
  

 

              

  

  

    

  

 

 

     

  

 

 

 

 

  

      

 

   

         

  
 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-075-09-006 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 05/24/2022 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All other items remain active 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 6200b was superseded by DAA-0048-2013-0008-0003 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



__ 

1 

• 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

To NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD, COLLEGE PARK, MD 20740-6001 
FROM (Agency or establishment) 

Department of the Intenor 

Date Received 

ENCY 

I 
LEAVE BLANK (NARA use only) 

1--2-MA_J_._O_R_S_U_B_-D_I_V_IS-IO-N-----------------------1In accordance with the provIsIons of 44 USC 3303a, the 
d1spos1t1on request, mcludmg amendments Is approved excepl to 

1--_O_f_fi_c_e_o_f_th_e_S_.p._e_c_1_·a_l_T_ru_s_t_e_e_fo_r_Ame_r1_·c_a_n_I_n_d_ia_n_s______-11tems that may be marked "d1spos1tion not approved" or 
3 MINOR SUB-DIVISION "withdrawn" mcolumn 10 

Office of the Chief Information Officer 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE 

Ethel Abeita (505) 816-1600 
e AGENCY CERTIFICATION 

I hereby certify that I am authonzed to act for this agency in matters pertaining to the d1spos1t1on of its records and that the records proposed for 
disposal on the attached __ page(s) are not needed now for the business ofth1s agency or will not be needed after the retentmn penods specified, 
and that wntten concurrence from the General Accounting Office, under the prov1smns of Title 8 of the GAO Manual for Guidance of Federal 
Agencies,/ 

m IS not required 

DATE SIGNATURE OF 

1-Z l 8' 0'( Ethel J Abeita 

7 ITEM NO 

has been requested 

TITLE 

Director, Office of Trust Records 

9 GRS OR SUPERSEDED 10 ACTION TAKEN (NARA 
JOB CITATION USE ONLY) 

Please See Attached 
Dus schedule adds the 6200 Senes Appraisal Services to O~T's 

6000 Senes of the Indtan Affairs Record Schedule 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
PRESCRIBED BY NARA 36 CFR 1228 

115-109 
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SF-115 Attachment 
NARA Job No Nl-75-09-6 
Schedule changes to descnption and disposition instructions approved by Ms Yolanda Montoya 
via electromc mail on February 17, 2Q-t(1 ,1ol I 

INDIAN AFFAIRS RECORDS SCHEDULE 
6200 Series (New) -Appraisal Services 

(NEW) 
TR-6200-P2 Program Correspondence and Policy Directives Files 

a Program Correspondence Files - Official Files 
Contents: Records mclude program files that contam correspondence 
created, received and where action 1s taken or have the pnmary respons1b1hty 
for documentmg the activities which relate directly to the Office of the Special 
Trustee for Amencan Indians Appraisal Services function Correspondence 
consist of mcommg and outgomg ongmals or copies of letters, memoranda, 
reports, fom1s, attachments and other matenals that pertain to the program 
act1v1ties of the office m which these records are created or received and 
maintamed Also included are electromc mail, documents created 
through word processmg and spreadsheet software apphcatwns, and 
supporting documentation 

Filing Arrangement: Arrange alphabetically by subject 

Official File: Office of Record. 

Disposition Instruction: PERMANENT. Cut off at fiscal year end. 
Mamtam m office of record for a maximum of 2 years after cutoff and then 
transfer paper records to the records center and electromc records to the 
National Archives Subsequent legal transfer of the records will be as Jointly 
agreed to between DOI and NARA, as specified in NARA standards 
apphcable at the time of transfer 

b Progran1 Pohcy/Direct1ves Master Set with Case History Files - Official Files 
Contents Records mclude files related to the mtemal program policy, 
gm dance and regulations of daily operations for the Office of the Special 
Trustee for the Amencan Indians Appraisal Services. Records consist of the 
preparation, review, documentation of design related to policy development, 
regulation case history, pubhc comment, proposed and final regulation, 
clearance, publication and final d1stnbution of a d1rect1ve m a manual, bulletin 
or handbook format outlming internal pohcy, procedure, organization, 
mstructwn and delegat10n of authonty Also mcluded are electronic mail, 
documents created through word processing and spreadsheet software 
apphcattons, and supportmg documentation 
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Filing Arrangement: Arrange alphabetically by subject then chronologically 
Official File: Office of Record. 

