Lnddv td uaL project. The pubhcation, "Repayment
of Reclamatlon ProJect", of the Bureau of Reclamatior 
dated 1972, contains detailed information on the 
repayment function and the many varieties of repay-
ment plans existing within that function. Or1g1nal
contract, amendments, and supplements, together with 
correspondence of negotiatlon and administration,
including such matters as allotment of water, estab-
llshment of offical boundar1es, conduct of confirma-
tion proceedings, the 1nclusion or exclusion of 
lands, and other matters affecting the repayment of 
project construction charges • 

a. Regional office of record. Case files. 

Note: If transferred to FARC, review files every
10 years. 

Destroy 10 years after 
repayment obligat10n or 
termination or cancella 
C10n of the agreement. 

2E h. All other offices. Destroy when 5 years old Same Same 

800-4 



BUREAU OF RECLAMATION 

HANDBOOK NO. 2 RECORDS HANAGE"lENT RETENTION AND DISPOSITION SCHEDULES 

DISPOSITION 
AUTHORITY DESCRIPTION OF HATERIAL 

REPAYHENT CONTRACT CASE FILES (Con t i nued ) 

FILE 
CLASSI-
FICATION 

CODE 
832. 

(Cont.) 

LOCATION 

COMHISSIONER'S OFFICE 
DISPOSITION FARC 
INSTRUCTION DISP. 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

Housekeep1ng records. Such as correspondence
regard1ng prOV1S10ns of account1ng and off1ce 
serV1ces, establ1sh1ng b1111ng and collection 
procedures, 11sts of responsIble offIcIals,
estimates of costs for repair and maintenance work,
drafting payment notIces to water users, makIng
water allocat1ons, referral of letters of complaint
or comment to proper authorItIes, and other simi lIar 
matters. 

2G a. Regional office of record. Destroy when 10 years
old. 

2E b. All other offices. Destroy when 5 years old. Same Same 

2D Routine transmIttals of periodIc reports,
agreements, amendments, resolutions, water del1very
notIces, memorandum copies of payment or collection 
documents, arrangements for VIsits and tours, 
progress notes or reports of act1vities, and other 
simIlar matters. 

Destroy when 3 years old Same 

/ 

Same 

NACHINE-READABLE RECORD 

PROJECT COST REPAYHENT AGREEHENTS 

2A 

2A 

** Financ1al ob11gat10n data; data requ1red to 
prepare summar1es of conservancy distr1ct financial 
ob11gatlons and a1d in determInIng their requ1rements
for taxing conservancy d1strIct members to meet 
oblIgations for project repayment. Taxing needs are 
based on county assessments, valuatIons, and Bureau 
project analyses. 

** Repayment charges; recorded data on water 
delivery to lands wIthin irr1gation dIstricts. 
Arranged by legal descriptIon of the land. Data is 
used for hilling purposes. 

Destroy when no longer
needed for reference. 

Destroy when no longer
needed for reference. 

Same 

Same 

Same 

Same 

800-5 



BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION OF MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 

RECORDS MANAGEHENT 

COHMISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

INDIVIDUAL WATER RIGHT AGREEMENTS 833. Same Same 

Power revenue interests 

2G a. Correspondence concerning the acqulsition of 
indivldual's interest in power revenues arising
from the operation or use of power facllitles 
constructed as a part of a Reclamation project
when those individuals hold a prior water right on 
the rlver. 

Destroy
old. 

when 10 years Same Same 

2F b. Individual agreements.
tion of power interests and 
correspondence. 

LOANS PROGRAMS 

Agreements for 
all related 

acquisi-

834. 

Destroy 6 years 
termination or 
cancellation. 

after Same Same 

2G 

2D 

Correspondence regarding Reclamation's 
administrative responsibilities in certain Federal 
loan programs and containing the guidelines
governlng the program, establlshing qualifications
for securing loans, preparation of loan applications
determlnlng method and rate of repayment, and 
providing for audlt of the transaction. 

Loan transactlon case files. 

EXCHANGE OF WATER - WATER SALES AND DELIVERY 
CONTRACTS 

840. 
841. 

Destroy when 10 years 
old. 

Destroy 3 years after 
repayment for loan. 

Same 

Same 

Same 

Same 

2G Includes material regardlng the sale of water 
either permanently or temporarlly when payment
of construction or other charges is not "involved, 
such as municipal and industrlal water supplles,
excess storage or space in Federal reserVOlrs, and 
LncLud ang sales of permanent water rights to 
townsites. Sales of surplus waters, marketing water 
from non-Reclamation sources, sales for municipal
and industrial use, trades or exchanges of water, anc 
matters concerned with contract procedures, format,
legal reviews, providing delivery or diversion 
points, trade or loan of water between users 
organlzations includes former code 841. 

Destroy when 
old. 

800-6 

10 years Same Same 



BUREAU OF RECLAMATION 

HANDBOOK NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF HATERIAL 

EXCHANGE OF WATER - WATER SALES AND 
CONTRACTS (Continued) 

DELIVERY 

FILE 
CLASSI-
FICATION 

CODE 
840. 
841. 

(Cont.) 

lC Agreements. Sales 
related correspondence. 

of surplus water and all 

}~CHINE-READABLE RECORD 

SALE OF \~ATER 

2A ** }lunicipal and Industrial water repayment
schcdu l i ng , input of population proj ec t i on , es t tmat ec 
consumptIve use, and fInancIal responsibilitIes with 
data showIng water sales per acre-foot payment,
Interest, prIncipal, and balance. Data is used in 
the information of proposed projects and is updated
when requa red , 

WATER RIGHTS 870. 
871. 
872. 
874. 
875. 
876. 

