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LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) -/ 
TO GENERAL SERVICES ADMINISTRATION DATE RECEIVED 8/-

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 • -15- GD 
FROM (Agency or establishment) NOTIFICATION TO AGENCY 

__u_._s_._De_p_a_r_tm_e_n_t_o_f_t_h_e_I_n_t_e_r_i_o_r______________, In accordance with the provIsIons of 44 u SC 3303a 
2 MAJOR SUBDIVISION the disposal request, including amendments, IS approved 

d • Aff i except for items that may be marked "d1spos1t1on notB f I __u_r_e_a_u_o__n__1._a_n___a_r_s_________________---1 approved" or "withdrawn" in column 10 If no records 
3 MINOR SUBDIVISION are proposed for disposal, the signature of the Arch1v1st IS 

Office of Administration - Div. of Mgmt. Res. & Eval. not required 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT 

Sarah Hawkins 202-343-3376 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

DATE 

I hereby certify that I c1m authorized to act for this agency in matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal in this Request of 2 page(s)·are not now needed for the business of this 
agency or w111 not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

A GAO concurrence D 1s attached, or~ 1s unnecessary 

B DATE 

7 /14/86 
7 

ITEM 
NO 

8 DESCRIPTION OF ITEM 
(With Inclusiue Dates or Re ten hon Periods) 

TAKEN 
10 ACTION 

(NARSUSE 
ONLY) 

lmADQUARTERS RECORDS 

This is a one time disposition request for the records 
created in the Bureau•: of Indian Affairs during 19 SB-77 ➔~ 
and covered by Records Control Schedule 43 IAM 3.1 and 
Files Classification 43 IAM 3.5. There will be approximate y 
1100 cubic feet that will be transferred in increments of 
100 - 200 cubic feet in one or two-year time segments. The 
will include all subject file classification codes listed 
in the attached handbooks; 

PERMANENT RECORDS 

Retire immediately to the Federal 
in Federal Records Center 
the National Archives and Records 

year blocks. when 30 years old. 
TEMFORARY RECORDS 

Records Center. Hold 
then offer to 

Administration in five 

Those subject file classification codes that are to be kep 
for 15 years and then destroyed. 

DrsrosrTION; TEMPORARY 
Retire i.Inrediately to the Federal Records Center. De&tll'Oy when 
15 years oldl. 

* Date has been revised to 19SB-77 to cover all records found 
in BIA headquarters offices. 1/7/87

cs~ 

NSN 7540-00-634-4064 STANDARD FORM 115 (REV 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101·11 4 
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JOB NO. 
REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION I PAGE 

2 OF 2 

7 
ITEM 
NO 

8 DESCRIPTION OF ITEM 
(With Incluslve Dates or Retention Periods) 

9. GRSOR 
SUPERSEDED 

JOB 
CITATION 

10 ACTION 
TAKEN 

(NARSUSE 
ONLY) 

INDIAN TRUST ACCOUNTING (ITA) FREEZE RECORDS 

Those subject file classification codes that must be held 
under the provisions of the initial ITA freeze imposed in 
1977 and all subsequent freeze actions on post-1951 BIA 
records. 

DISPoSITION : TEMPORARY 

Retire innn.ediately to the Federal Records Center. Hold unti. 
the ITA freeze on the disposition of financial records 
relatin~ to Indian matters has been removed. Then destroy 
;Ln·aocordance with the provisions of 43IAMJ.l. 

• 

STANDARD FORM 115-A (REV 12-831 
to the National Archives and Records Service. Prescribed by GSA 

FPMR (41 CFR) 101-11.4 

115-204 Four copies, including original to be submitted 



SUPPLEM:SNT 1 
4J IAH 3.1

g.:S:!'SR.AL INFOR:i1ATI01:1 

This 3.ecor,::s Control Schedule covers primarily the program records of 
BIA, anc. combines the three separate Schedules which were previously issued 
as repri..l1ts of the 11:lequest for Authority to Dispose of R.ecod.s 11 (standard 
Form 115) approved by Congress on July 8, 19.54. The Conversion Table 
(Appendix 3) cross-references Itens in the old and. the new Schedules. 

In only a few fr1stances are records included in the BIA Schedule uhich 
are also in the Generel ~ecords Schedules issued by General Services Admin­
istration, and these are shown in the Index (Appendix C). Unless otherwise 
indicated, the provisions of the BIA Schedule apply, where there is a differ­
ence in retention periods. 

Items in this Schedule are nwnbered consecutively except that, at the end 
of each .;roup of records, numbers have been reserved for addition of Item~ 
for existing or future records not now covered. 

"Perm."= Permanent - records to be indefinitely retained, either in BIA 
offices or in Federal Records Centers (FRC). Transfers (Trf.) to FRC should 
be mad.e upon expiration of the periods indicated, unless the records are 
actually needed in the offices for frequent use. 

"Temp."= Temporary - records to be destroyed after the periods stated, 
unless for specific reasons they are needed longer. 

phances in BIA organization hav~ occurred since the original Schedules 
were developed. At that tine Credit an~ Extension were one branch; Forestry 
and Range were one branch, etc. In the new Schedule the Items have been 
separated along present organizational lines, and have been made as complete 
as is feasible uithin the legal authority of the old Schedules. Certain Items 
for activities that have been discontinued (Health, for example) are included 
to cover records that may not yet have been destroyed or transferred. 

In some instances, a type of records may be shm-m at only one jurisdic­
tional level (Central Office, Area Office, or Agency), when it is also to be 
foun~ at one or both of the others. These records may be filed in the general 
&~bject-classified files at the other levels, or the Schedule may need revi­
sion to shou them correctly. 

11 Agency, etc. 11 as used i..l'l the third coluJlll'l of the Schedule, includes all 
i.~stallations u.Dder Area Office jurisdiction (agencies, subagencies, area 
fiel::::. ol'fices, district offices, uork units, projects, schools, dormitories, 
etc.); also, agencies cirectly under the Central Office. Offices outside of 
r:.etropolitc-'1 'lashington, :::>. C., performing Central Office functions are 
covcre::' unJer the 11 :;entral Office11 column, unless otherwise noted - Plant 

• ~esicn an~ Construction in Albuquerque, Plant lianagement in Denver, Missouri 
3.iver 3asin I.'1vesti,:;ations Project i..'11 3illings, and the Employment Assistance 
an: L1:ustri~l Development Field Offices, for example. 

L, so.1e ~urisc.ictions, the Agency may have the only copy of a type of 
~cco=d sho,n1 only in the Area Office colUil'.ll1, or vice versa; and, if so, the 
retention :)eriod sho1m for the Area Office applies to the Agency record, or 
vice versa. 

Release 43-120, 8-7-63 

https://3:3:T'SR.AL
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suPPLEMElft' 1UNITED STATES DEPARTMENT OF THE IN'tERIQR 43 UK 3.1BUR.EAU or DmUN AFFAIRS 

RICORJ)S CONTROL SCHEDULE 
1T DISCRJPTION a, RD::ORDS 

A. GENER.AL AND ADMINISTRATIVE ~ORDS 

1 Correspondence and SUbject Files Perm. 

(Exceut those portions specifically covered 
by other Items in this 3IA Schedule, or by th 
GSA General Records Schedules.) 

The main files of BIA, maintained accord 
ing to the subject-classification code system 
(43 IAM J.2 - 3.5, Filing Systems for Central 
and Field Offices), contain correspondence 
and related material documenting the policies 
?rocedures, activities, and special problems 
•of SIA. In the Central Office and in some 
field offices, most of these records are main 
tained in central files; otherwise, in the 
unit that creates and uses them. 

Subject-classified files at all organiza 
tional levels, both in central files and the 
decentralized files maintained in operating 
units, may contain records of continuing valu 
as well as records of temporary value. Until 
such files in the field offices can be re­
evaluated, it is necessary to designate them 
as a whole for indefiriite retention (Perm.). 
At the same time, i"1:. is possible to dispose o 
most of the records of temporary value, where 
there are significant quantities of them that 
are easily segregable, by applying the dispos 
al authorizations of this Schedule, and the 
General Records Schedules. NOTE, however, • 
that the General Records Schedules do not 
cover (a) GAO site-audit records, (b) fiscal 
records relating to trust funds, or (c) any 
records dated prior to 1921. 

Nonrecord papers should be removed from 
files when they have served their purpose or 
have been superseded, and files should be 
purged of such material before they are trans 
ferred to Federal Records Centers (FRO). 

As indicated above, records falling unde 
certain subject classifications are described 
in following Items in this Schedule and in 
General Records Schedules, and are assigned 
specific retention perio:ls because of their 
significant volume or informational content. 

Break 
files 
every 5 
yrs. and 
Trf. to 
FRC 1 yr. 
later. 

(Certain 
subject 
classifi­
cations 
are 
authorized 
for 
disposal 
after ,3 
yrs., and 
others 
after 15 
yrs. See 
Appendix
A to this 
Schedule.) 

Break 
files 
every 5 
yrs. (or 
sooner, 
if volume 
and 
activity 
warrant), 
and Trf. 
closed 
files to 
FRC after 
5 yrs. 

Perm. 

Break 
files 
every 5 
yrs. (or 
sooner, 
if volume 
and 
activity 
warrant), 
and Trf. 
closed 
files to 
FRC after 
5 yrs., 
except 
land 
corre­
spondence. 

https://GENER.AL
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suPPIDIEN'l' 1
Pon 5-1001 Ulh:f'Etl STATES DEPARTMENT OF THE IN'h.dIOR 1+3 I.t.M 3.1 
~ 1'61 BUREAU or INDIAN AFFAD.S 

ucams CONTROL SCHEDULB 

DESCRIJ'flON at RIX:ORl>S 

ENERA.L AND ADMINISTRATIVE RECORDS - Cont'd 

Chronological Files Temp. Temp. Temp. 

Convenience copies of correspondence re­
ained in other files. (This is the main set 

central files or superintendent's office, 
or example. All other sets disposable at 
ption ot holding offices.) 

Destroy 
after 
2 yrs. 

Destroy 
after 
5 yrs. 

Destroy 
after 
5 yrs. 

Individual Indian "Contact" (006) Files Perm. 
Records reflecting contact or assistance 

ctivity with respect to individual Indians. 
ounterparts of material in these case files 
y be found in various other case files at 
ea or Agency level (IIM, Allotment, Ed.uca­

ion, etc.) Dependent on extent of complete­
ess of these files, they provide a central 
int of reference on particular individuals. 

Trf. to FRC 
5 yrs.
after 
becoming 
inactive. 

Administrative Copy Files Temp. Temp. Temp. 
These are copies of administrative rec­ Destroy

rds (dated 1921 and later) kept for conven­ after 
·ence of reference by preparing or approving 4 yrs. 

t - branch, agency, school, or other subor­
ate office. (Main, official record copies 

e in other offices - payroll, personnel, 
ccou.nting, procurement, budget, etc.) Inclu-
ed are such records as: 
Time and attendance reports 
Check and bond lists and receipts 
Superseded withholding taz certificates 
Travel authorizations, vouchers, etc. 
Inactive unofficial personnel folders (exce 

for employees separated 1940 &prior - se 
these to St. Lou.is FRC) 

Requests for & notifications of personnel ac ions 
Requisitions & purchase orders & related pa rs 
Bills of lading & registers 1959 &later - k ep 

registers prior to 1959 10 years
Tax exemption certificates­
Telephone toll slips 
Motor vehicle records (such as DI-120)
Budget working papers 
Property inventory cards (superseded) 
Field receipts (such as Collector's copy of 

Form 5-777 - if audited and account cleare) 

Destroy 
after 
4 yrs. 

Destroy 
after 
4 yrs. 

See NOTE on next page) 

..., l,. .) 



SUPPLEMENT 1 
Pon 5-1001 , STATES DEPARTMENT OF THE I lj.3 IlM 3.1 
Ma.r 1'61 BUREAU OF INDI.A.N An.AIM 

lT 

4 

5 

• 

6 

RIOORJ')S CONTROL SCHEDULE 

DESCRIPTION rl' RECORDS 

GENERAL AND ADMINISTRATIVE RP.X;ORDS - Cont'd 

Administrative Copy Files - Cont'd 

NOTE: Records described above, in this Item, 
are covered by separate items in General Rec­
ords Schedules (GRS); but some offices do not 
maintain sets of the GRS, and this Item is 
included to cover the "convenience copies" of 
all such records, with a uniform retention 
period of 4 years (which is the longest perio 
prescribed for any of them in the GRS). Wher 
shorter retention periods are shown in the 
GRS, these may be applied, if desired. 

Reference Files 

These include working, information, and 
reference papers maintained at all levels con 
sisting of nonrecord or extra copies of mimeo 
graphed or otherwise reproduced directives, 
circular letters, and administrative issuance 
of which official copies are retained as rec­
ords; extra copies of documents maintained fo 
purposes of reference such as information 
copies of reports; tickler, suspense, follow-
P, or advice copies of correspondence; iden­

tical duplicate copies of documents maintaine 
in the same file; work papers such as prelim­
inary drafts of correspondence and reports 
and shorthand notes or notebooks that have 
been transcribed; temporary forms or papers 

sed to control or facilitate internal work i 
regress; and published material such as ca,ta 
ogs, bulletins, pamphlets, magazines, Feder 

Register, Congressional Record, etc. 

Organizational Files 

A record set 1s maintained, at each level, 
of its organizational and functional charts 
and statements, including superseded charts, 
organizational directories, and correspond­
ence, studies, and special reports relating 
to organizational problems of BIA or its 
component parts. 

Temp. 

Destroy 
after 
superseded 
or 
obsolete. 

Perm. 

Trf. to 
FRC when 
inactive. 

Temp. 

Destroy 
after 
superseded 
or 
obsolete. 

Perm. 

Trf. to 
FRC when 
inactive. 

Temp. 

Destroy 
after 
superseded 
or 
obsolete. 

Perm. 

Trf. to 
FRC when 
inactive. 

Q .... 
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SUPPLEMENT l 
Pon S-1001 STATES DE?ARTMENT OF THE IN 1+3 UM 3.1 
....,1%1 BUREAU or INDIAN APFAI:lS 

RECORDS CONTROL SCHEDULE 

lf DESCRIPTION at RECORDS 

7 

8 

• 

9 

10 

11 

GENERAL AND ADMINISTRATIVE R~ORDS - Cont• d 

Perm. 

Record sets are maintained. at all levels Trf. to 

Perm.Administrative Issuances Files Perm. 

Trf. to 
of BIA manuals, technical manuals, circular FRC when 

Trf. to 
FRC when 

letters, notices, Secretary's orders, and inactive. 
FRO when 

inactive. 
other administrative issuances. NOTE: The 
Central Office maintains the record set of it 
issuances, and field offices maintain the 
record sets of their own issuances. Record 
sets include related correspondence, studies, 
and reports concerning the issuance system. 
All other copies of issuances received from 
other levels within BIA are disposable as 
!."eference files when superseded or revoked 

·:ee Item 5). 

inactive. 

Perm. 

A record set of its own printed or pro­ Trf. to 

Publications and Press Releases Perm. Perm. 