Disposition Instructions: PERMANENT. Cut off at fiscal year end when 
superseded or rescmded Mamtain in office of record for a maximum of 5 
years after cutoff and then transfer paper records to the records center and 
electromc records to the National Archives Subsequent legal transfer of the 
records will be as Jomtly agreed to between DOI and NARA, as specified m 
NARA standards applicable at the time of transfer 

(NEW) 
TR-6201-P5 Appraisal Services Case/Work Files (Trust) 

Contents: Records mclude trust case/work files that document real property 
appraisal services prepared by the Office of the Special Trustee for the Amen can 
Indians (OST) that are used by the Bureau of Indian Affaus and/or Public Law 
93-638 realty tnbal programs (Note the National Business Center (NBC) creates 
and mamtams records that document real property appraisal but they are not, nor 
have they ever been, used by NBC to manage Indian trust assets) These records 
contain a complete history of the requested actions along with other data, 
mformatton and documentation necessary to support the appraiser's opmions and 
conclustons and to show compliance with all Um form Standards of Professional 
Appraisal Practice (USP AP) apphcable to the specific type of appraisal service 
and valuation product provided along with any other apphcable standards, 
regulations or legal requirements, e g, the Umform Appraisal Standards for 
Federal Land Acqmsihons (UASFLA) Trust case/work files mclude, but are not 
!muted to, copies of client requests for appraisal services; mstructlons for agency 
staff appraisers, contract appraisers or 3rd party appraisers, pre-appraisal 
conference (and other meeting) notes, field notes, subJect data from realty 
specialists (legal descnptions, title reports, maps, zonmg, land use descnpttons, 
etc ), correspondence with realty specrnhsts, ownership/proponents and/or 
appraisers, analyses, supplemental data, summanes of any wntten reports, 
testimony or a transcnpt of testimony, and final signed (true) copies ofvaluation 
products, e g , appraisal services reports, reviews and consultmg reports (Note 
Outputs consistmg of printable or exp011able electromc statistical reports by 
region and/or bureau are filed man Appraisal Request System(s) are covered by 
TR-6203-PS ) Also mcluded are electromc mail, documents created by word 
processmg and spreadsheet software applications and supportmg documentat10n 

Filing Arrangement: Arranged by reservation or an Alaskan region and then by 
request system number 

Official File: Office(s) with pnmary responsibility 
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Disposition Instructions: PERMANENT. Cut off at fiscal year end m which 
final report or other valuation product/service requested has been completed 
Mamtam m office for a maximum of 2 years after cutoff and then retire paper 
records to the records center and electromc records to the National Archives 
Subsequent legal transfer of the records will be as Jomtly agreed to between DOI 
and NARA, as specified in NARA standards applicable at the time of transfer 

(NEW) 
TR-6202-PS Appraisal Request System 

Contents: The Appraisal Request System(s) provide Indian Trust land appraisal 
request case file status trackmg capab1ht1es to Indian Affairs employees and users 
from tnbes and other government offices At this time, appraisal request systems 
mclude Appraisal Trackmg System (ATS), Alaska Appraisal Trackmg System 
(AA TS) and the Indian Trust Appraisal Request System (IT ARS) This system 
hst may change or expand. 

The apphcat1on(s) are designed to follow an appraisal request electromcally, from 
assignment to completion, allowmg users to mttlate and track the request m all 
stages of the process The systems supply statistical capab1hty, standardize the 
subm1ss1on of requests and offer a number of search variables, whtle improvmg 
management of appraisal activities 

System users key m the appraisal request's mformat10n; the specialist conductmg 
the appraisal, the name of the requestor (Tribes, a consortmm or agency 
personnel) and contractor mformat1on. Infom1at1on mamtamed in the appraisal 
tracking system are appraisal requests, land mformation, appraisal data, appraisal 
award mformation, appraisal amounts estimates and requestor data A history of 
the appraisal request case file processmg 1s created and a vanety of appraisal 
requests management reports are compiled such as a report on appraisal backlogs 
complete with count and an mdicat10n of time frames 

a. Input FIies 
The inputs to the system mclude Name of requester data, tovms1te data, 
allotment data, legal descnption and tract data, assigned appraiser and 
reviewer mformatlon, dates apprarned, market ¥alue mformation, land usage 
data, mspect10n data, location codes, a'\\<ard dates, appraisal estimates, 
contractor data, sales data and report data 

Disp0sitien lnstruetians: Apply d1spos1t10n mstruct10ns approved for 
paper and mwrofilm records 

Data restricted in accordance with Privacy Act Notice as required. 