21 Includes materIal regarding water rIghts,
particularly those of InternatIonal or interstate 
Importance. Establlshment, acqulsltlon, and 
settlement of controversy over rIghts. Also 
Includes general correspondence relating to securing
or establishlng rIghts to water for use on 
Reclamation projects and as requIred to insure 
compliance to State laws governing acquisitIon or 
appropriatIon of water within the State. 

RECORDS MANAGB1ENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

PROJECT 
CO!!HISSIOl-.'ER'S REGION & E&R CENTER & FIELDOFFICE OFFICE 

DISPOSITION FARC DISPOSITION FARC DISPOSITION 
INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

Destroy in agency 1 year Same Same
 
after termination of
 
agreement.
 

Destroy when no longer Same Same 
needed for reference. 

Destroy in agency when Same Same
 
25 years old.
 

• 

800-7 



BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

WATER 
DESCRIPTION OF 

RIGHTS (Cont1nued) 
MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 
870. 
871. 
872. 
874. 
875. 
876. 

(Cont.) 

RECORDS HAN!\GFHENT 

COHHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2A Acquisitions of water rights to use. Applica-
tions for appropriation of water from a State 
together with records of fi11ng, flow reports, proof
of use, positions to change p01nts of d1version, and 
other related matters. Agreements with private
parties. Agreement and related correspondence. 

Destroy when no longer
needed for reference. 

Same Same 

SETTLEMENT OF WATER RIGHTS OR RIGHTS TO USE 

2G 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
fac1lity, and the effects of ground water pumping and 
weather mod1fication on water supplies and ownership
of rights to those waters. 

Destroy
old. 

when 10 years Same Same 

Subordination 
correspondence. 

agreements and all related Destroy 1 year
termination or 
cancellat10n. 

after Same Same 

Interference studies (historical flows and 
similar data) support1ng recommendations included 
a subordinat10n agreement. 

in 
Destroy 1 year
term1nat10n of 
agreement. 

after 
related 

Same Same 

2G Interference stud1es in 
agreement does not emerge. 

instances where an Destroy
old. 

when 10 years Same Same 

2B Data processed portions of interference 
studies; 1.e., the punch cards, program sheets, 
tapes, d1scs, transit cards, and transm1ttal records 

Destroy when 1 year old. Same Same 

2E L1tigation or adjud1cat10ns proceed1ngs
which Reclamation serves as a w1tness. 

at Destroy 5 years
rarmfnat aon of 
proceedings. 

after Same Same 

Litigat10ns
Reclamation has 
a right. 

involving
a r1ght or 

waters in which 
an 1nterest in securing 

800-8 



BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

WATER 
DESCRIPTION OF HATERIAL 

RIGHTS (Cont~nued) 

FILE 
CLASSI-
FICATION 

CODE 
870. 
871. 
872. 
874. 
875. 
876. 

(Cont.) 

RECORDS ~IANAGEHENT 

COHHISSIONER'S 
DISPOSITIO~ 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION & 
DISPOSITION 
INSTRUCTION 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

21 

SETTLEMENT OF WATER 
(Continued) 

a. Regional office 

RIGHTS OR RIGHTS 

of record. 

TO USE 

Destroy
old. 

when 25 years ~~ ~to 
when 

~lon 
25 years 01 

2D b. All other offices. Destroy when 3 years old. Same Same 

MACHINE-READABLE RECORD 

WATER APPROPRIATIONS 

2A 

2D 

** Ground water llcense management program; input
data required to manage l~censes and permlts to 
prlvate parties for use of speclflcally stored 
ground water. Data ldentifies State pernu t number 
(water appropriatl0n), irrlgation dlstrlct, license 
number and date, location of land, water use, acres 
servlced, and other lnformation. Output lS numer~ca 
by State permit number, Bureau llcense number, and 
acre. In addition to lndexing the license, the data 
is used for billing purposes and is updated
quarterly. 

Compacts or treatles. Correspondence containin~ 
Reclamation comment or review of provisl0ns of 
compacts or treatles affectlng Reclamatl0n activlties 
or use of water and includ~ng data on historical 
flows provlded by Reclamatl0n to support its 
recommendations. 

Destroy when no longer
needed for reference. 

Destroy 3 years after 
compact is either enacted 
or rejected. 

Same 

Same 

Same 

Same 

2E Compact cOmmisslons. Correspondence regarding
Reclamation cooperatl0n or participatl0n ln compact
requirements affectlng Reclamatl0n dlstrlbution or 
storage of water; furnishing informat~on on flows or 
other statistics, including periodic reports of the 
operations of the Compact Comm~ssion; and other 
similar material. 

Destroy when 5 years old Same Same 

800-9 



BUREAU OF RECLAHATION 

HANDBOOK NO. 2 RECORDS HANAGECIENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 
CLASSI- CO~lllISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 

DISPOSITION FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

WATER RIGHTS (Continued) 870. 
871. 
872. 
874. 
875. 
876. 

(Cont.) 

MACHINE-READABLE RECORD (Cont1nued) 

2A Transfers of water 
related to the transfer 
tracts of land, between 
purposes. 

r i ght s , Correspondence
of rights to water between 
reservoirs, and for other 

Destroy when no longer
needed for reference or 
when transfer agreement
terminates. 