Trf. to 
cessed publications and press releases, FRC when 

Trf. to 
FRC when FRC when 

insofar as they are extant, shall be main- inactive. inactive. inactive. 
tained by each office. These record copies 
should be so stamped, accumulated, and made a 
part of the official files. (For other COP­
ies, see Item 5. See also Items 7, 86, & 87. 

Public Information Reference Files Temp. 

These contain information on a variety o Destroy 
subjects related to Indian affairs and activi when 
ties, such as clippings, photographs, books, superseded 
pamphlets, etc. They are used as a source fo or 
replying to requests for information. obsolete. 

Photographic Files Perm. Perm. Perm. 

These are Kodachrome slides and photo­ Trf. to Trf. to Trf. to 
graphic negatives and prints of various phase FRC when FRC when FRC when 
of SIA activities used for visual education inactive. inactive. inactive. 

thin BIA and elsewhere, and for reproductio 
purposes. 

Reports of Area Directors to Central Office Perm. Temp. 

These are narrative reports with related (See Item Trf. to 
data. 1.) FRC after 

10 yrs.; 
destroy 15 
yrs. later. 
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stlPPLEMENT 1
Pol'II ;-1001 STATES DEPARTMENT OF THE D a.3 WI .3.1 
Ma_y 1';61 BUREAU or INDIAN AFFAIRS 

R!CaU>S CONTROL SCHEDULE 

DESCRIPTION 011 R!CORDS 

EN~ AND AIMDTISTRATIVE REX;ORDS - Cont'd 

Arts and Crafts General Files 

These records consist of correspondence 
and related papers filed alphabetically by 
-~ea and agency. They reflect the general 
~ark of BIA required by a special Act of Con­
gress to promote arts and crafts among the 

dians, find markets for their products, and 
bus promote their economic welfare. BIA 
erves in an advisory capacity. 

Property Loan Agreements Files 

These are agreements covering loan of 
;vernment property to individual Indians. 

14. Property Release Files 

This is a notification to payroll office 
hat employee has no property charged against• 
im and may be cleared for final salary 
yment. 

Perm. . 
Trf. to 
FRC when 
inactive. 

Temp. 

(See GRS 
Temp. 

(See GRS 
2, Item 2, Item 
13 b.) 13 b.) 

Temp. 
Destroy l 
yr. after 
property is 
returned. 

Temp. 

Destroy 
after 
l yr. 

(Items 15 - 19 reserved for future use) 

https://ENE:R.AL


SUPPLE!SNT 1 
Pol"lll 5-1001 \ STATES DEPARTMENT OF THE IN' a.3 WI 3.1
Ma,Tl,61 BUREAU a, INDIAN AFFAIRS 

uoams CONTROL SCHEDULE 6 
1 DESCRIPTION f:I RECORDS 

GENERAL AND ADMINISTRATIVE REX:ORDS - Cont'd 

FISCAL Rl!x::ORDS 

Items 20-2~ cover fiscal records peculiar to 
BIA, which are not covered by the General 

ecords Schedules because they concern trust 
funds. 

20 Tribal Fund Ledgers 
These show status of tribal funds in the 

u. s. Treasury, giving descriptions of the 
transactions, reference to source documents, 
isting of debits and credits, and current 
alances. 

Per Capita Payment Records 

These are annuity payrolls and other 
ecords refiecting the distribution of paymen
ade from tribal and appropriated funds to 
embers of Indian tribes after appropriate 
dentification has been made of living member 
d/or of heirs. Appropriated fund payments 

nclude those arising from provisions of 
reaties. Copies of all annuity payrolls wer 
ent to Central Office prior to 1950, but thi 
s no longer being done. Included also are 
ch materials as applications for payments; 

isbursement returns including ledger books, 
pporting vouchers, exhibits, schedules, and 

elated card records and papers; and all othe 
ecords incident to the application for pay­
ent, determination of recipients, and paymen 
f same. 

Security Account Files 

These files include statements of income 
oducing security accounts such as stocks 
d bonds, and supporting papers and related 

orrespondence. Originals are in Central 
ffice. 

23 Tribal Budgets and Allotments 

These are annual estimates of income and 
budgets prepared by the tribes and approved 
by the Area Director, covering expenditure of 
tribal funds for purposes of operating tribal 
government and annual tribal projects; and 
allotments from tribal treasu funds. 

Perm. 

Trf. to 
FRC when 
inactive. 

Perm. 

(See 
s Item 1.) 

Perm. 

(See 
Item 1.) 

Perm. 

(See 
Item 1.) 

Perm~ 

Trf. to 
FRC when 
inactive. 

Perm. 

Trf. to 
FRC after 
10 yrs. 

Perm. 

Trf. to 
FRC 3 fis­
cal yrs. 
after 
account is 
closed. 

Perm. 

(Main
record 
copy.) 
Trf. to 
FRC when 
inactive. 

Perm. 

Trf. to 
FRC after 
10 yrs. 

Perm. 

Trf. to 
;FRC when 
inactive. 

https://suPPLD�.NT


Pol'a 5-1001 
Ma,y1'61 

\.. STATES DEPARTMENT OF THE IN 
BtJUAU Cl DmllH KnAIRS 

lT 

REOCIU>S CONTROL SCHEDULE 

DESCRIPtlON f1I RICORDS 

GENERAL AND AIMINISTRATIVE ~ORDS 

FISCAL - Cont'd 

24 Tax Assistance Files 

These are records created as a result of 
helping Indians prepare and file income, 
estate, land, and other tax returns with othe 
Government agencies. 

a. Certificates and related records, includ­
ing indexes, designating tax exempt lands 

• All other records, including copies of 
tax returns, notices of delinquent taxes, 
ad valorem tax files, and related indexes 

Individual Indian Money Records 

Items 25-27 cover accounting records created 
in the course of acting as trustee in handlin 

ds of individual Indians (and some non­
ppropriated tribal funds and related special 

deposits and trust funds). Individual Indian 
oneys include such funds as proceeds from 

sales of real and personal property of indi­
idual Indians; rentals of allotments; shares 

of per capita payments not paid direct; volun 
a:ry deposits; pupils' funds; coupon bonds an 

similar securities; interest credited to 
ccou.nts; and collections from miscellaneous 

sources. Such moneys are received, accounted 
or, and disbursed in accordance with specifi 
uthorities set out by law and regulations 

·ssued by the Central Office. 

L SUPPLIXHT 1 
.., 1AM ,.1 

7 

Temp. 

Destroy after 
certificate 
no longer 
valid or 
needed for 
further 
tax returns• 

Temp. 

Destroy after 
6 yrs. 

--'---------------------....Ji...-----...i..-----..i----··•·~·-
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SUPPLEMENT 1 
Pona 5-1001 n.. JTATES DEPARTMENT OF THE IN'l a.3 UM 3.1 
Mq 1'61 BUREAU r:, DmllN l'ITAIRS 

RICQU)S CONTROL SCHEDULE 

lT DISCRIPTIO!i Ci/ UCORDS 

GB}!ERAL AND ADHINISTRAffi!!: RBX::ORDS 

FISCAL 

Individual Indian Money - Cont'd 

25 Case Files (Filed by naroe of Indian) Perm. Perm. 

• 1 

At Central Office these files contain re 
quests by Indians to spend individual funds 
and replies thereto, copies of applications 
for surplus funds. and related correspondence 
(for certain tribes, such as Osage). 

At Agencies these are "money folder&-" con 
stituting a history of the management of an 
individual Indian I s money. Included are re­
ceipts for moneys collected, authorities for 
isbursement, copies of purchase orders, 
ouchers, royalty and production statements, 
eirship data, etc. NOTE: These are not the 
allotment" folders ( see Item 210), and shoul 
ot contain non-fiscal material such as lease 
ermits, etc., pertaining to grazing, forestr 

d other activities. 

Trf. to 
FRC when 
inactive 

Trf. closed 
files to 
FRC 5 yrs. 
after 
probate 
and other 
actions 
completed. 

Ledgers and Cards 

. Originals Perm. 

'lhese include general ledgers showing 
ollections, deposits, and withdrawals of fun 
elonging to individual Indians or Indian 
redit Associations; and the original subsidi­

y ledger cards or sheets for individual 
ccounts. An individual 1 s ledger card or shee 
s used until completely filled, or his accou 
s closed• 

Trf. com­
pleted cards 
or sheets to 
FRC 5 yrs. 
after last 
posting. 

. iliplicates Temp. 

These are copies of individual ledger 
heets (Form 5-796) retained by the Agency for 
afe-keeping (by one-year groups) in a build-

g separate from that in which originals are 
aintained. (The third copy is given to the 
dividual Indian at the end of each year.) 

Destroy after 
5 yrs., except 
sheets for 
individuals 
whose estate 
probates are 
pending -
retain until 
completion of 
probate. 



27 

9 

• 

destroyed after 4 years (Gene al Records chedule 6, ems 1 band 5), 
provided they have been audit d by SIA au itors. 

Pon S-1001 m ?ATES DEPARTMENT OF THE INT: 
Ma,.v 1'61 BUREAU OF DmUN AFFAIRS 

1T 

a. Original Records 

These comprise the Aeency's official 
record cony (whether original or carbon) of 
all records related to, identified with, and 
posted to ledger cards or sheets, documenting 
eceipt and disbursement of the individual 

Indian's funds. Included are: 

(1) Collection vouchers ( Collection cop 
of "Official Receipt" form, or 
equivalent) 

(2) Journal vouchers 
(3) Check copies 

. Illplicates 

These include extra copies of records 
• 

RC'·s. 
ollows: 

covered in Item 27 a above, and worksheets 
elating to them. -

Records described in Item 27 ! do not 

a. Original accounts and supporting d 

b. Schedules of collection, certifica es of depos·t, and sim· 
ocumentation. Even though some or all items on them cov ID! funds, 
onsidered supporting documents to, and need 

These are regular accounting records, 

(1) Official record copies of the 
accounting station subject to 
GAO records (paragraph a oft 
according to GAO Hanual7 Titl 

(2) Other copies of these docu.men 

UCORDS CONTROL SCHEDULE 

DESCRIPTION <:I RECORDS 

GENERAL AND AIJ,ffi,JISTRATIVE R~ORDS 

FISCAL 

Individual Indian Money - Cont'd 

Posting and Control Hedia 

elude: 

pro ided for GA 

ot be trans erred with 
to be trans erred or de 

e documents, at Area Of ice or other 
GAO on-site udit, are art of the 
is Note), ad are to be 
8, Section 3030.3.5. 

ransferred 

s, retained t Agencies may ~e 

SUPPLEMENT l 
43 IlM .3.1 

Perm. 

Trf. to 
FRC after 
.5 yrs.'
provided 
they have 
been audited 
by BIA 
auditors. 

Temp. 

Destroy 
after 3 yrs. 

on-site audit. 

ar accounting 
these are not 

IM material to 
royed as 

29 reserved for future use)(Items '2t -
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JO. 

Jl. 

JJ. 

SUPPLEMENT 1t lTATES DEPARTMENT OF THE Ilr 4:, WI 3.1BUREAU OF nmIAN An.AIM 

UC0RD8 CONTROL SCHEDULE 

DESCRIPTION Cl/ RllCOIU>S 

B. JUDICIAL AND LEnAL ~ORDS 

Legislation Files and Indexes 

These are records containing history of 
ills relating to BIA activities from their 

inception to final passage, including researc 
apers, studies, surveys, and related corre-

spondence. A card index in the Central Offic 
ists actions on each bill. Another index 
ists bills by the Congress and subject. 
• If not duplicated in Central Office 

• If duplicated in Central Office 

Probate Files and Related Indexes 

Case files relating to estates of de­
ceased Indians, containing lists of persons 
eceiving notice of hearings, depositions by 
elatives and friends before examiners, wills, 
otice of hearing to determine heirs or pro­
ate wills, listings and appraisals of inher­
ted interests possessed by the deceased, sum 
ry of family history, order determining 

eirs, examiners• notice of determination to 
eirs, guardianship papers, final settlement, 
nd related correspondence. Index to probate 
ases contains name, allotment number, date o 
eath, date of determination of heirs, and 
ile number. 

Heirship Files 

Proofs of heirship extracted from case 
iles of individual Indians. 

Twenty-Day Case Files 

Records relating to BIA representation o 

jurisdiction, within 20 
ase. 

estricted Indians in matters concerning the 
estates, in State and Federal Courts. In cer 
ain cases BIA has the right to petition for 
ransfer of cases from State to Federal Court 

days after filing of 

Perm.• 
Trf. to 
FRO when 
inactive. 

Temp. 
(See 
Item 5.) 

Perm. 

(Filed
separately, 
or as part 
of allottee 
case files.) 

Perm. 

(Included 
in 
Item Jl.) 

Perm. 

Trf. to 
FRC when 
inactive. 

Perm. 

(See 
Item 1.) 

Perm. 
(Included 
in 
Item 31.) 

Perm. 

(See 
Item 1.) 

Perm. 
Trf. to 
FRC when 
inactive• 

Temp. 

(See 
Item 5.) 

Perm. 

Trf. to 
FRO when 
inactive. 

Perm. 

Trf. to 
FRC when 
inactive. 

Temp. 

Destroy 
5 yrs. 
after ease 
is closed. 
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• 

suPPLEHl:NT 1 
Pol'II 5-1001 \.. . STATES DEPARTMENT OF THE Th. . ., 43 1UI ,.1
Ma3 1%1 BUREAU at INDIAN AFFAIRS 

• 

R!CORJ)S CONTROL SCHEDtlLE 

DESCRIPTION at allCORDS 

Temp. 

Destroy 
20 yrs. 
after case 
is closed. 

Temp. 

Destroy 
after 
5 yrs • 

DICIAL AND LEGAL RIOC:ORDS - Cont' d 

Claims Case Files 

Case files of claims against Government 
an:Ued by administrative hearings conducted 
y BIA examiners. Include such material as 
estimony, affidavits, and related papers per 

taining to various types of claims such as 
damage, land, and trespass. 

Legal Activity Reports to Central Office 

Periodic reports on legal activities. 

Perm. 

(See 
Item 1.) 

Perm. 

(See 
Item 1.) 

(Items 36 - 39 reserved for future use) 



12 

SUPPLEMENT 1
Pon S-1001 m.. JTATES DEPARTMENT OF THE IN'L !+3 UM 3.1
Ma,,?' l,ol 

# 

BURIA.U or nmIAN m A.IRS 

RZCORDS CONTROL SCHEDULE 

1 DESCRIPTION ~ RICORDS 

c. TRIBAL OPERATIONS RmORDS 

The major part of these files result from an 
ct of Congress authorizing tribes to adopt 

constitutions for their self-government and 
atifying charters of incorporation governing 
heir economic affairs. (See Items 20-23 for 
ribal fiscal records.) 

Perm.Perm.*Perm.40 Tribal Customs and History Files 

Trf. to 
ribal customs and history. 