[Item TR-6202-PSa, Inputs, 1s not a request for d1spos1tton authonty rather 
instructions to use existmg dispos1tton authonttes without supersedmg them J 
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b. Master Data Files 
The Appraisal Request System's database(s) are compiled log1cally m tables 
containmg appraisal service and real property data Information/data captured 
w1thm the Appraisal Request Trackmg System(s) mclude appraisal 
approvmg and rev1ewmg official mformat1on, data relatmg to the owner and 
locat10n (state, county and legal descnpt1on), specification of property nghts 
to be appraised, appraisal results, appraisal fundmg mformation, costs of 
services associated with appraisals and contractor and historical data Master 
data files contam data related to request records and a umque number assigned 
to each md1vidual request Some of the appraisal request case file trackmg 
systems contam scanned images of documents associated with appraisal 
requests 

Disposition Instructions: PERMANENT. Create duplicate copy of 
records off-lme and physically transfer to the National Archives upon 
approval of this schedule m accordance with NARA mstructtons and 
gm dance Subsequent legal transfer of the records will be as Jomtly agreed to 
between DOI and NARA, as specified m NARA standards apphcable at the 
time of transfer 

Data restricted in accordance with Privacy Act Notice as required. 

c Scanned Images 

1 Archival Scanned Images Records mclude images of appraisal request 
related documents scanned at accepted archival standards for preservat10n 
and placed m corresponding paper case files such as the Appraisal 
Services Case/Work Files and Realty Files scheduled for permanent 
retention 

Disposition Instructions: PERMANENT. Transfer to the National 
Archives with related Master Data Files (TR-6202-PSb) as specified m 
NARA standards applicable at the time of transfer 

Data restricted in accordance with Privacy Act Notice as required. 

2 Non-Archival Scanned Images Records mclude images of appraisal 
request related documents scanned below m1mmum archival standards for 
preservation and placed m correspondmg paper case files such as the 
Appraisal Services Case/Work Files and Realty Files scheduled for 
permanent retention 
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2 

Disposition Instructions: TEMPORARY. Destroy or delete scanned 
images when no longer needed for busmess or reference purposes 

Data restricted in accordance with Privacy Act Notice as required. 

d System Generated Documents/Outputs 

System Generated Documents in Case Files Quenes, sorts, reports, 
tables and related records and data compilat10n reports (e.g , 
management reports and plans), studies, inquines, inspections and 
related program files Records include outputs consisting of printable 
or exportable (electromc) statistical reports summanzing appraisal 
services workload by region and/or bureau and acreage appraised by 
month or quarter as 'Nell as completed and in process appraisal 
services request summanes and copies of scanned images lmked to 
requests (Note Those copies of completed appraisal services request 
summanes that are filed in Appraisal Servtces Case/Work Files (Trust) 
are covered by TR 6202 PS ) Also included are printouts of electromc 
mail, documents created through v,ord processmg and spreadsheet 
sofhvare apphcat10ns and supporting documentation 

Disposition Iestruetioes: Apply disposit10n instructions approved 
for paper and microfilm records 

Data restricted in accordance with Privacy Act Notice as required. 

[NOTE Item TR-6202-PScl, System Generated Documents m Case 
Files, 1s not a request for d1spos1tlon authonty rather mstruct10ns to use 
ex1stmg d1spos1tlon authontles without supersedmg them.] 

System Generated Documents Orgamzed by Program, Reg10nal, Agency 
or Field Office Data compilat10n reports ( e g , management reports and 
plans) that are not case file specific and generated bi-weekly, monthly, 
quarterly and annually These reports cannot be easily separated and file m 
case specific files Filed by system report name, Program, Region, 
Agency or Field Office, Job run date and fiscal year 

Disposition Instructions: PERMANENT. Cut off at end of fiscal year 
Transfer paper records to the records center and electromc records to the 
National Archives 2 years after cutoff or when no longer needed for 
current business operat10ns, whichever 1s less Subsequent legal transfer 
of the records will be as Jomtly agreed to between DOI and NARA, as 
specified m NARA standards applicable at the time of transfer 

Data restricted in accordance with Privacy Act Notice as required. 
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e System DocumeetatIOn 
Caeteets: Records mclude system data •
code books; record layouts user gmd sp~c1fieations, file specdicatwns, 

d r. , es an- manuals O t t fi 
an 11nal reports relatmg to the Ind "ffi " ,u pu spec1 cat10ns,ian n:73.lfS , ..ppraisal Request Systems 

Dispasitiee Instruetiees· PERMANENT
Archwes v11th data files identlfi .....diii. I Transfer to the Natwnal 
Authority is GRS 20/Item 1 la2 ~ m tern TR 6202 P5b, abe:ve. (D1spos1t10n 