Same Same 

800-10 



( 

BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

PERSONNEL 
DESCRIPTION 

RECORDS 
OF HATERIAL 

FILE 
CLASSI-
FICATION 

CODE 
900. 

RECORDS ~!ANAGEMENT 

DISPOSITION 
INSTRUCTION 

COMMISSIONER'S 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

RETENTION 

& E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
s FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

GENERAL ADHINISTRATION RECORDS 

2D Correspondence, reports, publlcatlons, and other 
materlal relatlng to the general administration and 
operatlon of personnel programs and services, and 
the medla by WhlCh admlnlstratlve requlrements are 
dlsseminated. 

Destroy when 3 years old. Same Same 

FEDERAL PERSONNEL REGULATIONS 901. 

2D Materlal of an admlnistrative nature (orders,
etc.) too general to be placed in speclfic subject
flle. Include general correspondence regarding
comments, preparatlon, revision, issuances, and 
dlstributlon for actual memorandums, bulletins,
orders, or clrculars. 

Destroy when 3 years old Same Same 

2B Records 
similar type 

of distrlbutions 
material. 

for magazines and other Destroy
old. 

when 6 months Same Same 

lA 

2A 

a. 

b. 

Reclamatlon Instructions, 

All other copies. 

series 310: 

PERMANENT - Offer to 
when 10 years old. 

Destroy when obsolete 
no longer needed for 
reference. 

j"S'-'t,~i"
NAR, /I 

or 

Same 

Same 

Same 

Same 

2A Federal Personnel Manual. Destroy 1n agency when 
no longer needed for 
reference. 

Same Same 

PERSONNEL RECORDS SYSTEMS 902. 

2D 

2E 

Correspondence concernlng syste~s of filing or 
malntenance as related to personnel records and 
safeguardlng as required, including confidential 
flIes, methods for processing personnel actions,
gatherlng, and documenting personnel data, etc. 

Correspondence regardlng access or denial of 
access to personnel records under Freedom of 
Information or Privacy Acts (refer to GRS 14). 

Destroy when 

Destroy when 

900-1 

3 years 

5 years 

old. 

old. 

Same 

Same 

Same 

Same 



BUREAU OF RFCLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

PERSONNEL 
DESCRIPTION OF MATERIAL 

RECORDS SYSTEHS (Continued) 

FILE 
CLASSI -
FICATION 

CODE 
902. 

(Cont.) 

R"CORDS t·1A:-.JAGEHENT 

COHHISSIONER'S 
DISPOSITION 
INSTRUCTION 

OFFICE 

LOCATION 

FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

2A 

2D 

Investigative records and files. Investigative
Records (SF-8S) and related correspondence (file on 
right side of O.P.F.). 

Confidential files. 

Return to C1V1I SerVice 
Commission on separation
of employee. 

Destroy when 3 years old. 

Same 

Same 

Same 

Same 

Personnel folder, enrollees of participants in 
National Programs of youth conservation such as 
Job Corps, Youth Conservation Corps, and similar. 

Use instructions of 
national agency admini-
stenng program. 

Same Same 

lA 

2A 

Biographical data concerning Commissioners and 
other top officials of the Bureau. 

a. Commissioner's Office and Regional Office of 
major interest. Ifrr-/Jtt J1tlA<Wl-. CeL.- I '/I.(r. 

b. All other offices. 

PERl-~NENT - <tM~ to 
NARs;'wifern year;r'old. 

Destroy when no longer
needed for reference. 

Same 

Same Same 

GRS 1 Service record cards, chronological files 
(SF-50's), duplicate personnel documentation, other 
personnel systems such as official personnel folders 
and similar. 

Refer to GRS schedule 
GRS 1, Items 1, 2, 14, 
18, and others as 
appropriate. 

Same Same 

~~CHINE-READABLE RECORD 

2A **Personnel actions processing; updated listings
of personnel surnaming current status and other 
condensed information such as serVice computation
data, type of appOintment, POSition title,
organizatlonal location, and other Similar data. 
Information is arranged by social security numbers. 
The program and records are maintained and updated OT 
a weekly basis diSC storage). An update publication 
can be prepared but is subject to the Privacy Act. 

Destroy when no longer
needed for personnel
administration. 

Same Same 

PERSONNEL AUDITS, INSPECTIONS, AND SURVEYS 903. 

2D General correspondence arranging or required
accomplish inspections, surveys, or audits of 
personnel functions and including routine trans-
mittals, work papers, and preliminary eveluations. 

to Destroy when 3 years old. Same Same 

900-2 



BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION OF HATERIAL 

FILE 
CLASSI-
FICATION 

CODE 

RECORDS HANAGDIENT 

INSTRUCTION 

COHNISSIONER'S 
DISPOSITION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION & 
DIS POS ITION 
INSTRUCTION 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

2E 

2D 

PERSONNEL AUDITS, INSPECTIONS, 
(Co nt mued ) 

Final reports of audits,
(Comm1ssioner's Off1ce). 

F1nal reports of aud1ts, 
of record. 

AND SURVEYS 

Bureauwide in scope 

local in scope, off1ce 

903. 
(Cont.) 

Destroy 

Destroy 

when 

when 

5 years 

3 years 

old. 

old. 

Same 

Same 

Same 

Same 

2B All other copies. Destroy when 1 year old. Same Same 

NON-FEDERAL EDUCATION, ENPLOYHENT, AND TRAINING 904. 