(See Trf. toThese are studies and reports concerning 
FRC whenItem 1.) FRC when 
inactive. 

reports to Central Office. 
inactive.* If not duplicated or summarized in 

Perm.Perm.Perm.41 Treaty Files 

Trf. to 
etween the Government and the various tribes 

(See Trf. toThese are files pertaining to treaties 
FRC when 

inactive. 
Item 1.) FRC when 

inactive. 

Perm.Perm.Perm.•~ Tribal Charters, Constitutions, & By-Laws 

Trf. to {Main record 
ters, constitutions, and by-laws; related 

(SeeIncluded are copies of the tribal char­
FRC when copy.) 

correspondence concerning election procedures 
Item 1.) 

inactive. 
for adoption of these; voting results; peti­
tions for incorporation; and Solicitor's opin­
ions. 

Temp.43 Tribal Group Meetings Files Perm. 

(See Destroy 
ordinances of tribal councils, executive com­

These include minutes, resolutions, and 
Item 1.) after 

mittees, business councils, and similar trib 5 yrs. 
groups; tribal council election files, inclu 
ing lists of members comprising council and 
correspondence re elections; also records of 
meetings held by BIA representatives with 
tribal delegations, including subjects dis­
cussed and conclusions reached. 

Perm.44 Special Tribal Records Perm. 

Trf. to Trf'. to 
correspondence and other records of Indian 

{SeeThese include such files as personal 
Item 1.) FRC after FRC when 

Chiefs, special or other representatives, and 5 yrs. inactive. 
attorneys for tribes. 
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SUPPLEMENT 1 
l'ol"III s-1001 STATES DEPARTMENT OF THE Ir .., 1&M ,.1 
Ma_y l,&l BUREAU or INDIAN AFFAIRS 

ucams CONTROL SCHEDULE 

lf DESCRIPfIOH ~ RIICORDS 

TRIBAL OPERATIONS RID::;ORDS - Cont'd 

Perm. 

These are records concerning projected (See 

Perm.45 Withdrawal Program Files Perm. 

Trf. to 
withdrawal of Federal supervision over trust Item 1.) 

Trf. to 
FRC when FRC when 

property and of other services rendered to inactive. 
Indians. They serve as working tool in draw­
ing up programs; source of information to 
interested parties, and on accomplishments to 
date; and as basis for reporting system. The 
contain ::lrafts and other material on proposed 
legislation concerning the program. 

inactive. 

46 Enrollment Records 

Included are such materials as enrollmen 
olls and books, applications for enrollment 

and tribal citizenship, tribal census records, 
petitions, citizenship record books, general 
dockets for tribal citizenship courts, and 
elated indexes and other material. These 
ecords establish tribal membership insofar a 
ligibility for Federa1 Government land allot 
ents to tribes and individuals are concerned. 

Tribal Census Rolls, Cards, and Books Perm. Perm. 

These list every Indian by tribe, show Trf. to Trf. to 
g name, reservation, agency, sex, degree of FRC when FRC when 

lood, residence, wardship status, and allot- inactive. inactive. 
ent status. 

Birth, Marriage, and Death Records Perm. 

These include copies of birth, mar.., 
iage, and death certificates and report~ and 
egisters of vital statistics. Copies are 
so at hospitals and county courthouses. 

Attorney Contracts Perm. Perm. 
These are contracts between attorneys an Trf. to Trf. to 

ndian tribes for general counsel and claims FRC when FRC when 
rposes (originals of contracts approved inactive. inactive. 

rior to 1962 are in Central Office; later 
riginals are in Area Offices); also related 
orrespondence, including that regarding fees 
nd expenses. 

Items 48 - 49 reserved for future use) 
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Pon 5-1001 l 3TATES DEPARTMENT OF THE n· 
11-., 1'61 BUREA.O O'I DmllN APTlI:lS 

RICCRDS CONTROL SCHEDULE 
lT DESCIUPTION C'II RICORDS 

D. BUILDINGS AND UTn.ITIES RI!X';ORDS 

The records in this group relate to (1) 
design and construction of new buildings and 
utilities (except communication). specificall 
provided for by appropriated ~unds and (2) 
plant management, 1-:hich incl,des construction 
of communications facilities; repair and 
aintenance of buildings and utilities; opera 

tion of physical plant facilities and service 
and major alterations and improvements. Cer­
ain of the records ~ertainins to the respec­
ive Central Office functions are maintained 

'n (1) Branch of Plant Design and Construc­
ion, Albuquerque, and (2) Branch of Plant 
anagement, Denver. 

50. B & U Evaluation Survey Files 

These are data sheets comprising an 
ventory of and containing pertinent informa­

ion on every building and utility of BIA. 
e data sheet and photograph for each build-
g and utility are filed in looseleaf binder. 

ata include such items as type of building, 
gency, dimensions, cubic footage, cost, con­
truction plan number, current evaluation, 
ype of construction, and utilities. Area 
ffice is responsible for maintaining surveys, 

nishing copies to P.D.&C., Albuquerque, 
lant Management, Central Office; and Agencies 
or buildings under their jurisdiction. 

51 Plans, Drawings, and Specifications 

These include original drawings of con­
struction plans on tracing paper or cloth, of 
buildings and utilities; also tracings and 
prints of platsi improvements to buildings, 
building projects; water, sewage, and elec­
trical power distribution systems; and other 
construction projects. 

.&.... 

Perm. 

Perm. 

Perm. 

Perm. 

Trf. to 
FRC after 
buildings 
are de­
stroye9- or 
custody 
transferre 
from BIA. 

SUPPLEMENT l 
..., :tl.M 3.1 

Perm. 

Perm. 

Trf. to 
FRC after 
buildings 
are de­
stroyed or 
custody 
transferred 
from BIA. 

_ _.______________________ _______.________.______ 
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suPPLIXH'!' 1T STATE.S DEPARTMENT OF THE Ir 1+3 WI 3.1BUREAU fl DmllN Kn.A.IRS 

RICCIU)S CONTROL SCHEDULE 
lT DISCRIPTIOH a, RICORDS 

BJILDINGS AND UTILITIES RJroORDS - Cont Id 

52 Project Case Files Temp. Temp. Temp. 

These include cost estimates, specifica­ Destroy Destroy Destroy
tions, shop drawings, blueprints, bids, co~ie 10 yrs. 5 yrs. 5 yrs.
of contracts, construction reports, and re­ after ter­ after ter­ after ter­
lated correspon~ence and other material per­ mination mination mination 
taining to construction, major alterations of project of project of project.
and improvements, and/or repair and mainte-
nance of buildings and utilities such as radi 
communications, heating, electric, water, and 
sewage systems. The papers are filed by 
project number or Plant Management order 
number. 

Temp.Temp.Pole and Land-Line Case Files53 
Destroy 

struction and maintenance of communication 
Destroy 5These are records relating to the con­
yrs. after after 

les and land-line facilities, including sue relocation telephone 
information on telephone lines as pole number; or removal lines are 
lotting; span; length and class; kind; and of poles & destroyed. 
ate set, reinforced, and removed. facilities, 

or 2 yrs. 
after 
agency is 
terminated. 

54. Construction Contra.ct Files Temp. 

These include nonrecord copies of materi- Destroy 
which is in the construction project files upon 

d copies of correspondence between the Cen- terminatio 
ral Office and Area and field offices relat- of the 
ng to construction matters. These files project. 
ere created solely as a convenience in expe-
iting the various projects, and have no valu 
nee the project is termin~ted, nor do they 
ontain any record material not already in the 
onstruction project files. 

Temp.55. AIA American Institute of Architects File Temp. Temp. 

Destroy Destroy
when 

These are reference files, including Destroy 
when 

superseded
catalogs, publications, plans, and other when 

superseded supersededconstruction data, most of which are nonrecor •or or or 
obsolete. obsolete. obsolete. 

https://Contra.ct
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SUPPLD£HT 1 
Pol"II 5-1001 m l'ATES DEPARTMENT OF THE INT" .. , Wt ,.1
!11\11'61 BUREltJ r, DmtlN AnlIM 

uoams CONTROL SCHEDULE 

DESCRIPTION C, RICORDS 

DINGS AND UTILITIES ~ORDS - Cont'd 

Civilian Conservation Corps Project Files 

These are case files on CCC projects sue 
construction of roads and dams, and drill­ FRC when 

g of wells. They are used to obtain infor­ inactive. 
ation as to easements and permits. 

57. Construction Project Status Reports Perm. 

Monthly report to Central Office for 
each agency. 

.58. Other B & U Records and Reports Perm. 

These are records and reports not other-

Perm. 

Trf. to FR Trf. to FRC 
se covered in this Schedule. when after 5 -yrs. 

inactive. 

Quarters Evaluation Reports Temp.59. Temp. 
These are surveys and appraisals made Destroy ol Destroy old 

very three years (o~ Form 5-1151, 5-1152, or reports 

Tenip.• 

Destroy 
after 
5 -yrs • 

Perm. 

Temp. 

Destroy al 

Perm. 

Trf. to 

except cur­ report 6 
uivalent) to establish a basis for rental after new rent and months after 

ates for Federally-owned facilities occupied ones are next pre­ quarters are 
y BIA employees in the field. Information received. ceding re-evaluated. 

• eludes description and location of quarters reports.
devaluation data. 

60. Quarters Assignment Files Temp. Temp. 

These contain information on quarters, Destroy 2 Destroy 6 
·-:: as approved schedule of deductions, -yrs. after mo. after 

"signments to such quarters, vouchers and new deduc­ tenant 
equisitions for property, and current tions are vacates 
eceipted inventories of quarters. placed in quarters. 

effect. 

(Items 61 - 69 reserved for future use) 
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SUPPLIX!ff 1 
Pol'm 5·1001 . \.....Tl!..u ST.ATES DEPARTMENT OF THE I1,_ ...ru.vrl. 43 WI 3.1 
May l"l BUREAU or INDllN An.AN 

RECCIU>S CONTROL SOHBDUL!! 
lT OESCRIHIOII ~ RICOBJ)S 

E. COMMUNITY SERVICES RECORDS 

EDUCATION RECORDS 

School Program Files 

These include correspondence and related 
terial pertaining to administration of the 

BIA school program, documenting its policies, 
procedures, and objectives. 

School History Card Folders 

These give the school name, location, 
limate conditions, size of school reserva­

tion. date and authority school reservation 
established, drainage and irrigation features 
in vicinity, date school established, present 
status, number of employees, narrative histor 
of schpol, listing of buildings, legal descri 
ion and ownership of land, and related cor­
espondence concerning school's history. 

'71 

Student Awlication File 

This file contains applications for en­
ollment at schools, notice of approval of 
pplication, copies of scholastic reports, an 
elated correspondence. Student's record is 
t school. 

Student Case Files 

These are case files of student records 
eluding such material and forms as applica­

ions for and notifications of admission, 
ades, medical certificate, enrollment and 

ttendanee record, applicant's program for ex­
nditure of tribal benefit funds, permanent 

school census card, classification test, voca­
ional information, and related eorrespondenc. 

!!Q11: If permanent school census cards are 
intainod-in a separate group, rather than in 
udent foi~ers, the same retention instruc­

ions apply. 

Perm•. 

(See 

Perm. Perm. 

Trf. to 
Item 1.) 

Trf. to 
FRC. wh,en FRO when 
inactive. inactive. 

Perm. 

Temp. 

Destroy 
after 
2 yrs. 

Perm. 

Trf. to FRO 
10 yrs. 
after stu­
dent grad­
uates or 
leaves 
school. 
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SUPPLEl£1ff l 
Pol'II S-1001 • U;....fED STATES DEPARTMENT 0, THE IN. ....tiIOR .. , I1K ,.1
Ml,11,01 BUREAU C, nmw AnAns 

UC~ CONTROL SCHEDULE 
lT DISCRlPfIOll C, RICORDS 

COMMUNITY.SERVICES REX:::ORDS 

EDOCATION - Cont'd 

74 Student Family Case Files 

These are individual family folders used 
to assist the school staff in such problems a 
relating students• problems to home condition. 
a. Families with problems of particular Perm.. 

sociological interest. Trf. to FRC 
when inactive. 

b. All others Temp. 
Destroy after 
no children 
of the family 
attend school 
or are eligi­
ble to attend. 

•"'5 Material Dl.plicating Student Case Files Temp. 
These are separate files including such 

; 

Destroy after 
terial as duplicate school census card f'ile 2 yrs.

and enrollment and attendance records, which 
e duplicated in student$• case .files. 

Education Loan and Grant Case Files Temp. Temp. 
These are loan and grant case files for Destroy 2 Destroy 5 yrs.

cholarship aid including such material as yrs. after after loan is 
pplication ror loan or grant, copy or loan settlement repaid or 
greement, loan recommendation, borrower's or cancel­ otherwise 
cholastic progress, receipts of payment, and lation of settled. 
elated card records and correspondence. loan. 

77. Education Loan Record File Temp. 
These are records of' delinquent loans. Destroy 

after 
clearance 
of delin­
quency. 

Temp. 

These are .fiscal files of student organi 

78 student Activity Account Files 
Destroy 2 yrs. 

zations and activities and include invoices, after audit. 
canceled checks, bank statements, and copies 
of' deposit slips. 

Re1~~se 43-120, 8-7-63 
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Pol'II 5-1001 tJl .m STATES DEPARTMENT or THE m r<Jt 
x..,. 1,s1 BUREAU c, INDUH AffAIRS 

RICCIU>S CONTROL SOHEDUI.lt 
,-. No. 19 

l!!" DESCRD'fION a, RIOORJ)S ·---- ....... 
COMMUNITY SER.VICES RFiCORDS 

EDUCATION - Cont1 d 

79, Education Contract Files Perm. Temp. 

These are Education copies of contracts 
with States concerning the education of 
Indians in public schools, and related mater­
ial. (Main record copies are in Area Finance 
offices.) 

(See 
Item 1.) 

Destroy 
5 yrs. 
after com-
pletion ·or 
contract. 

80 Federal Education Aid Fund Records 
a. Applications for Federal Funds --- Temp. Temp. 

These are copies of Area Office sum­ Destroy Destroy 
mary applications to Central Office for after 2 after 5 
approval of Federal funds for aid to public fiscal yrs. fiscal yrs. 
schools attended by Indian children, and seP­
arately filed basic and detailed applications 
from the school districts to the Area Office. 

b. Federal Contribution Records Temp. 
These include such material as school Destroy 

enrichment records and final report of after 5 
expenditures. (These records have been super,~ fiscal yrs. 
seded by those described in Item 79.) 

Temp. 

Data are Slll'lllDarized in periodic school 

81 School Census Cards 

Destroy after 
census reports to Area and Central Offices. supersede.d by 
(These are not the permanent school census new census. 
cards - see Item 73.) 

82 Daily and Monthly Attendance Records Tamp. 

These do not include attendance records Destroy 1 
and reports in students• case files. school yr. 

after end or 
current 
school yr. 

83 Annual School Census and Attendance Reports Perm. Temp. Temp. 
Attendance reports (Form 5-246 or equiv~ (See Destroy Destroy 

lent) show school, location, type of enroll­ Item 1.) after after 
ment, attendance, and age and grade break­ 5 yrs. 5 yrs. 
downs. Annual school census (Form 5-255 or 
equivalent) from each agency show number of 
children by age and sex enrolled in the 
various types of schools. 

https://SOHEDUI.lt
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84. 

86. 

UN: D STATES DEPARTMENT OF THE INT OR 
BUREAU OF INDIAN APTAJ:tS 

uoams CONTROL SCHEDtJLE 

(See also Item 8.) 
OTE: If the requirements of the Federal Rec­
rds Act of 1950, S~c. 507(a)(2) are met, 
hese files ma.y be transferred to public or 
ducational institutions or associations for 
reservation, instead of to FRC's. 

Publications Material 

A complete set of publications printed b 
e Indian print shops in the field and of the 

ewsletter "Indian Education" distributed to 
ducators are included in this material. 

DESCRIPTION ~ RECOIUIS 

OMMU!UTY SERVICES RID::ORDS 

fflJCATION - Cont• d 

Periodic Educational Reports 

These are (a) day and boarding school 
eports and related correspondence, including 
eekly and quarterly activity reports, teach­
rs' summaries of health record, monthly prog 
ess reports, monthly school census reports, 
nd annual school reports summarizing informa­
ion in reports not going beyond the agency o 
ther field office level; and (b) Area Office 
eports to the Central Office, and other re­
orts containing such information as type of 
chool, location, and number of enrollees. 

Special Educational Surveys and Reports 

• Copies of surveys sent to Central Office 
in summary or detailed form. 

. Surveys and special reports not sent to 
Central Office, or not otherwise covered 
in this Schedule. 

School Publication Files 

This is a record set of school bulletins,, 
chool newspapers, and examples of pamphlets 
repared and issued by schools in the Area. 

SUPPLIXNT 1 
43 UM ,.1 

Temp. 

Destroy 
after 
5 yrs. 

Temp. 

Destroy 
after 5 yrs. 

Perm.. 

Trf. to 
FRC afier 
inactive. 

Temp. 

Destroy 
after 
5 yrs. 

Perm. Temp• 

(See Def!troy 
Item :!.. ) after 5 yr 

Perm. • 

Trf. to 
FRC after 
inactive. 

Pem. 

Trf. to 
FRC after 
5 yrs. 
(See NOTE) 

Perm. 



SUPPLEMENT 1t 1'ED STATE.S DEPARTMENT OF THE r RIM '+3 Wt ,.1BUREAU or INDUN .AFFAIRS 

RECORDS CONTROL SCHEDUL! 21 
l DESCRIPTION ~ RICORDS 

88 

89. 

I 

90. 

92. 

COMMUNITY SERVICES REX::ORDS 

EDUCATION - Cont'd 

Manuscripts 
These include manuscripts printed by the 

Indian print shops and some unpublished manu­
scripts dealing with Indian education. 

a. Published Temp. 

Destroy 1 
yr. after 
publicatio . 

. Unpublished Perm. 

Perm. 

These are copies of contracts with VA, 

Veterans Administration Contracts 

Trf. to FRC 
containing basic requirements of instruction, after VA 
uition, and similar info.cmation. training pro­

gram is 
terminated. 

Veterans' Training Case Files Perm. 

These include such material as classroom Trf. to FRC 
attendance; authorization of training and after VA 
subsistence allowance; annual inventory of training pro­
ivestock, marketing, and grain; application gram is 
or course of institutional on-farm training; terminated. 

declaration as to marital status; report of 
• come; plot record of farm; and veteran farm 
raining record. 

Fiscal Reports to Veterans Administration Temp. 

These include reports containing informa Destroy 
ion on value of supplies, books, and maga- after 

zines furnished, and on personal service cost 2 yrs. 
such as mileage and salaries. 

Adult Education Program files Perm. Perm. Perm. 

These records pertain to the BIA program (See Trf. to Trf. to 
f education for adult Indians on the reserva­ Item 1.) FRC when FRC when 
ions, and include such material as monthly inactive. inactive. 
and annual reports, records on individual 
students and group projects, and related 
correspondence. 

(Items 93 - 99 reserved for future use) 



Pol'II 5-1001 t' '.'ED STATES DEPARTMENT OF THE D UOR 
lla,,y l~l BtJRIJ.tJ a, IN!>UN APT.A.IRS 

100. 

~~ientation, housing, etc.), employment refer-
, and placement records, and reports on 

...·ogress. 

101. Inquiries and Applications 

These are inquiries not resulting in 
pplications, and applications not resulting 

scheduling for direct employment or train-

102 Financial Assistance Grant Records 

These are unit ledger sheets and control 
egisters documenting allotments, commitments, 

and disbursements of funds granted to Indians 
ho are provided direct employment service 

d adult vocational training. 

103. Reports on Employment Assistance 

These include periodic (monthly, quar­
·erly, semi-annual, and annual) and special 
ar~ative and statistical reports showing 
rogram plans, objectives, activities, and 
rogress. 

104 State :Einployment Service Reports 

These are reports received from State 
ployment Service offices covering individu 

ndian applications and extent of clearance 
ctivity. They include such information as 
ame, address, reservation, and occupational 
itle and code, number of referrals, and 
otal number placed. 

(See NOTE on next page) 

JllC(JU)S CONTROL SCHEDULE 

DESCRIPl'IOH C, RICORDS 

OMMUNITY SERVICES REX:::OROS - Cont'd 

EMPLOYMEMT ASSISTANCE RECORDS 

Employment Assistance Case Files 

These are case files, and related indexe. 

r 

or individual Indians who are given assistanc 
connection with direct employment service 
adult vocational training. They include 

ch material as applications for assistance; 
eparture and arrival schedules; records docu­
enting financial assistance; training plans, 
bjectives, and courses pursued; contact 
heets recording counseling and guidance ser­
ice provided (which includes community living 

Perm.. 

Trf. to 
FRC .5 yrs. 
aft~r t,hey 
become 
inactive. 

Temp. 

Destroy 
after 
2 yrs. 

Perm. 

Trf. to 
FRC after 
5 yrs. 

Perm. 

Break file 
every 5 yr every 5 
and Tr£. t and Trf. t 
FRC 2 yrs. FRC 2 yrs. 
later. later. 

Perm. 

Temp. 

Destroy 
after 
2 yrs. 

Perm. 

Trf. to 
FRC 5 yrs. 
after they 
become 
inactive. 

Temp. 

Destroy 
after 
2 yrs. 

Perm. 

Trf. to 
FRC after 
5 yrs. 

Perm.. 

Break files 
every .5 yrs. 
and Trf. to 
FRC 2 yrs. 
later. 

Temp. 

Destroy 
after 
2 yrs. 

https://BtJRIJ.tJ
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uoams CONTROL SCHEDtJLE . 
Dft TnTI nm INSTROOTio»clTEl' DESCJUPTION C1I UCORDS ,. __..,....,, orr1.. a..... urrioa • -·-"'' 

COMMtP.UTY SERVICES RECORDS 

EMPLCYHE:!T ASSISTMJCE - Cont• d 

-NOTE: A supplemental Records Retention and 
Disposal Schedule has been developed and fur-
nished the Field 'Smoloyment Assistance 
Offices, covering specifically all of their .~ecords (ad:ninistrative as well as program), 
!keyed in with the file code numbers. Those 
offices have been authorized to use the 
!Central Office filing code rather than the 
Field Office system . 

. 

(Items 105 - 109 reserved tor future use) 



• 

ourts belong to the Tribe and are not covere 
y this Schedule.) 

Jon ;-1001 
Mq 1%1 

UN J) STATES DEPARTMENT OF THE IN'I ~OR 
BUREAU (I nmw KITA.IRS 

ucams CONTROL SCHEI>ULE 
l DISCRIPUON r:11 RICORDS 

COMMUNITY SERVICES RECORDS - Cont'd 

LAW ENFORCEMENT RECORDS 

UO Law Enforcement Case Files & Related Indexe 

These are case reports prepared by law 
enforcement officers involving all types of 
police cases such as murder, suicide, and 
iquor violations. They include full informa 

tion on cases such as statements of witnesses, 
statutes involved, place and nature of offens, 
evidence seized, photographs, and final dis­

sition report. Other record copies are in 
.s. Attorney's office, and in some instances 

·n the Central Office. Proceedings of any 
ases brought to court for trial are in rele­
ant court records. 

lll. Indian Court Records 

These are records of Courts of Indian 
ffenses, under 25 CFR 11. (Records of Trib 

112. Law and Order Reports 

Perm. 

(See 
Item 1.) 

Temp. 

These are periodic reports of the law an Destroy 
after 

SUPPLIXNT 1 
a.3 WI 3.1 

rder officers in the field, including police 
d special officers: and periodic statistical 3 yrs. 
d other reports by Area Offices to Central 

ffice containing such information, by agency 
r installation, as number of Indian court 
ivil and criminal cases; number and type of 
ffenses; number arrested, convicted, or other 
ise disposed of, and penalties imposed. 

llJ. Traders' License Files 

These are case files on individual 
raders including such material as applica­
ions, bond forms, copies of licenses, and 
elated correspondence. (They are no longer 
orwarded to the Central Office.) 

Perm. 
(See 
Item 1.) 

Temp. 

Destroy 
after 
5 yrfJ. 

Temp. 

Destroy 
after 
5 yrs. 

Perm. 

Trf. to 
5 yrs. 
after case 
becomes 
inactive. 

Perm. 

Trf. to FRC 
5 yrs. after 
case is 
closed. 

Perm. 

Perm. 

Trf. to FRC 
after 5 yrs. 

Perm. 

Trf. to FRC 
5 yrs. 
after case 
becomes 
inactive. 

(Items ll4 - ll9 reserved for future use) 
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SUPPLEMENT 1 
Pol'II 5-1001 TED STATES DEPARTMENT OF THE I 'RIM a.3 Wl 3.1 
Ma.,y 1,01 BUREAU OF INl>IlN APTAIM 

ucams CONTROL SCHEI)Ul.E 
,-. No. 25 

U'EI!.... DESCRIHION rl aJ:CORl)S 

COMMUNITY SERVICES RE::ORDS - Cont'd 

WELFARE RE::ORDS 

120 General ~velfare Files Perm. Perm. 

These are records concerning welfare 
activities involving Indians, including 
assistance to groups or tribes, documenting 
such assistance over a period of time. In­
cluded are correspondence, special studies, 
an1 related material. 

(See 
Item 1.) 

Trf. to 
FRC after 
5 .yrs. 

Trf. to 
FRC after 
5 yrs. 

121 1:Jelfare Case Files Perm. Perm. 

These are case files and related card 
files giving history of social services and 
direct assistance to individual Indians. 
Case files include such material as family 
histories, a report on each contact, and cor­
respondence regarding eligibility and assist­
ance given. Separate card files include a 
card for each individual giving such informa­
tion as name, address, and type of service 
and assistance given. Such files are main­
tained in Area Offices having case workers 
directly attached; otherwise they are at the 
agency or subagency. 

Trf. 
inactive 
files to 
FRC 5 yrs. 
after case 
is closed. 

Trf. 
inactive 
files to 
FRC 5 yrs. 
after case 
is closed. 

122, Rehabilitation Project Files Temp. 

These are records relating to discon­
tinued programs for providing such material 
aids to individual Indians as poultry sheds, 
wells, etc. 

Destroy ·5 yrs. 
after close 
of project. 

123, Work Relief Time Sheets Temp. 

These are time sheets on work performed 
in return for assistance received. Informa­
tion is posted in case files. 

Destroy after 
1 fiscal yr. 



124 

t :ED STATF.s DEPARTMENT OF THE D UC!t 
BUREAU <Z INDIAN AnAI.'\S 

R.BCCIU>S CONTROL SCHEDU'LE 

lT DESCRIPTION CII RllCORDS 

~am. '!he reports are of value in showing 
1the problems, what has been done for Indians 
from a welfare standpoint, and what remains 

o be done. They are also used to justify 
udget requests, and are of value in drawing 
p future programs. 

. Annual, Quarterly, and Monthly Reports 

Inspection Reports 

(By Area staff officers on welfare 
ctivities at field installations, including 

such information as purpose of visit, problem 
ncountered, assistance rendered, and recom­
endations.) 

• Special Renorts 

. All other Reports 

SDPPLIXHT 1 
.., l&K 3.1 

Perm. 

Trf. to FRC 
after 
5 yrs. 

Perm. 

Trf. to FRC 
when 
inactive . 

Temp. 

Destroy after 
1 fiscal yr. 

COMMUNITY SERVICES REX::ORDS 
WELFARE - Cont'd 

Welfare Reports 

These are periodic and special reports 
on various aspects of welfare activity giving 
high-lights of field work, in narrative and 
statistical form. They also contain general 
information on status of Indians, their re­
lationship with the States, what services are 
available to them, and the growth of the pro­

Perm. 

M. to FRC 
when 
inactive. 

Perm. 

Trf. to FR 
when 
inactive. 

Pern. 

Trf. to 

Perm. 

Trf. to 
after 
5 yrs. 

Perm. 

Trf. torn 
when 
inactive. 

Perm. 

Trf. to 
when 
inactive. 

Perm. 

Trf. to FR 

__.______________________._________________(Items 125 - 129 reserved for future use) ..-
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SUPPLEMENT 1 
Pol'II 5-1001 tr' ED STATF.S DEPARTMENT OF THE IN .IOR .., 1.1.M ,.1 
Ma.rl~l BUREAU o, I?mllN AJTAIRS 

DESCRIPTION a, Rll:ORJ>S 

co1:rnmITY s:mVICES RECORDS - Cont'd 

HEALTH R:!il:ORDS 

NOTE: Items 130-133 cover records concerning 
health services to Indians, other than those 
in current Welfare activity files. Although
health services have been provided by the 
Public Health Service of the Department of 
Health, Education, and Welfare since 1955, 
these Items are included for reference and 
ecause such records may still be found at 

some field offices. Any of these records in 
rhich PHS is interested should be transferred 
to that Service, instead of being destroyed o 
transferred to a Federal Records Center. 

130. Nedical Contract Files 

These are copies of contracts for health 
servioes to Indians under various Acts of Con 
grP-ss, with individual doctors and with pri­
ate, local, and State hospitals for general 
ospital care; also related correspondence. 

Original contract was in Area Office fiscal 
files. 

131. Re orts - Hedical Dental Nursin & Healt 

• Annual Reports 

• Other Periodic Refrts (and related 
correspondence 

c. Inspection Reports - Medical & Sanitary 

• Special Health Surveys 

e. Other Non-Periodic or S ecial Re rts 
not otherwise covered in this Item) 

Perm. 

Perm. 

Trf. to FR 

Temp. 
Destroy 
after 
2 yrs. 

Perm. 

Trf. to F 

Temp. 

Destroy 
l yr. afte 
completion 
of contrac. 

Perm. Perm. 

Trf. to FR Trf. to FRC 

Temp. Temp. 
Destroy Destroy 
after after 
5 yrs. l½ yrs. 

Temp. 