GRS 1 

2B 
Corresponcience an~ promotional material 

announc1ng or solicit1ng cand1ciates [or non-federall~ 
sponsored education, employment, and training. 

Documentat1on of non-Federal training or 
education 1n O.P.F.'s, when benef1t to career. 

Destroy when 6 months 
old. 

GRS 1, Item 1 

Same 

Same 

Same 

Same 

GRS 1 Documentat1on of 
education; non-career 

PERSONNEL FORt-IS 

non-Federal 
related. 

tra1n1ng or 

905. 

GRS 1, Item 10 Same Same 

2B Correspondence regarci1ng preparation 
personnel forms, 1ncluciing their revision 
similar matters. 

and 
and 

use of 
other 

Destroy when 1 year old. Same Same 

2A Case folders,
personnel forms. 

ORGANIZATION 

Bureau and local functional 

910. 
911. 
912. 

Destroy when 
superseded. 

form is Same Same 

2D Correspondence, reports, and other material 
regarding organizat1on or reorganization of the 
Executive Branch of the Federal Government partic-
ularly as related to the Department of the Interior 
and 1tS authorities affecting the Bureau of 
Rec Lamat aon , 

Destroy when 3 years old. Same Same 

900-3 



BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

ORGANIZATION 
DESCRIPTION OF 

(Continued) 
HATERIAL 

FILE 
CLASSI-
FICATION 

CODE 
910. 
911. 
912. 

(Cont.) 

RECORDS HANAGEl'lENT 

COHNISSIONER 
DISPOSITION 
INSTRUCTION 

I S OFFICE 

LOCATION 

FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

Bureau of Reclamatl0n; correspondence, reports,
and other material regardlng organizatlon/re-
organization; delegatl0ns of authority from the 
Department of the Interl0r; centralization or 
decentrallzation of activltl€S; establishment or 
discontinuance of offices; organization charts; and 
other similar matters. 

lA 

2G 

a. Reclamation-wide in scope, records of the 
CornrmssLone r I s Office. Ihr- bLf }7{.VY}tQ. 6-F-crrme. 

(A, Yo>- C1-/ !Jr. 
b. Internal organlzation of the Engineering
and Research Center; records of the E&R Center. 

PERl~N~ - O~ 
NARs~~fie~ years old. 

Same 

Destroy when 
old. 

10 years 

Same 

c. Internal organlzation of regl0nal offices and 
their satellite field locations; i.e., authorlties 
of the regional office and their extension or 
delegatl0n to field locatlons, establlshment or 
discontinuance of field offices, centrallzatl0n or 
decentralization of actlvities, and other similar 
matters. 

2G (1) Regional office of record. Destroy
old. 

when 10 years 

2D (2) All other offices. Destroy when 3 years old. Same Same 

STAFFING 920. 

2C Correspondence regardlng personnel requlrements
and stafflng llmltations; posltl0n management
(establlshment and ldentiflcatlon of posltl0ns and 
asslgnments of duties or responslbllltles); and 
including periodic reports of staffing requlrements,
reports of compllance with personnel ceilings, etc. 

Destroy when 2 years old. Same Same 

2D Posltlon management, Secretarial clearance, key
positl0ns. Correspondence regarding filling
positions which require approval of the Secretary of 
the Interior, Civil Service Commission, or 
Commissioner, BOR. Also include material regarding
establishment of positions, etc. 

Destroy when 3 years old. Same Same 

900-4 



BUREAU OF KECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DESCRIPTION OF HATERIAL 

FILE 
CLASSI-
FICATION 

CODE 

RECORDS HANAGEMENT 

COHHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

STAFFING (Continued) 920. 
(Cont.) 

2A Specific approvals 
pos~t~ons. 

of employees for key Destroy when superseded 
or rescinded. 

Same Same 

2C Vacancy Notices 
record copies. 

and employment forecasts - Destroy when 2 years old Same Same 

EHPL9YMENT 930. 
931. 
932. 
933. 

GRS I, 
3.a. 

Correspondence regarding emplo)~ent through
examination, reinstatement, under merit systems,
select~ons and recruItment, pol~t~cal endorsees or 
by other means, spec~al employment considerations 
(consultants and experts in techn~cal fields),
reernpl.oymen t right." employment an upgraded or 
unclass~fled type positions or placement of the 
handicapped, types of employment (career or career-
conditional). Congressional or Pres~dential 
appointments; probat~onary work periods, employment 
preference for veterans; employment rights whIle on 
milItary duty; employment qualifications such as 
unusal qual~f~catlons required for certa~n types of 
experience; fitnesg for duty in such occupations as 
lIneman, driller, and scuba diver; and other related 
matters. 

Destroy when 3 years old. Same Same 

2C Select~on and recruitment, correspondence
regarding select~on or recrUitment of employees from 
certificates of eligibles through C~vil Service 
Exam~ning Boards and from programs of recruitment 
In colleges, univers~ties, and similar inst~tutions;
including cert~ficates of el~gibles and correspond-
ence administering or operating recruitment programs 

Destroy when 2 years old Same Same 

900-5 



llUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

ENPLOYMENT 
DESCRIPTION 

(Continued) 
OF MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 
930. 
931. 
932. 
933. 

(Cont.) 

RECORDS ~lANAGEHENT 

CONNISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

Documents relatIng to examInatIons and 
recruitment p rogr ams under OPW s Delegation of 
Authority Agreement with the Department of the 
Interior, Bureau of Reclamation. Reference 
NC1-ll 5-82-2. 