Destroy 
after 
J yrs • 

Perm. 
Trf. to FRC. 
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SUPPLIXNT 1 
Pon 5-1001 tr "Im STATES DEPARTMENT OF THE IN .ICR 43 WI ,.1
Ma.1' 1%1 BUR!AU r.8 IHDI.lN AJTAIRS 

R!:OatDS CONTROL SCHEDUI..E 
1 1)1:SCRIPflON a, R!CORl)S 

COMMUNITY SERVIC 35 RID:ORDS 

HEALTH - Cont• d 

132 Student (Cadet) Nurse Training Case Files 

These files contain applications, certif 
icates, and records of student nurses during 
raining. 

133. Individual Medical Records 

Included are such records as: 
n-Patient Case Files and related Data, 

Indexes, Registers, and Journals; 
t-Patient Records; 
pils' Health Case Files; 
ntal Examination Card Files; 

ield Nurse Case Files and Related Records; 
-ay Files; 
. :;logical and Immunization Files; 

,. ispensary or Ward Narcotic Files. 

.' 

Temp. 

Destroy 
after 
1 yr. 

Perm. 

Trf. to FRC 

Temp. 

Destroy 
after 
10 yrs. 

Items l'.34 - 139 reserved for future use) 
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POl'II 5-1001 ~ TED STATES DEPARTMENT OF' THE r RIOR. a., WI ,.1 
Ma.,' 1'61 BUREAU r, INDIAN DTAIRS 

ucams CONTROL SCHEDULE 
lT DESClUPfl'.011 f» RD:ORl>S 

RESOURCES RJOC:ORDS - Cont'd 

CREDIT R.EX:::OROS 

140 Loan Contract Files and Related Recoris 

These files contain loan agreements and 
supporting docu.~ents, including modifications 
and other actions, maae between U.S. and 
Indian organizations or individuals, and be­
tween Indian organizations and their members 
under ~IA's revolving credit program and old 
credit programs in process of liquidation 
(so-called reimbursable and repayment cattle) 
Original loan agreements by U.S. are filed 
for on-site audit by GAO at respective BIA 
accounting offices. Case files at Area and 
field offices also may contain correspondence 
Related card records, use of which is option­
al, contain pertinent data on purpose, terms, 
advances, and repayments on each loan. On 
loans by U.S., original and copy of files are 
maintained at Central Office relative to 
Cherokee and Seminole Agencies. and at Area 
Offices relative to agencies under their juri -
diction except where Superintendent has final 
approval authority. 

.) 

a. Ori al a eements b U.s. under revolv­ Perm. Perm. Perm. 
ing credit program See explanation above; (Seetransfer to FRC according to GAO instruc­ Item 1.)tions.) 

• Card records and other files Perm. Temp. Temp. 

(Some are Destroy 7 Destroy 5 
under yrs. after yrs. after 
Item 1.) loan paid, loan paid, 

cancelled, cancelled, 
or other­ or other­
wise dis- wise dis­
posed of. posed of'. 

141 Schedules of Loan Collections Temp. 

These are listings of payments on variou Destroy 
cans. Information is used for posting on th upon ter­
oan cards and for other credit purposes. mination 
though payments are recorded on cards, thes of credit 

schedules would be referrec to in case of program.
uestions. 

e, l 71 



suPPLEPl:lff 1 
PO'l'la S-1001 , \ !'ED STATE.S DEPARTMENT OF THE D .RIOR lt,3 WI 3.1 
Mq l,&l BUlW.tJ <:I INDIAN Kl'FAN 

ucams CONTROL SCHEDtl'LE 
Pan No. JO 

Dl'DTn!I ·- TNi- l'RtJC'PTnl8:DESCJllPTION fl RICORDS "'----., orr1--

RESOURCES REX:;ORDS 

CREDIT - Cont'd 

Temp. 

These are records of purchase of stock 

142 Stock Purchase Records 
Destroy '.3 

in various Indian associations by individuals yrs. after 
disposal
of.stock. 

Temp. 

These are periodic reports and related 

Perm. Temp.Reports on Credit Operations14'.3 
Destroy Destroy 

correspondence on various aspects of credit 
(See 
Item 1.) after after 

operations, including: (a) annual report on 10 yrs. 5 yrs. 
revolving cattle pool; (b) annual (formerly 
quarterly) report of delinquent borrowers; 
(c) report of reimbursable collections and 
adjustments and summary of fiscal year trans­
actions; (d) annual credit report including 
such attachments as balance sheet, profit and 
loss statement, reconciliation sheet, and 
individual statements of loan delinquencies 
and loans in process of liquidation. 

Temp. 

Destroy 

Temp.Temp.a. Work Papers for Reports 
Destroy 

after 1 yr 
Destroy 
after 1 yr after l yr. 

Temp. 
Operations 

144 Area Office Reports on Agency Credit Perm. 

(See Destroy 
( This report is no longer prepared. ~e. Item 1.) after 

summaries of agency reports are covered in 5 yrs. 
Item 14'.3.) 

145 Audit Reports on Credit Operations Temp.Perm. Temp. 

These are reports prepared by 3IA (See Destroy Destroy 
auditors or by public accountants on credit Item 1.) after after 
operations, and related correspondence. 5 yrs. 5 ·yrs. 

146 other Credit Reco~ds and Reoorts (not Perm. Perm. 
otherwise covered in this Schedule) 

Perm. 

Trf. to(See Trf. to 
Item 1.) FRC after FRC after 

3 yrs. 5 yrs. 

(Items 147 - 149 reserved for future use) 
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suPPLDEiff 1U ED STATE.S DEPARTMENT OF THE IN .ICit lt3 WI ,.1
BUREAU a, DmllH AJT.A.I:tS 

lT DESCRIP1'10N Cl RECORDS 

RESOURCES RECORDS - Cont'd 

EXTENSION R:OCORDS 

Items 150-153 cover periodic and other report 
prepared or received by BIA offices, contain­
ing narrative, statistical, and photographic 
data on various aspects of agricultural and 
home extension operations. The reports give 
information on program objectives, procedures 
and accomplishments, and are used for histori 
cal reference and in answering inquiries abou 
agricultural pursuits among Indians. 

Annual Extension Reports 

a. By BIA and State Extension Agents Perm. 

Annual programs of work and narrative (Prior to 
reports by these Agents for 1961 and later 1961.) 
are retained at Area Offices. Prior to that 
they were forwarded to Central Office. 

b. By Area Offices Perm. 

These include such reports as: (1) the Trf. to 
Extension activity portion of the annual , FRC when 
Branch of Land Operations Report, summarizing inactive. 
activities and accomplishments, and incor-
porating data from the BIA and State Extensio 
Agents' annual reports; and (2) annual 
consolidation of statistical data from these 
Agents' monthly reports, prepared at the end 
of the calendar year and forwarded to the 
Central Office. 

Perm. 

(1961 and 
later) Trf. 
to FRC 
after 5 yrs 

Temp. 
(Prior to 
1961)
Destroy
after 
10 yrs. 

Temp. 

Destroy 
after 
5 yrs. 

Temp. 

Destroy 
after 
5 yrs. 



---

1m ·-

151 

152 

• 

153 

154. 

SUPPLE.HEN'!' 1m. .ID STATES DEPARTMENT OF THE IN'l. LOR 
BUREAU a, INDIAN AF.FAN 

RICCIU>S CONTROL SCHEDULE 

DESCRIPTlOH a, Rf.CORDS 

RESOURCES REX;ORDS 

EXTENSION - Cont'd 

Monthly Extension Reports 

a. By BIA and State Extension A~ents 
These reports, beginning with January, 

1961, are retained at Area Offices, and sum-
marized as described in Item 150 £• 

b. By Others 

These include all monthly reports 
except those prepared by BIA and State Ex:ten-
sion Agents. 

All Other Extension Reports 

These include periodic reports other 
than annual or monthly, and all special 
reports and surveys of Extension activities• 

Work Papers 

These include drafts of reports, and 
papers used in their preparation, such as 
(at Agencies) individual livestock records 
not forwarded with the reports. 

Other Extension Records (not otherwise 

covered in this Schedule) 

(Items 155 - 159 reserved for future use) 

11 ------., orr1 .... 

Perm. 

(See
Item 1.) 

Perm. 

(See 
Item 1.) 

Temp. 

Destroy 
after 
1 yr. 

Perm. 

Trf. to 
FRC when 
inactive. 

.., W! ,.1 

PIWI Ho. 12 
Dl'IITn11 um IHSTI\UC'l'U'"1" 

a ....... Of'r•...., 

Temp. 
Destroy -
after 
2 yrs. 

Temp. 

Destroy
after 
5 yrs. 

Temp. 

Destroy
after 10 
yrs., if 
duplicated 
in c.o.; 
otherwise: 

~-
Trf. to FRC 
when 
inactive. 

Temp. 

Destroy 
after 
1 yr. 

Perm. 

Trf. to 
FRC after 
3 yrs. 

A ~-- a.♦ a 

Temp. 

Destroy 
after 
5 yrs. 

Temp. 

Destroy
after 
5 yrs. 

Temp. 

Destroy 
after 5 
yrs., if 
duplicated 
in Area or 
c.o.; 
otherwise: 

~-
Trf. to FRC 
when 
inactive. 

Temp. 

Destroy 
after 
1 yr. 

Perm. 
Trf. to 
FRC after 
3 yrs. 
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Pol'II 5·1001 "TED STATE.S DEPARTMEN'l' OF THE I :RIOR 4.3 11M ,.1
&., 1,01 BUREAU a, INDIAN AFFAIRS 

uoams CONTROL SCHEDULE 
DftTnYI .um INS l'II.OO•Tl\l,IC,lTE!! DESCRIPTION a, RD:ORDS "----,,1 urr1.. •-•• orrl.AA •-••-· •••·-

RESOURCES RECORDS - Cont'd 

FORESTRY RECORDS 

oerm. Perm.160, Timber Sale Contracts Perm. 

Trf. to FR(These records concern commercial cutting (See Trf. to FRC 
operations and include the Forestry activity Item 1.) 10 yrs. 10 yrs. 
copies of contracts together with relatec after-com­ after com­
correspondence, sales plans, and other docu­ pletion of pletion of 
ments attached to and forming a part of the contract contract 
contracts. Included are the following num­ or litiga­ or litiga­
bered forms (or their equivalents): Contract· tion, tion, 
5-481, 5-487, 5-489, 5-489a, 5-611, 5-611A, whichever whichever 
5-612; contract provisions and regulations is later. is later. 
5-612 (formerly 5-502); proposal 5-499; 
bond 5-483; power of attorney 5-491; certifi­
cate of completion 5-500a. (A copy of each 
contract is also prepared for 3AO, and 
retained according to GAO instructions.) 

161, Records Supporting Timber Sale Contracts 
• 

Records described in this Item support 
the timber sale contracts, but are maintained 
separately from them. 

a. Timber Sale Data Perm. Temp. Temp. 

These cards (Form 5-48?a) give an Use and Use and 
abstracted history of timber cutting, and are dispositior disposition 
Used for quick reference concerning timber optional. optional. 
contracts, from which data are taken. Data 
include reservation, purchaser, seller, con­
tract number, amount of bond, information on 
bids, volu..-nes and rates of timber cut, amounts 
received, an1 stumpage data which is adjusted 
as changes occur. 

10. Scale Reuort Perm. 

This 10-day report (on Form 5-473, or Same as 
equivalent - formerly 5-496) is prepared and Item 160. 
retained at Agencies. 
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SUPPLE!EN! 1t .'ED STATE.S DEPARTMENT OF THE D. .UOR a., 11.M ,.1
BUREAU 0, DmWf .APTAI.'\S 

IT DESCRIPTION ~ RICOIU)S 

RESOURCES RID:ORDS 

FORESTRY - Cont'd 

Records Supporting Timber Sale 
Contracts - Cont'd 

Pern. 

This report (on Form 5-486, or equiva­

Perm. P.el"IT!.c. Monthly Report of Timber Cut 

Trf. to Trf. to Trf. to 
lent) summarizes the Scale Reports, giving FRC 3 yrs. FRC 5 yrs. FRC 10 yrs. 
monthly cut and cumulative total for each after after com- after com-
contractor, and is used as a check on the becoming pletion of pletion of 
cutter's compliance with the terms of his inactive. contract o contract or 
contract. litigation, litigation, 

whichever whichever 
is later. is later. 

d. Check Scale Renort Perm. Perm. Perm. 

This report (on Form 5-486c, or equiva (See Same as Sarne as 
lent) is prepared at Agencies monthly, with a Item 1.) c above. C above. 
annual summary, to check the work of scalers 
and certify its accuracy. 

Perm.e. Timber Sales Ledgers 

These Timber Honev Record and Timber 
Scale Record sheets are ~aintained in two 
ledgers - by Controlling Account (on Form 
5-503), and by Scaling Unit (on Form 5-504), 
to summarize all timber sale transactions. 
alue and volume of timber cut, by ownership, 

is shown for each contract. 

Perm.f. Log Scale Books 

These are records of amount of timber Trf. to 
removed from each tribal section or allotment ?RC with 

related 
other records (see£,£, 1, and~ above). 
of each logging unit. Data are su.m.~arized in 

contracts 
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162. 

contracts. Data are summarized in Agency and 

163. 

RESOURCES RZCORDS 

FORESTRY·- Cont'd 

Ti~ber Cutting Permits (except ~herokee, 
North Carolina) 

These are special permits, not formal 

rea forest roanagement reports. Included are 
!1e numbered forms indicate::i (or their equiva­
ents), with related correspondence and other 
ecords: 

Special Allotment Cutting Permits 

(Form 5-613) 

• Timber Cutting Permits 

(Fems 5-924, 5-924a) 

Timber Management Plans 

These are overall plans for the conserva-
. and utilization of forests under juris­

-~tion of BIA. They are revised periodicall 
o show volume of timber growth, potentials • 
nder different forms of management, and 
lowable annual cut under sustained yield 

anagement. 

Timber Resource Data 

This fom (5-482, or equivalent) for­
merly served as a worksheet for, and was 
summarized in, revisions of the Timber 
i1anagement Plans (now obsolete). 

Perm. 

(See 
Item 1.) 

Perm. 

(See 
Item 1.) 

Temp. 

Destroy 
when 

Temp. 

Destroy 
5 yrs. 
after com­
pletion of 
permit or 
litigation, 
whichever 
is later. 

Trf. to 
FRC when 
inactive. 

Temp. 

Destroy 
when 

Perm. 

Trf. to 
FRC 5 yrs. 
after com­
pletion of 
permit or 
litigation, 
whichever 
is later. 

Temp. 

Destroy 
after 5 yrs. 

Perm. 

Trf. to 
FRC when 
inactive. 

Temp. 

Destroy 
when 

superseded. superseded. superseded. 
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mi_ ~ STATES DEPARTMENT OF THE nn......LOR 
BUREAU or INDIAN AJTAN 

RICOR.l)S CONTROL SCHEDtJLE 

DESCRIPTION C1I RD:ORDS 

RESOURCES RECORDS 

FORESTRY - Cont'd 

Annual Financial and Operating Statements 
for Indian Sawmills 

These are ledger sheets, includin~ 
profit and loss statements and balance sheet's 
detailed operating statements, inventory 
lists, analysis by species of various wood, 
footage cut, market price, and payroll classi 
fication. They are used for a yearly conpara 
tive analysis of operations and to determine 
er capita payments to Indians on tinber 
"les. 

ancial Statements of Lumber Companies 
These are maintained for reference use. 