2B a. Correspondence concerning
holdIng examinations. 

accommodations for Break annually. Destroy
1 year after break. 

Same Same 

2B b. Correspondence
examination papers 

relating
and test 

to the shIpment
material. 

of Break annually. Destroy
1 year after break. 

Same Same 

2A c. Stock control records of examination 
matenal including running inventory of 
material in stock. 

test 
test 

Destroy when test is 
superseded or obsolete. 

Same Same 

2B d. OPN 
Card. 

Form 5000A, or equ i va lent , Application Recore Break after examlnation. 
Destroy no later than 
90 days after break. 

Same Same 

2E e. ExamInatIon Announcement Case FlIes; conslsting
of correspondence regarding the examlnation require-
ments, original drafts of examination, and announce-
ment Issued (exclusive of correspondence, and other 
records concerning qualIficatIon standards, job
specifications, and their development). 

Destroy 5 years after 
termlnation of related 
register. 

Same Same 

2B f. Reglster of eligibles; OPM Form 5001~C, or 
equivalent document that records eligIbility for an 
individual for Federal Jobs. 

Break records on individ 
uals with terminated 
eliglbillty annually.
Transfer to FARC 1 year 
after break. 

Destroy
6 years
after 
break. 

Same Same 

2B g. Letters 
eligibility 

to applicants denying transfer 
(OPM Form 4896, or equivalent). 

of Break annually. Destroy
1 year after break. 

Same Same 

900-6 



BUREAU OF RECLAMATION 

HMIDBOOK NO. 2 RECORDS HANAGEMENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 
CLASSI- COHHISSIONER'S OFFICE REGION & E&R CENTER s FIELD OFFICE 

DISPOSITION 
AUTHORITY DESCRIPTION OF HATERIAL 

FIG..I,TION
CODE INSTRUCTION 

DISPOSITION 
DISP. 
FARC DISPOSITION 

INSTRUCTION 
FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

EMPLOYHENT (Continued) 930. 
931. 
932. 
933. 

(Cont.) 

2B h. Canceled and ineligible app11cations
the application, supplemental forms, and 
subm1tted with the application. 

including
attachments 

Inellg1b1e applications 
are usually returned to 
the applIcant with the 
notice of inelIgIbility.
Destroy ine11gible
appl1cations not returnee 
and canceled application~
1 year after date of 
action or when reg1ster
is term1nated, whichever 
is sooner. 

Same Same 

2B i. Written test 
t ne Lt.g.rb Ie s , 

answer sheets for both eligibles and Break annually. Destroy
1 year after break. 

Same Same 

2E J. Lost or Exposed Test Hater1al Case F11es showing
the circumstances of loss, nature of the recovery
action, and corrective action required. 

Break closed files 
annually. Destroy
5 years after break. 

Same Same 

2B k. Correspondence incurred between examining office 
and Hembers of Congress, the \~hIte House, or the 
general public concerning applications, e11gibles,
certificatIon, and all other examining and recruitin~ 
operations. 

Break annually. Destroy
1 year after break. 

Same Same 

1. Eligible applications. 

2A (1) On active register. Destroy upon termination 
of the register (except
applIcatIons that may be 
brought forward to new 
register. ]f any). 

Same Same 

2B (2) On inactive register. Destroy 1-12 months afte 
eligIbles are placed on 
InactIve regIster,
dependIng on space
availab1lity and dIf-
ficulty of replac1ng
the application for 
restoration. 

Same Same 

900-7 



BUREAU OF RECLAMATION 

HANDBOOK NO. 2 R.ECORDS NANACH1ENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 
CLASSI- COHHISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 

DISPOSITION FIC<\TION DISPOSITION FARC DISPOSITION FARC DISPOSITION 
AUTHORITY DESCRIPTION OF MATERIAL CODr: INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

EMPLOYMENT (Continued) 930. 
931. 
932. 
933. 

(Cont.) 

2B (3) Processed under case examining procedures. Destroy or return 
applicant 90 days
selection is made 

to 
after 
or 

Same Same 

other final action is 
taken on the certificate 

2B m. Job interest card. RetaIn at least 3 months Same Same 
1n active status depend-
ing upon availability an,
volume of candidates on 
f11e. Retain inactive 
cards at least 6 months 
for 
and 

responding 
as backup 

to appe aLs 
source. 

2B n. Request for pr10r approval of personnel actions 
taken by agencies on such matters as promot10ns,
transfer, reinstatement, change in status, etc.,
subm1tted by SF-59, OPM 648, or equivalent forms. 

Break annually. Destroy
1 year after break. 

Same Same 

2B o. Certificat10n request control index. Break annually. Destroy
1 year after break. 

Same Same 

2A p. Displaced Employee
reg1stration sheet. 

Program (DEP) application and Destory upon expiration 
of employees' DEP 
el1g1bility. 

Same Same 

2C q. DEP control cards, if maintained. Break annually. Destroy
2 years after break. 

Same Same 

900-8 



BUREAU OF RECLAHATlON 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2B 

2D 

GRS I,
 
Item 3b
 

GRS I,
 
Item 15
 

2 

DESCRIPTION OF HATERIAL 
EHPLOYHENT (Continued) 

Employment progress reports such as reports of 
hiring progress in recrUItIng or fIlling positions,
personnel returning to positions from military
services, and other similar matters. 

Employment quali f i.cat Lons , correspondence 
r ega r.l t ng unusua l qua li fica tt ons required for 
certaIn types of emplo}~ent such as particular
skills, education, ex pe ri ence , fitness for duty
in such occupations as Lineman, Driller, Scuba 
Diver, and other related matters. 

Overseas employment, excepted service, executIvE 
assignment system, organization for recruitment and 
examinlng and recruitment. Correspondence regarding
recruIt'llent and appoIntment procedures connected witr 
employment overseas, e lrg i b i Lit y standards, selection 
and appointments, reappointments for excepted
service, emplOYMent of individuals to be developed
for executive positlon asslgnments, and material 
concernlng area ofElces of the serVlce commIssion;
examInation and certifIcatIon JurisdIction for 
POSitIons fliled through centralIzed certifications. 
Also, materIal regardIng methods and techniques of 
recrUItIng prospective employees for specific kinds 
of pOSItions; i.e., few of a kind, off the street,
and special purpose appointments. 

APPLICATIONS FOR EHPLOYHENT 

Applications for employment with the Bureau 
receIved from the general public and employees of 
Government agencies other than the Bureau. Excludes 
records relatlng to appointments requiring sena-
torial confirmation and applicatIons resulting in 
appointments which are filed in the Official 
Personnel Folder. 

FILE
 
CLASSI-
FICATION
 

CODE 
930. 
931. 
932. 
933. 

(Cont.) 

934. 
935. 

RECORDS HANAGFHENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

PROJECT 
COMNISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 

DISPOSITION FARC DISPOSITION FARC DISPOSITION 
INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

Destroy when 1 year old. Same Same 

Destroy when 3 years old Same Same 

Destroy when 5 years old. Same Same 

Destroy upon receipt Same Same 
of Civil Service 
Commission inspection
report or when 2 years 
old, whIchever is 
earlier. Providing the 
requirements of FPM,
Chapter 333, Section A-4, 
are observed. 

900-9 



BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

DETAILS AND 
DESCRIPTION OF MATERIAL 
DUAL EHPLOYHENT 

FILE 
CLASSI-
FICATION 

CODE 
936. 
937. 

RFCORDS H'INAGf}IENT 

COllHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

RETENTION 

& E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

GRS I, 
Item 3b 

Correspondence regard~ng deta~ls of employees
and includ~ng ~nd~v~dual detail transactions of 
employees such as arrangements for travel, Just~-
fications for detail, fund~ng; also correspondence
regarding restriction or allowance of dual employ-
ment, containlng comment or inquiry, and including
periodic reports of employees dually employed. 

SEPARATIONS 938. 

Destroy when 5 years old. Same Same 

2D Correspondence regarding separation procedures,
procedures, exit interviewing, appeals from 
involuntary separations, and periodic reports of 
separations and reduction-in-force, include surplus
employes and reemployment rights. 

Destroy when 3 years old. Same Same 

GRS I, 
Item 17b 

Retention registers. Destroy when 2 years old. Same Same 

2C Surplus employee lists. 

SPECIAL PURPOSE APPOINTHENTS 939. 

Destroy when superseded
or 2 years old. 

Same Same 

2D Correspondence regarding policles and procedure1
related to apPolntments 1n unclass1fied or ungraded
positions, such as notaries publ1C, law enforcement 
offices, etc. 

Destroy when 3 years old Same Same 

PERFORMANCE RATING RECORDS 940. 

GRS I,
Item 23 

Correspondence concerning rating systems,
appeals procedures, rat1ng gUldes, reports of 
rat~ngs, and ~ncluding appeals files and certifi-
cates of performance rat~ng. 

TRAINING PROGRAl'lS 941. 

Refer to GRS Manual. Same Same 

GRS I,
Item 30 

Correspondence regard1ng ad~,nistrat1on of Job-
oriented tra1n1ng programs, employees part1cipation
in such programs, determinations of train1ng
requ1rements, evaluations of programs, reports on 
progress in providing and maintaining programs, and 
other similar matters. 

Refer to GRS Manual. Same Same 

900-10 



BUREAU OF ....RECLAI-LTION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

EMPLOYEE 
DESCRIPTION 

A\~ARDS FILES 
OF MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 
943. 

RECORDS HANAGEMENT 
LOCATION 

Cmfl>lISSIONER'S OFFICE 
DISPOSITION FARC 
INSTRUCTION DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

GRS 1, 
Item 12 

Correspondence, memorandums, and reports
required to administer all programs of employee
awards or recognitlon lncludlng lndivldual case 
records and other related materlal. 

Refer to GRS Manual. Same Same 

POSITION CLASSIFICATION 950. 

GRS 1, 
Item 7 

Correspondence and memorandums regarding the 
development of standards for classlfication of 
positlons pecullar to an agency and C1Vll service 
approval or dlsapproval; lncludlng copies of 
standard~, case and reView files, posltion descrip-
tions, surveyor audit records, appeals files, and 
other simllar material. 

Refer to GRS Manual. Same Same 

WAGE BOARD POSITIONS,
POSITION REVIEW 

LABOR MANAGEMENT RELATIONS - 951. 

GRS 1, 
Item 29 

GRS 1, 
Item 29 

GRS 1, 
Item 7c 

Correspondence, memorandums, reports, and other 
records relating to relatlonshlps or negotlations
between management and employee unions 
or other groups. 

Hage board agreements and related 
correspondence. 