Maps 
These include such material as prints of 
reservation's forest areas; fire organi­

ation maps; blueprint, black-and-white print, 
d linen copies of allotment plat books for 

ndian lands. • 

a. Manuscript or annotated material 

b. All Others (including worksheets such as 
Form 5-478a and 5-478b, Topographer's Map
Sheets, when not attached to record map) 

Agency Fire Control Plans 

StlPPLEMENT 1 
43 WI 3.1 

Perm. 

(At mill) 

Perm. 

Trf. to 
FRC after 
10 yrs. 

Perm. 

Temp. 

Destroy 
when super-
seded or 
obsolete. 

Temp. 

Destroy 5 
yrs. after 
plan ceases 
to be in 
effect. 

Perm. 

(See 
Item 1.) 

Perm.. 

(See 
Item 1.) 

Perm. 

Temp. 

Destroy 
when super 
sed,ed or 
obsolete. 

Perm. 

Trf. to 
FRC when 
inactiv.e. 

Perm. 
Trf. to 
FRC after 
10 yrs. 

Perm. 

Temp. 

Destroy 
when super 
seded or 
obsolete. 

Temp. 

Destroy 5 
yrs. after 
plan cease 
to be in 
effect. 

_...1...____________________.1,______.______.,_______ 
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l 

168 

:for each forest management activity, by type 

• 

. 

t 

169. 

1. 

RICCRDS CONTROL SCHEDULE 

D£SCRIP'l'1011 C'II UCORDS 

RESOURCES RECORDS 

FORESTRY - Cont'd 

Reoorts 

The following 6 Items (168-173) describe 
periodic reports on various aspects of forest 
management operations, including related 
correspondence. 

Analysis of Expenditures 

This analysis, prepared at the Agency 
(on Form 5-492, or equivalent) summarizes 
obligations and expenditures each fiscal year 

of funds and object, with further breakdowns 
for personal services. Subsidiary reports so 
summarized are described in ,2:, ,£,and.£ below. 

Agency Time Distribution Sheets 

Blnployee Time Distribution Summaries 
e consolidated, for all forestry employees
the Agency, showing total time and funds 

pent on each activity during the fiscal year. 

Employee Time Distribution Summary 

The Ti.~e Distribution Sheets for each 
mployee are summarized on Form 5-4-t~J-l, or 
quivalent, slwwing time and funds spent on 
ach activity during the fiscal year. 

Employee Time Distribution Sheet 

A time sheet (on Form 5-483, or equiva­
ent) is prepared for each employee each pay 

period, showing time spent on each activity. 

Individual Fire Report 

(Form 5-433 B, or equivalent) 

Weekly Fire Da..nger Re_port 

(No longer require,:J. ) 

Perm. Perm. 

(See Trf. to 
Item 1.) FRC after 

10 yrs. 

Temp. 

Destroy 
after 
5 yrs. 

Temp. 

Destroy 
after 
5 yrs. 

SUPPLEfEHT 1 
a.3 WI 3.1 

Trf. to 
FRO after 
10 yrs. 

Temp• 

Destroy 
after 
5 yrs. 

Temp. 

Destroy 
after 
5 yrs. 

Temp. 

Destroy 1 
yr. after 
Annual 
Analysis is 
prepared. 

Temp. 

Destroy after 
10 yrs •• un­
less needed 
for a spe­
cific program. 

Temp. 

Destroy after 
'::_...i,_________________________,j..,___________....,.._ ·---



---
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SUPPLDEifT 1
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lTD.... 

l ?l, 
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UOCRDS CONTROL SCHEDULE 

DESCRIPTION ~ RECORDS 

RESOURCES R-roORDS 

FORESTRY - Cont'd 

Agency Annual Report 
(On Form 5-490, or equivalent) 

Area Annual Report 

(On Form 5-490A, or equivalent) 

Comparative Statement of Expenditures 
and Administrative Deductions 

This summary shows expenditures and 
deductions for each fiscal year, from Federal 
and Tribal funds, at each reservation: 

a. Cumulative 

A sheet for each reservation (Form 
5-614, or equivalent) contains postings for 
each fiscal year, showing current and 
accumulated totals. 

b. Annual 

Data are prepared (on Form 5-614-1, or 
equivalent) at each Agency, at the end of each 
fiscal year, and forwarded to Area and Central 
Offices for posting to permanent Cumulative 
sheet. 

Perm. 

(See 
Item 1.) 

Perm. 

(See 
Item 1.) 

Perm. 

(See 
Item 1.) 

Temp. 

Destroy 
5 yrs. 
after 
posting to 
Form 5-614, 

Perm. 

Trf. to 
FRC after 
10 yrs. 

. 
Perm. 

Trf. to 
FRC after 
10 yrs. 

Perm. 

Temp. 

Destroy 
5 yrs. 
after 
posting to 
Form 5-614. 

....._____._____ 

,..,. No. 38 

Perm. 

Trf. to. 
FRC after 
10 yrs . 

Perm. 

Temp. 

Destroy 
5 yrs. 
after 
posting to 
Form 5-614. 

...__*___ 
(Items 174 - 179 reserved for future use) 
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SUPPLIXNT 1U. .ED STATES DEPARTMENT OF THE IN•._.UORPona 5-1001 .. , 1AM ,.1
Ma,y I,&l BtnW.U or INDIJN AJTAns 

RIO~ CONTROL SCHEDULE 

lT DESCRIPTION C'I UCOlU>S 

RESOURCES R!X:::ORDS - Cont'd 

HOUSING DEVELOPMENT R~ORDS 

!-:iscellaneous Records Pem. 

These are records docu.~enting the poli­

Perm. Pem. 

(See Trf. to Trf. to 
cies, objectives, and accomplishments of the Item 1.) FRC when FRC when 
3IA program, in collaboration with other inactive. inactive. 
Government agencies, to improve housing facil 
ities for Indians on the reservations by such 
means as construction of individual homes on 
self-help basis, low-rent housing projects,
urban renewal, anj construction of nursing 
homes and housing for the elderly. Included 
•1re documents required by the Public Housing 
d::::.."'li.nistration such as copies of tribal ordi­
nances establishing a tribal housing authori-
ty and tribal programs for community develoP­
ent; accounting records concerning the self­

heip progra~; status and other reports; and 
related correspondence. 

!OTE: Until further experience in this new 
program has been gained, all official record 
aterial is fesignated for indefinite reten­

tion (Pem.) at each organizational level. 

(Items 181 - 189 rese~ed for .f't.tture use) 
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RICCIU)S CONTROL SCHEDULE 
1 DISCRJFrIOli at RI.CORDS 

RESOURCES ~ORDS - Gont' d 

Il100STRIAL DEVELOPMENT R.EX;ORDS 

Perm. Perm. Perm.190 Hiscellaneous Records 

(SeeThese are records doCUlllenting the poli­ Trf. to Trf. to 
cies, objectives, and accomplishments of the FRC when F!tC i;hen 
3IA program to improve the economic condition 

Item 1.) 
inactive. inactive. 

of Indians by expansion of existing or devl­
opment of new industry on or near reservation 
to increase e.~ployment opportunities of India 
people in economically depressed reservation 
areas. Included are such records as statisti 
cal data and related information concerning 
·1e reservation areas developed through 

.;conomic and labor resource surveys and inves 
tigations, and through liaison activities wit 
industry, government (Federal, State, and 
ommunity), and other organizations; and 
elated correspondence. 

(See NOTE* - .. below.;°Annual Reports. 
Perm. 

Statistical and narrative reports pre­

a. Field Office 

(See Trf. to 
ed by each Industrial Developnent Field Item 1.) FRC after 

Office and forwarded to the Central Office, 5 yrs.
swmnarizing its activities for the year . 

• Central Office Perm. 

Statistical and narrative reports pre­ (See 
ed by the Central Office reflecting the Item 1.) 

overall accomplishments o:f the program for 
the year, and future program goals. 

Perm. Perm.192 Monthly ~~arrative Reports Perm. * 
These are reports by Field and Area (See Trf. to Trf. to 

Industrial Specialists, forwarded to the Cen­ Item 1.) FRC after FRC after 
tral Office, summarizing their activities 5 yrs. 5 yrs. 
including field trips, meetings attended, and 
contacts with industry, government, and other 
organizations. 

Perm. Perm. * 
These are reports by Field and Area 

193 Industrial Contact Reports Perm. 

(See Trf. to Trf. to 
Industrial Specialists covering each separate FRC when 
contact with industry, forwarded with the 

FRC whenItem 1.) 
inactive. 

onthly narrative reports. 
inactive. 

~.e1~~se 43-120, 8-7-E 
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soPPLDl:N'I' 1 
Pol'II 5·1001 ti ..'ED STATES DEPARTMENT or THE n .UOR 43 WI 3.1 
Ma., l'61 BUREAU at DmllN An.AN 

RICCII.DS CONTROL SCDDtJLE 

DESCRIPTION rl ftlCOBDS 

RESOURCES RmORDS 

DTOOSTRIAL DEVELOPMENT - Cont'd 

Staff Officers' Reoorts 

These are reports prepared by Field and 
Area Industrial Development Specialists at 
the conclusion of each field trip on an indi-
11idual agency or office basis, giving a sum­
mary of activities and conclusions reached. 

NOTE: Until further experience in this rela­
tively new program has been gained, all 
official record material is designated for 
-~definite retention (Perm.) at each organi-

•ional level. 

• Reports designated 11 Perm. 11 are those in the 
Field Industrial Development Offices. Copies 
furnished Agencies or other local field 
offices are for information (see Item 5). 

Perm. 

(See 
Item 1.) 

Perm. 

Trf. to 
FRC after 
5 yrs., 

Perm. 

Trf. to 
FRC after 
5 yrs. 

(Items 195 - 199 reserved for future use) 

https://RICCII.DS
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~00 

201. 

202. 

204. 

20.5. 

DESCRlPTIOII fl RI.CORDS 

RESOURCES RECORDS - Cont'd 

IRRIGATIOt! RECORDS 

River ~asin Investigation Reoorts 

These contain studies on irrigation, 
economic conditions, and resources at Indian 
reservations in the river basins (such as the 
Missouri River Basin) , to be used in drawing 
up programs for the area. Sasin programs in-
olve development and cooriination of BIA pro 

grams with those of other agencies in river 
basins, and the transfer of Indian population 
to other lands when parts of reservations are 
flooded by water development projects. 

Irrigation Project Case Files 

These include such material as copy of 
greement for lease of land for the project, 

description and summary I maps, range resource 
studies, water storage data, operation and 
aintenance plans, summary of costs, finance 
lan, programs of work, and related corre­

spondence. 

Survey Books, Irrigation Project Maps, 
Drawings. Plans, and mueprints 

Water Rights and Legal Case Files 

These are files of contracts and related 
apers granting permanent water rights to indi­
iduals, and legal ease files involving 

·rrigation matters. 

Assessment Order Modifications 

These are files of correspondence relat­
ng to modification of operation and mainten­

ee assessment orders. 

Maps 

This is a record set (one copy of each 
ersion) of maps showing irrigated areas, lan 

proposed for restoration, and water drainage. 

ucams CONTROL SCHID'O'L& 42 

Perm. 

(Some are 
in Billin 
MRBI Proj­
ect Office 

Perm. 

(See
Item 1.) 

Perm. 

(See 
Item 1.) 

Perm. 

(See 
Item 1.) 

Perm. 

Temp. 

Destroy
5 yrs. 
after com­
pletion of 
project. 

Temp. 

Destroy 
after 
superseded. 

Perm. 

Perm. 

Perm. 

Perm. 

Perm. 

Main record 
copy. 

Perm. 

Perm. 



SUPPLDIEN'f 1t rED STATES DEPARTMENT OF THE D. ,UOR i.3 UM 3.1
BUREAU or DmllN APT.AIRS 

UCORJ.)8 CONTROL SCHEDULE 

lT DESCRIPTION '11 RECORDS 

RESOURC~S R:S:CORDS - Cont'd 

LAND REX;ORDS (See Ite:::n l 
forThese are records pertaining to the managemen 
3eneralof Indian lands, described in the items below 
corre­Some of these papers are duplicated in the 
spondence)Bureau of Land Hanagement. 

Perm.210 Land Allotment and Assignment Records 

These records document the allotment and NOTE: The (See NOTE Trf. to 
assignment of Federal Government land to official unde~ FRC when 
tribes and individual Indians, anci their sub­ record Central inactive. 
sequent custody by the Indians, under Acts of copies are Office.) 
Congress, treaty rights, and other agreements (or will 
They are still used to establish Indian right be) in the 
and titles to land. Included are such record Area Title 
as allotment beaks or schedules and case file ; Plant 
allotment or estate record cards; tribal land when rec­
assignment files; land registers and record ords for 
books; records of contested land allotment a given 
cases; and related indexes, correspondence, reservatio 
and other papers such as heirship card are trans­
indexes. Of major importance are: ferred to 

(1) Allotment books or schedules, which it. 
are journal books listing Indians who have 
been given public lands under the various 
Acts. They give allottee1 s name, allotment 
number, age, sex, and family history; legal 
description of land and approval of the sched 
le by the Secretary of the Interior, with 

citation of legal authority for the allotment. 
(2) At Agencies only, allotment case file 

( 11 allotment folders"), including copies of 
irth certificates. family records. social an 

economic surveys, applications and receipts 
for patents in fee, lease records, petitions 
for sale of inherited lands, reports of pro­
ate findings, and related correspondence. 

211 Plat Books Perm.Perm. Perm. 

These show parcels of land allotted to (See NOTE, (See NOTE, 
Indians, and other items such as townsites, Item210. ) Item210.) 
reclamation withctrawals, reservoirs, agency 
and school reserves, etc.; also plat nwnber, 
township, range, and meridian. Notations on 
the plats indicate boundaries of land allotte 
nd allotment number of the allottee. and 

indicate any further changes in land owner­
ship. 

https://stJPPLEHE.NT
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ncams CONTROL SCHEDULE 
,-. No. 44 

lTD l>ZSCRI.PflON at Rl'.CORDS- RESOURCES RmORDS 
LAND - Cont' d 

212 Land Transaction Files 
These are nur.1bered case files covering 

land transactions such as exchanges between 
tribe and non-Indians, sales made to non­
Indians, exchanges between Indians by deed or 
patent in fee, and conveyances maje to anothe 
Indian or tribe by an order transferring in­
herited interest in Indian land. Included is 
such material as resolutions from tribesagree.~ 
ing to exchange, appraisal reports (formerly 
certificates), correspondence justifying 
transactions, title opinions by legal counsel 
letters to '9ureau of Land !!anagement to issue 
patents in fee to non-Indians, petitions for 
sale, reports by agency superintendents, cer­
tificates of indebtedness, original bids, 
abstracts of bids, copies of advertisements, 
written consent of ~eirs to sell, and related 

• correspondence and alphabetical indexes to 
case files. Separate SToups of files may be 
maintained for acquisitions, exchanges, and 
sales. 

a. Records docu..~enting the acquisition, 
exchan0e 1 and sale of Indian lanis 

b. Abortec. petitions to sell, transfer. or 
otherwise alienate ri~hts or ?roperty 

Pern. !'erm. 

Trf. to 
FRC with 
related 
indexes 
after 
10 yrs. 

Per71. 

Temp. 

Destrov 
w!1en 5 
yrs. old. 
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1T DESCRIP'l'IOII CII RIDORDS 

RESOURCES Im::ORDS 

LAND - Cont'd 

Perm. 

These are journal books showing transac­

Perm. Perm.Tract Books and Relatec. Indexes21.3 

(See NOTE, (See J!Q1! 1 

tions relating to particular tracts of lan::l. Item 210. Item 210. 
Shown is legal description of land (subdivi­
sion, section, township, r,mge, and acreage); 
Indian and English na.'11es of allottee; date 
tract is reported to Secretary of the Interio 
for patent; date of approval; date and number 
of patent; Indian's allotment number; file 
number of heirship; and a listing of any 
further transactions relating to the tract. 

Perm.214 Perm.Perm.Title Files - Deeds 
Trf. to FRC 

Inc!ians, conveyinz land (allotted and unallot 
These are copies of deeds issued to (See NOTE, (See NOTE, 

Item 210.) Item"zio. ) 5 yrs. after 
ed), and similar or relate11ocuments giving restrictions 

evidence of lan:1 ownership such as: abstracts, are removed 
omestead patents, record boo~s of conveyance and/or 

of teed; title examiners• reports; and relate trusts 
indexes. Original is normally sent to Agency terminated. 
after Area Office approval for delivery to th 
Indian, or held in safe-keeping for him. 
Deeds are in bound volumes or binders. The 
earlier books contain manuscript copy of deed 
andwritten into the book, while later ones 
onsist of typewritten carbon co?ies of deeds 
ound into books or filed loose in book-type 
oxes. 

21.5. Acquired Sub-Marginal Land Books Perm. 

These are journal books listing lands 
cquired from the Dept. of Agriculture, which 
rchased them under Acts of Congress between 

933 and 19.37. Entries include tract number, 
of granter, legal description of land, 

te of approval by the Attorney General, dat 
deed, and purchase price. 

Perm.Perm.216. Records on Removal of Restrictions Perm. 

(See Item (See l!OT3,These are case files containing ap!)lica­
1, and Item 210.) 

ction taken, and related papers and indexes. 
ions for removal of restrictions, records of 

NOTE, 
Item 210.) 



StJPPLEIENT 1TED STATE'S DEPARTMENT OF THE 1. ::R.IC!t 43 UM 3.1BUREAU a, DmllN ilT.lIRS 

RECOIU)S CONTROL SCHEDULE 
lT DESCRIPTION f:I RICORDS 

RESOURCES RJ!XjORDS 

LAND - Cont'd 

217 Field Notes of Land Surveys 

These are notebooks containing the ini­
tial observations of an engineer or other 
specialist from which he later precisely 
established the metes and bounds or a specifi 
piece of land, or pinpointed and analyzed one 
or more of its resources. 

218 Maps, Plans, and Related Indexes 

a. Township Maps and Plats and Town Plans 

These include township maps and plats 
(other than those described in Items 211 and 
213) and town plans, giving such detailed 
information as section, township, and range o 
land and, in some cases, ownership of various 
tracts and changes in ownership, together wit 
related tracings, documents, and indexes. 

• Right-of-Way Map Files 

These are maps showing rights-of-way o 
easements granted over Indian lands for roads 
power lines, railroads, communication lines, 
irrigation ditches, canals, pipelines, etc.; 
also related tracings, blueprints, and 
indexes. The only collected set of maps and 
complete index (giving file and map numbers. 
rief of map, and date of approval) is in the 

Central Office. The Bureau of Land Manage­
ent has a tracing and print of each right-of 
ay map. 

c. Land Acquisition Map Books 
These include original maps and copies 

f public maps used as base maps and annotated 
ey show the location of land purchased under 

the Indian Reorganization Act. injicating the 
township in which located and such items as 
Indian reservations and irrigation projects. 
Although these files contain some nonrecord 
aterial, most of the maps in the Central 

Office are not juplicated elsewhere. 

Temp. 

(Informa-
tion 
copies.
exceEt 
those in 
Item 1.) 

Perm. 

(See NOTE, 
Item 210. 

Perm. 

Perm.Perm. 

Perm. Perm• 

(See NOTE, 
Item 210.) 
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lT 

219 

220 

DESCRIPTION ~ RECORDS 

RESOURCES ~ORDS 

LAND - Cont• d 

Lease Files and Related Indexes 

These are mineral, oil and gas, business 
and farr~ing and grazing leases; land office 
ledgers; and sand and gravel permits. Leases 
are often in case files, including such re­
late:::l l'1aterial as esti.'llates, appraisals, 
restrictions, affidavits, and correspondence. 
(Copies of oil and gas leases are forwarded t 
Central Office, General Accounting Office, an 
Geological Survey; except that none for Okla­
-~~a areas have been furnished Central Office 

~ce 1950.) (See Item 244 for Grazing Per­
- s, anc Items 160-162 for Timber Contracts 

and Permits.) 

a. Mineral leases over $25,000 (~l~d~~) 
These files contain such material as 

copy of lease, lease bond, transmittal form 
for lease and bond, Geological Survey report, 
statement and certificate of awards, lease 
assignments, related correspondence, an~ othe 
supporting papers. 

Okla...~oma oil and gas leases over $25 1000, 
1950 an:: later 

c. All other leases 

Lease Accounting Files and Related InJexes 

These are accounting records relating to 
the availability, collection, custody, and 
deposit of royalties, rentals, and other fund 
derived from leases of In·:1ian land or ~ineral 
r other resources ri~1ts, an2 records of the 
isbursement of such f'und.s. 

Perm.Perm. Perm. 

(See Trf. to Trf. to 
Item 1.) FRC when FRC when 

inactive. inactive. 

Temp. 

Destr~:• 7 
~-rs. after 
termination 
of lease 
(unless 
needed for 
specific 
purpose). 

Perm. 

Trf. to 
FRC after 
.5 yrs. 
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RESOURCES ~ORDS 

LAND - Cont'd 

221 Oil r lell Recor :ls 

These include well logs, plugging recor,:1 s, 
pro:luction reports, and lease status re~orts. 
They are useful for possible future secondary 
recovery of oil. 

222 Town Lot Use Permits 

These are records concerning use of 
restricted lan:ls, or land for which it has 
been impossible to secure clear legal title, 
"l.nd related material. 

Temp.a. Copies of rent receipts 

Destroy 
after 1 :rr. 

b. All other records Temp. 

Destroy 1 yr. 
after per.nit 
expires. 

223, Real Property Insurance Policies Temp. 

These are insurance policies on restric­ Destroy 5 
ted real property, and related card records. yrs. after 

policy is 
cancelled 
or terminate, 

224 Reports Perm. Perm. Perm. 

These are periodic reports and related Trf. to Trf. to Trf. to 
data and correspondence, on all phases of rea.: FRC when FRC when FRC when 
property management. They contain such infer inactive. inactive. inactive. 
mation as number of cases, acreage, valuation 
production and income for each type of owner-
ship (tribal, individual, or Government) 
covering: acquisitions and disposals of land; 
surface leases and peI'!llits; oil-and-gas and 
other mining leases and permits; and real 
estate appraisals. 

_....__________(Items 225 - 239 _reserved for future use) 

Re1~~SP. 43-120, 8-7· 
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Ma..Y'l.'61 

RESOURCES RmORDS - Cont'd 

RANGE AND WILDLIFE RmORDS 

240 Range and Soil Surveys 

These are studies of the irrigation and 
cultivation potential of the soil in particu­
lar areas, and of the grazing potential of 
particular range areas, including a determin­
ation of such factors as water availability, 
type of forage, fencing, and topography. 

241 Ran~e Mana~ement Plans 
These are periodic plans for the conser-

vation and utilization of the range lands 
under jurisdiction of BIA. 

242 Haps 
These files include such material as 

prints of each reservation's forest and for­
age areas, range unit maps, and blueprint, 
black-and-white print, and linen copies of 
allotment plat books for Indian lands. 
a. Manuscri tor annotated material and one 

copy of each version a record set 

b. All Others 

243 Range Unit Records 
In ledger form, these give information o 

range permits, including name of permittee, 
area of the range, authorized stocking, graz­
ing season, grazing value, number of livestoc 
grazed, reservation, permit period, etc. 
They are used to keep account of the grazing 
land and in making decisions on grazing per­
mit matters. 

" tr. ED STATF.S DEPARTMENT OF THE IN. .IOR 
BtlRllU fl DmllN Al'TAN 

ucams CONTROL SCHEDUL$ 

DESCRlPTlOH ~ UICORDS 

SUPPLIXl'fP 1 
.., 1AM ,.1 

Perm. 

Perm. 
Trf. to FRC 
when 
inactive. 

Perm. 

Temp. 

Destroy
after 
superseded 
or obsolete. 

Perm. 
Trf. to 
FRC after 
5 yrs. 

Perm. 

{See 
Item 1.) 

Temp. 
Destroy
after 
superseded 
or obsolet 

Perm. 

Perm. 

Perm. 
Trf. to 
when 
inactive. 

Perm. 

Temp. 

Destroy
after 
superseded 
or obsolet 

Temp. 
Destroy 
after 
.5 yrs. 
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RESOURCES ~ORDS 
RANGE AND WTI,DLIFE - Cont'd 

Perm. 

These include such material as bidder's 

Temp.244 Grazing Permit Case Files 

Destroy 3 Trf. to FRC 
proposal for grazing privileges; statement yrs. after 3 yrs. after 
and certificate of award; grazing permit and expiration expiration 
modifications, if any; penal or surety bond; of perlflit. of permit.
schedule of lands; listing of individual 
Indian moneys and tribal enterprises; and 
related correspondence. If arranged numeri­
cally. there is a related alphabetical index. 

245 Grazing Permit Bid Files Temp. Perm. 

These files include abstracts of bids, 

Perm. 

(See Destroy 2 Trf. to FRC 
supporting advertising copy, and related Item 1.) yrs. after 2 yrs. after 
correspondence. GAO audit. GAO audit. 

246 Authority to Grant Grazing Privileges 

This is authority from the individual 
Indian to BIA to grant grazing privileges on 
allotted land. 

a. Copy: in allotment (or other case) folder Perm. 

. All other copies Temp. 

Destroy after 
superseded or 
obsolete. 

247 Reports 

These are periodic and special reports o 
ariou.s phases of range operations and on 
utdoor recreation and wildlife; and related 
orrespondence . 

• Annual Reports and Summaries Perm. Perm. 
Agency annual reports are summarized a 

Perm. 
Trf. to Trf. to 

the Area and a consolidated report forwarded FRC when FRC after 
o the Central Office. inactive . 5 yrs. 

• other (Special) Reports Perm.Perm. 

Trf. to Trf. to 
FRC when FRC when 
inactive. inactive. 

(Items 248 - 249 reserved for future use) 
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250 

251 

~..,~, 

• 

253. 

254. 

RECORDS CONTROL SCHEDULE 

DESCRIP'l'ION at RECORDS 

RESOURCES RECORDS - Cont'd 

ROADS RECORDS 

Hans 

These include such material as tracings, 
blueprints, and profiles of road and bridge 
construction projects, reservation road syste 
maps, Government and commercially printed map 
showing roads and highways on Indian lands, 
and related descriptions of routes. 

Survey Books and Survey Field Notes 

These are the original notes. 

3.oad Construction Project Files 

These are project case files relating to 
the construction and maintenance of roads and 
bridges including proposaJ.s, operating sched­
les, estimates of proposed road construction, 

plans, cost estimates, progress reports, fi-
al statements or summaries of project costs, 
orrespondence, and other related material. 

Road Program Files 

These include such material as estimates 
f proposed road construction program project 

d related materiaJ.s. Copies are at Bureau 
f Public Roads. 

Roads Reports 

These are periodic reports and related 
orrespondence on road construction and main­
enance activities, containing such informa­
ion as work program status; annual summary o 
oad construction completed during year, with 
nit cost; annual road inventory giving clas­
ification of the roads system and miles under 
aintenance; control and public works sched­
es; proposed projects; record of work pro­
am; and projects and obligations. 

(Items 25.5 - 259 reserved for future use) 

Perm. 

(Some are 
under 
Item 1.) 

Perm. 

(See 
Item 1.) 

Perm. 
(See 
Item 1.) 

Perm. 

Trf. 
inactive 
materials 
to FRC. 

Perm. 

Trf. to 
FRC 5 yrs. 
after 
completion 
of project. 

Temp. 

Destroy 
obsolete 
files 5 
yrs. after 
revised 
program 
approved. 

Temp. 

Destroy 
after .5 
fiscal. 
yrs. 

Perm. 

(Main 
record 
set.) 

Perm. 

Perm. 

Trf. to 
FRC 5 yrs. 
after 
completion 
of project. 

Temp. 

Destroy 
after 
10 yrs. 

Temp. 

Destroy 
when 
10 yrs. 
old. 
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RESOURCES R:E>::ORDS - Cont'd 

SOIL AND HOISTUR!i! CONSERYATION RID.:;ORDS 

Perm.Perm.Perm.260 Soil and Range Surveys 
(Partial 

cultivation potential of the soil in particu-
These are studies of the irrigation and 

duplication 
lar areas, and of the grazing potential of of Area 
particular range areas, including a determin- Office 
ation of such factors as water availability, files.) 
type of forage, fencing, and topography. 

261 Lons; Term. Cro2eing Plans --- Perm. Perm. 

These are plans for crop rotation on par­
ticular lands covering a relatively long per­
iod. They include also a crop history of the 
land, giving the crops that have been grown or 
the land and the yield obtained for each. 

262, Farm Plans and Related Papers --- Temp. Perm. 

These are conservation plans for individ­ Destroy Trf. to 
ual farms based on preliminary suz:-f's and, 5 yrs. FRC when 
at times, on relatively long term pans. after plan inactive. 

completed. 

Maps Perm. Perm. Perm. 

This is a record sst (one copy of each 
version) of various maps pertaining to soil 
conservation including annotated base maps 
showing erosion condition, technical survey 
maps showing types of soil, index maps showine 
where surveys were made, land proposed for 
restoration, and water drainage. These maps 
are used to make recommendations as to proper 
land use and erosion control. 

263 
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RESOURCSS RFX:ORDS 

SOIL ~rD MOISTURE CO}TSERVATION - Cont'd 

264 Soil and Moisture Conservation ReEorts 
These include periodic and special 

reports, narrative and statistical, prepared 
at all levels. 

a. Annual Statistical (on Form .5-302) Perm. 

Trf. to 
FRC when 
inactive. 

b. ~arterli Re:e2rts ---

c. All Other Re:eorts Perm. 

Trf. to 
FRC when 
inactive. 

(Items 265 - 269 reserved for future use) 

Perm. 