Whltten amendment. 

Refer 

Refer 

Refer 

to 

to 

to 

GRS 

GRS 

GRS 

Manual. 

Manual. 

Manual. 

Same 

Same 

Same 

Same 

Same 

Same 

PAY SYSTEMS 952. 
953. 

2F Correspondence and memorandums requlred to 
adminlster salary or wage systems, coples of 
legislation establishing wage or pay systems, or as 
required to document pay adjustments or pay for 
holiday and other types of duty, lump sums or termi-
nal pay, providing for cost of uniforms, and salary
tables. 

Destroy when 6 years old. Same Same 

900-11 



BUREAU OF RECLAMATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

PAY SYSTEMS 
DESCRIPTION 
(Continued) 

OF MATERIAL 

FILE 
CLASSI-
FICATION 

CODE 
952. 
953. 

(Cont.) 

RECORDS MANAGEHENT 

COMHISSIONER'S 
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

RETENTION 

REGION & E&R CENTER 
DISPOSITION 
INSTRUCTION 

AND DISPOSITION SCHEDULES 

PROJECT 
s FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

GRS 2,
Item 24 

Wage surveys, correspondence, memorandums, and 
other records of wage surveys in selected locales or 
types of work and recommendatlons of rates comparable
wlth prlvate industry; also include survey work-
sheets and recapitulations. 

Destroy after completion
of second succeeding wage 
survey. 

Same Same 

LEAVE SYSTEMS 960. 

2D Correspondence, memorandums, and other 
related to establlshment and admlnistratlon 
leave systems. 

records 
of 

Destroy when 3 years old Same Same 

GRS I, 
Item 1 

Records of 
equivalent) for 
Item 1.) 

leave data transferred 
separated employees. 

(SF-1150 or 
(See GRS I, 

Refer to GRS Manual. Same Same 

GRS 2,
Item 8 

Records of leave use such as SF-71, application 
for leave; attach to tlme and attendance report for 
period in which leave is taken. 

2A a. If the 
employee. 

time card has been initialed by the Destroy at 
applicable 

the end of the 
pay period. 

Same Same 

2D b. If the 
employee. 

time card has not been initialed by the Destroy after GAO audit, 
or when 3 years old,
whlchever is sooner. 

Same Same 

PERSONNEL RELATIONS RECORDS 970. 

2D Correspondence, memorandums, and other records 
regardlng employee relatcons and welfare and 
counseling; lncludlng such matters as work hours 
and condltions, support of employee welfare and 
benefit groups. (See GRS 1, Item 29) 

Destroy when 3 years old. Same Same 

GRS I, 
Item 29 

Labor-Management Relatlons-Assoclations such 
as recreatlonal groups, credlt unions, employee
associations, and employee membershlps in profes-
sional organlzations, social groups, and 
bargaining unlts (unlons). 

Refer to GRS Manual. Same Same 

GRS 18,
Item 12 

Investlgatlve records. Correspondence,
memorandums, and reports of security requirements 
employment such as considerations of employee
character and lnvestigations of character through
arrest records, employee references, Hatch Act 
considerations, and other slmilar matters. 

of 
Destroy when 2 years old. Same Same 

900-12 



BUReAU OF RECLAJ-IATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

PERSONNEL 
DESCRIPTION OF HATERIAL 

RELATIONS RECORDS (Continued) 

FILE 
CLASSI-
FICATION 

CODE 
970. 

(cont , ) 

RECORDS HANAGEHENT 

COH}!ISSIONER'S
DISPOSITION 
INSTRUCTION 

LOCATION 

OFFICE 
FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

& 

RETENTION 

E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 

FARC 
DISP. 

DISPOSITION 
INSTRUCTION 

Case records of the 
return to CSC on loss of 
required for reference. 

Civil Service Commission;
employee or when no longer 

GRS I,
Item 26 

2A Case records of the emploYlng office. 

Equal employment opportunlty records, corre-
spondence, memorandums, and reports required to 
promulgate and administer the program. 

Destroy on loss of 
employee. 

Refer to GRS Manual. 

Same 

Same 

Same 

Sam! 

POSITION TENURE AND CONDUCT 971. 
972. 
973. 

GRS I,
Item 31 

20 Correspondence, memorandums, and reports
regardlng standards for employment (character and 
fitness) and for employee conduct; disciplinary
actions and the filing and conduct of grievance
appeals; and including reduction of employee pay and 
grade or separation for redBons other than reductlon 
in force, memberships in political or lobbying
organizations. 

Grievance, disciplinary, and adverse actions 
records. 

Destroy when 

Refer to GRS 

3 years 

Manual. 

old. Same 

Same 

Same 

Same 

GRS I,
Item 28 

Standards of conduct flIes. Refer to GRS Manual. Same Same 

GRS I,
Item 27 

Personnel counseling records. Refer to GRS Manual. Same Same 

HEALTH PROGRAHS 974. 

2C Correspondence, memorandums, and reports
regardlng 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 matters. 

Destroy when 2 years old Same Same 

900-13 



BUREAU OF RECLAHATION 

HANDBOOK NO. 

DISPOSITION 
AUTHORITY 

2 

INSURANCE 
DESCRIPTION OF MATERIAL 

AND COHI'ENSATION PROGRAMS 

RECORDS HANAGEHENT 

FILE 
CLASSI-
FIC..I,.TION

CODE INSTRUCTION 

COI·unSSIONER'S 

975. 

DISPOSITION 
OFFICE 

LOCATION 

FARC 
DISP. 

REGION 
DISPOSITION 
INSTRUCTION 

RETENTION 

& E&R CENTER 

AND DISPOSITION SCHEDULES 

PROJECT 
& FIELD OFFICE 
DISPOSITION 
INSTRUCTION 

FARC 
DISP. 

2D Correspondence, memorandums, and reports
regarding health, life, and compensation programs
ava~lable to Federal employees; enrollment plans,
payment of premiums, applications for benefits, and 
other similar matters. 

Destroy when 3 years old. Same Same 

GRS I, 
Item 1 

2A 

Iniury reports and related correspondence.
When employee consults a physician and a claim for 
compensation is filed with Office of Workers' 
Compensation Program, forward all material to OWCP. 

Reference copies of injury reports and related 
correspondence. 

RETIREHENT RECORDS 

Refer to GRS 

Destroy when 

Manual. 

1 year old. 

Same 

Same 

Same 

Same 

GRS 2, 
Item 21 

2A 

2B 

Ret~rement systems, correspondence, memorandums 
and reports regarding retirement systems for Federal 
employees; payroll deduct~on increase or decrease, 
payment of annuities data, and other related matters 

Applicat~ons for death benefits, retirement,
refund of ret~rement deduct~ons, to make voluntary
contributjons, and including individual retirement 
records and designations of beneficiaries. 

Cop~es. 

Refer to GRS Manual. 

o{,J1
Transfer to eto 11 lin...!c 
CetMtu.8sieu on retirement 
of employees. 

Destroy when 1 year old. 

Same 

Same 

Same 

Same 

Same 

Same 

2D Registers of separations, transfers, and 
adjustments and annual summaries of retirement 
transactions. . 

Destroy when 3 years old. Same Same 

2C Other forms and reports such as quarterly
reconciliations, l~sts of transfers in and out,
lists of separations by retirement, and summaries 
of retirement fund transactions. 

Destroy when 2 years old. Same Same 

MACHINE-READABLE RECORD 

2A **Rating out annuity estimat~ng; a callup program
for estimating annuity estimates for individuals 
including data on penalties, deposits, and redeposit
services. Data is arranged by employee name and 
updated as each computation is processed. 

Destroy in agency when 
no longer needed as a 
system for personnel
administration. 

900-14 

Same Same 



"'It • 

HANDBOOK NO. 2 

DISPOSITION 
AUTHORITY DESCRIPTION OF HATERIAL 

HISCELLANEOUS PERSONNEL HATTERS 

2D Correspondence and memorandums concernlng SOCla 
events, retLrements, liinesses, death~; requests for 
blood donors, fund raising actlvlties; preparation,
prlntlng, and dlstrlbution of puhlications or 
artlcles regarding the personnel functlon; providing
for the continuity of Government durlng emergencies; 
and as required to issue and renew U.S. Government 
Hotor Vehlcle Operator Identification Cards. 

2A Hotor vehlcle operator identification cards. 

2D Driving test results and related material. 

2B Correspondence and other materlal about nationa 
or local unemplo)~ent condltlons lncluding statis-
tlcal data, plans and programs for relief, reports
of area trends, and other similar matters. 

FUNDING RAISING 

2A Correspondence and material for civic programs
and charitable purposes. 

UNEHPLOYHENT 

2A Use for material pertaining to the general
subject of nation-wide unemployment. 

PERSONNEL REPORTS 

2C Reports of a general nature and such as 
employees listed by State, sex, geographical
location or distribution, by Civil Service classi-
fication, ln occupational groups, and the entire 
series of SF-113 reports. 

BURJ'AU OF R~~CLN-1ATlON 

RECORDS HANAGEHENT RETENTION AND DISPOSITION SCHEDULES 
LOCATION 

FILE PROJECT 
CLASSI- CO'lHISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 
FICATION DISPOSITION FARC DISPOSITION FARC DISPOSITION 

CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 
980. 
981. 
982. 
983. 
984. 

Destroy when 3 years old. Same Same 

Destroy 
or loss 

when canceled 
of employee. 

Same Same 

Destroy when 3 years old. Same Same 

Destroy when 1 year old. Same Same 

985. 

Destroy when 1 year old 
or when no longer needed 
for reference. 

Same Same 

986. 

Destroy when no longer
needed for reference. 

Same Same 

990. 
991. 

Destroy when 2 years old. Same Same 

900-15 



BUREAU OF RECLAHATION 

HANDBOOK NO 2. RECORDSc ~iANAGEHENT RETENTION AND DISPOSITION SCHE~ULES 
LOCATION 

FILE PROJECT 
CLASSI- COHHISSIONER'S OFFICE REGION & E&R CENTER & FIELD OFFICE 

DISPOSITION FI CAT ION DISPOSITION FARC DISPOSITION FARC DISPOSITION 
AUTHORITY DESCRIPTION OF HATERIAL CODE INSTRUCTION DISP. INSTRUCTION DISP. INSTRUCTION 

PERSONNEL REPORTS (Continued) 990. 
991. 

(Cont.) 

2A For 
see 

df spos f t aon of 
the supplement 

related punch cards and 
coverl.ng machine-readable 

discs,
record. 

Destroy or 
superseded
needed for 

reuse when 
or no longer
reference. 

Same Same 

2A Alphabetical and organizatl.onal rosters. Destroy when superseded. Same Same 

,. 

. 

900-16 