Trf. to 
FRC when 
inactive. 

Temp. 

Destroy 
after l 
fiscal yr. 

Perm. 

Trf. to 
FRC when 
inactive. 

. 

Perm. 

Trf. to 
FRC when 
inactive. 

Perm. 

Trf. to 
FRC when 
inactive. 

rerm. 

Trf. to 
FRC when 
inactive. 
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Appendix A 

SUPPLEMENTAL DISPOSAL LIST FOR CENTRAL OFFICE FILES 

Correspondence files, in the Central Office only, classified under the 
subject codes listed below are authorized (by Job No. Il-NNA 21.57, approved 
July 10, 19.56) for disposal after the period indicated. 

I. Destroy~ years after date on file cover: 
Subject Subject TitleTitle CodeCode 
012 
041 
043 
045 
046 
111 
138 
141 
141.1 
143 
144 
14.5 
14? 
152 
160.1 

160.2 
160.5 
164 
166 
167 
176 
203 

206 
220.2 
220.3 

221 
222 
230 
252 
280.l 

419 

500 
501 
501.1 
502 
504 

Leaves of Absence 
Hours of Labor 
Efficiency Reports 
Notaries Public 
Finance & Accounts 

Control of 
Board & Lodging 
Staterri~nt of Funds 
Deposit of Funds -

of Deposit 

:9ills of Lading 
Delays & Losses in Transit 
Shipping Directions 
Transfer of Surplus Property 

from School to School 
Maintenance 
Rations 
Clothing, Dry Goods, Shoes, 

Flags, etc. 
Food Stuffs & Ice As a Supply 
Fuel & Lighting Supplies 
Soaps & Cleaning Compound 
Leather - Mail Bags 
Food Conservation 
Repair Material & Irregular 

Labor - Irrigation Labor 
Lumber - Flag Poles 
Bricks, Stone, Asphaltum, 

Shingles, etc. 
Lime & Cement 
Paintstuffs & Oil - Except Fuel 

& Lighting & Floor Oil 
Hardware, nectrical Appliances, 

& Plumbing
Sawdust 
Household Supplies 
Furniture 
Hangings & Draperies - Avnings 
Floor Coverings 
Crockery - Tableware 
Stoves & Kitchen Utensils 
Sewing Machines 
mankets, Mattresses, etc. 
Office Supplies 
Stationery, mank:s, & Forms, 

Printer's Ink, Varnishes, etc. 
Writing & Adding Machines -

Mimeograph 
Furniture - Watchman's Clocks 
Printed Books - Printing & 

Binding 
Cont'd 

Proclamations 
Publications - Newspapers 
Interviews & Introductions 
Ad:iresses & Speeches 
Advertising 
:S::X:ecutive Orders (Printed) 
Locations - Addresses of Person 
Mail ¥.atters 
Penalty Envelopes 
Telegraph Service & Rates 
Telephone Servtce & Rates 
Communication - Correspondence 
Newspaper Clippings 
Inspection of Supplies & Stock 
Official Signatures of Officers 

& Employees 
Details & Visits 
Itinerary of Traveling Official 

504.1 
504.4 
504.5 
505 

510 
511 
512 

513 
514 
515 
516 
517 
520 

521 
522 

523 
524 

- Banks, 525 

526 
530 

Certificates 531 
532 

Checks - Warrants & Drafts 
Money Orders 
Interest on Funds, Loans - Us 
Vouchers for Approval 
Penalty for Non-Fulfillment of 

Contract 
Playgrounds, Tennis Courts, 

Landscaping, etc. 
Supplies & Stock 
Annual Lettings & Estimates 
Changes in Specifications 
Bids & Awards 
Transportation of Supplies & 

Stock 

533 
534 
535 
536 
537 
540 
,541 

,542 

.543 
,544 
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Appendix A - Page 2
I. Central Office 8-Year Disposal List - Cont'd 

3ub~ect Title
Co:,e 

Subject
Code Title 

550 Stable Su1:mlies - Roe:: Salt 572 Instn.unents, Field Glasses, etc. 
551 Grain Feed 572.1 Surgical Instruments - Safety 
552 Forage 
553 :-:arness & Blankets 572.2 

Devices 
Musical Supplies - Radio 

560 Fa.rm Stock~ Supplies & Labor 
562 Seeis, Trees, ~1rubbery, 

S?ra:,,rs for Trees 
563 Sheep Dip~ Cattle Dip -

Di1:,pine Pla.YltS 
567 Hi".!es 

572.3 
573 
575 

576 
577 

Surveyor's Instruments 
Artificial Limbs, Eyes, etc. 
Athletic Goods & Supplies -

School Supplies ·- Magazines 
Scales 
Equipment for Field Officers 

571 Drw;s 'i: I:e:l.icals - Insect 579 Dental Supplies 
Pow::-1ers 804 Education - Text Books 

II. Destroy~ years after date on file cover: 

Subgect TitleCo..e 

043 

142 
160.4 
161 
205 

207 

22'3 

231 
251 
262 
264 
280 
293 
2!34 

285 
'-WJ. 

402 
411 
412 

Photographs - Moving Pictures, 
Films, etc. 

Post Offices 
Boarding Clubs & Messes 
Bonds of Officers & Employees 
Finance & Accounts - Traveling 

B:xpenses 
Fees, 1litness, etc. -

Registration Fees 
Bonds Covering Funds, Checks, 

etc. 
Investments - Bonds 
Accounts of Disbursing Officers 
Claims for Supplies, Stock 
Clairr.s for Personal Service 
Contracts 
Personal Service ~ontracts 
Freight & Passen~er Transpor-

tation Contracts 
Laundry T!ork, etc., Contracts 
~uil~ings & ;iguipment - Bids 

& Awards 
3uildin:?; Sites 
Buil::l.in~s - Schools 
Dormitories - ~uarters -

BuildinG of Hospitals 

Subject TitleCode 

413 Shops - Laundries, etc. 
414 Mills 
415 Stables, 3arns, etc. 
416 Portable :SU.ildings & Tents 
418 "Wharves, Warehouses, Docks, etc. 
421 %3,uiment - Fire Extinguishers

&Protection 
422 Machinery & Tools - Heating 

Systems - Lighting Plants 
423 Ice Plants & Cold Storage -

!tefrigeration 
440 Plans 
441 Drawings 
442 Blue Prints 
561 I.>nplements, :lazons, Automobiles, 

Boats, Canoes, etc. 
564 Cattle 
565 r!orses & Hules 
566 Miscellaneous Stock - Sheep 
570 r-uscolla:-ieous Supplies - Coffins -

Spectacles - Cameras - X-ray 
Arms &A,.,nnunition 
1£ducation - School Terms, 

,,a.cations, Cormnencements 
SJl Teachers - Institutes & 

Teachers Gonventions 
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Appendix BCONVERSION TABLE 

The combined ( 11 New11 ) Records Control Schedule, Supplement l, includes all items 
in the previous ("Old11 ) Schedules, which were issued as reprints of the approved 
Requests for Authority to Dispose of Records (Standard Form ll5), numbered as: 

For Central Office - Job No. II-IfflA 1135 
For Area Offices - Job No. II-NNA ll'.36 
For Local Field Offices - Job No. II-NNA 1137 

The following conversion table will serve as a convenient reference for locating 
in the new Schedule the Items listed in the old Schedules, which are the basic 
authority and with which many employees are familiar. 

CENTRAL OFFICE AREA OFFICES 

Item No. Item No. Item No. Item No. Item No. 

Old New Old New Old New Old New Old New -
1 1 14 140-a 
-a 7 15-a 2 
-b 8 -b If 

-c 46-a 16 140-a 
-d JO 17 218-b 
-e Jl 18 166-a, 
-f 45 205, 263 
-g 200 19 250 
-h 23, 40, 41, 20 218-c 

2, 43, 44 21 10 
-i 1, 210, 22 213 

212, 218-a 23 214 
-j 219-a 24 215 
-k 150-b 25 2ll 
-1 llJ 26 210 
-m 25 Z1 140-b 
-n 120 28 141 
-o 124-a 29 164 
-P 130 JO 161-c 
-q 70 31 "-a 

2 20 32 243 
3 (GRS l, 2) 33-a 131-a 
4 (GRS 1) -b "-e 
5 9 -c "-b 
6 12 34 71 
7 59 35 BJ 
8 6, 7 J6 ll2 
9 55 ')7 76 

10 51 38-a 88-a 
ll 52 -b "-b 
12 54 39 87 
13 so 

1-a 166-a, 21 142 50 85-b 
242-a 22 146, 154 .51 101 

-b 166-b, 23 250 .52 100 
242-b 24 2.51 53 104 

2 244 2.5 2.52 54 103 
3 245 26 253 55-a 121 
4 163, 241 27 254 -b ff 

.5 167 28 52 56 124-b 
6 160 29 .51 .57 124-a, -c, 
7 16.5 JO 53 -d 
8-a 169, 243 31 57 .58 120 
-b 171, 172, 32 .50 59 llO 

247-a 33 53 60 ll2 
-c :..68 34 212-a 61 n 

9 201 3.5 214 62 llJ 
10 202 36 " 63 43 
ll 203 37 218-a 64 42 
12 '204 J8 131-b 65 44 
13 240, 260 39-a "-a 66 40 
14 261 -b II -b 67 41 
1.5 262 40 133 68 34 
16-a 264-b 41 131-c 69 31 

-b ff -c 42 130 70 32 
17-a 140-a, -l: 4)-a 80-a 71 33 

-b 140-a, -b -b n -b 72 35 
18-a143, 1.51-a, 44 72 73 7 

151-b 45 86 74 ll 
-1: L43, 150-a, 46 79 75 5 

1.52 47 77 76 1 
19 14.5 48 84 77 2 
20 144, 150-b, 49-a 85-a 78 22 

151-b -b n -b 79 60 
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Appendix B - Page 2 

CONVERSION TABLE - Cont1 d 

LOCAL FIELD OFFICES 
(Agencies, Subagencies, A.F.o.•s, Schools, Projects, etc.) 

Item No. Item No. Item No. 
Old New Old New Old New 

1-a 166-a, 242-a JO 217 64 80-a 
-b 166-b, 242-b .31 218-b 65 101 . 

2 244 32-a 219-a 66 100 
3-a 246-a -b n -b 67 104 
-b n -b -c "-c 68 lOJ 

4 245 :n 220 69 25 
5 167 .34 221 70 Z?-a 
6-a 160 35 224 71 " 
-b 162-b .36-a 24-a 72 26 

7 161-f -b n -b 73-a Z?-a 
8-a 171, 247-a 37 22J -b II -b 
-b 169, 170 .38-a 222-a -c H -b 

9 201 -b I -b 74-a 21 
10 202 39 46-b -b II 

11 203 40 lJJ 75-a 124-a 
12 240, 260 41 " -b 124-c, -d 
lJ 261 42 " 76-a 121 
14 262 4'.3 " -b n 

15 264-a, -b, -c 44-a " 77 122 
16 140-a, -b -b n 78 123 
17-a 14.3-a, 153 45 " 79-a 112 

-b 143, 151-a, -b 46 n -b lll 
-c 143, 145, 146, 47 131-d 80 43 

150-a, 152 48-a 133 81 46-a 
18-a 218-b -b " 82 n -b 

-b 251 49 " 83 40 
-c 250 .50 n 84 41 
-d 252 .51-a 131-a 85 31 
-e 253, 2.54 -b "-b 86 J 

19-a .52 .52 132 87 24-b 
-b It .53 73 88-a l 

20 51 ,54-a 74-a -b J 
21 53 -b n -b -c n 
22 218-b 55 75 89 2 
23 
24 

.56 
46-a 

56 
.57 

82 
76 

90 
91 

5 
(GRS 6) 

25 210 .58 78 92 13 
26-a. 

-b 
212-a 

rr -b 
59 
60 

84 
81 

93 
94 

14 
(ORS '.3) 

Z'/
28 
29 

216 
214 

211, 213, 218-a 

61 
62 
63 

90 
89 
91 

95 
96 

60 
59 
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SUPPLEMENT l 
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Appendix C 

Page 1 

BIA Gen. Records 
Subject Item Scbed. Item 

No. No. No. 

Abstracts of 
Receipts and issues 
Title, real property 

Government-owned 
Trust (Indian) 

Accident reports 
Motor vehicle ••••••••••••••••••••••••••••••••••••••• 
Other than motor vehicle (Not scheduled - retain) 

Accountability 
Keys issued ••••••••••••••••••••••••••••••••••••••••• 
Personal property lost or stolen •••••••••••••••••••• 
Plant, stores, and stock •••••••••••••••••••••••••••• 
Travel and transportation documents •••••••••••••·••• 

Accounting 
Accountable officers' accounts ••••••,..•••••••••••••• 

Accounts current {returns) ••••••••••••••••••••••• 
Correspondence, administrative •••••••••••••••••••••• 
Cost •••••••••••••••••••·••••••••••••••••••••••••••••

• I Expenditure ••••••••••••••••••••••••••••••••••••••••• 
Ledgers, general •••••••••••••••••••••••••••••••••••• 
Plant 
Stores •••••••••••••••••••••••••••••••••••••••••••••• 

Acknowledgments of inquiries and requests, misc. ••••••• 
Acquisition of real property 

Government-owned •••••••••••••••••••••••••••••••••••• 
Trust (Indian) 

Administrative 
Audit correspondence •••••••••••••••••••••••••••·•••• 
Copy files, misc. •••••••••••••••••••••••••···••••••• 
Issuances ••••••••••••••••••••••••••••••••••••••••••• 

Management ............., ........................... . 
Adult 

E:ducation program ••••••••••••••••••••••••••••••••••• 
Vocational training ••••••••••••••••••••••••••••••••• 

Al.location of space •••••••••••••••••••••••••••••••••••• 
Allotment(s} 

Funds (appropriations, apportionments) 
Administrative copies of schedules, reports. etc•• 
Fiscal office records and reports •••••••••••••••• 
Tribal 

Land, iG Indians •••••••••••••••••••••••••••••••••••• 
American Institute of Architects publi~ations •••••••••• 
Anonvmous letters •••••••••••••••••••••••••••••••••••••• 

4 

·214 

212 

4 
7 

92 
100-104 

4 

23 
210 
55 

8 

J 

10 

18 
18 

8 
9 

6 
6 
6 
8 
7 
7 
8 
8 

14 

3 

6 

13 
16 
16 

11 

7 

14 

4 

2 

5 

17 
16 

1-8 
5 b 

1-7 
1 
6 

2, 7, 8 
1-4 

2 
1, 2, 6 

2-5 
J, 4 

2 

6 

l& 
l 

1-10 

2 

3 

7 
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Pa~e 2 

Subject 

Applications for 
Employment, successful & unsuccessful •••••••••••••••• 
Leave •••••••••••••••••••••••••••••••••••••••••••••••• 
Quarters ••••••••••••••••••••••·•••••••••••••••••••••• 

Appointments, personnel ••••••••••••••••••••••••••••••••• 
Appraisal reports, real property (trust) ·•••·•••••••••••• 
Appropriations and apportionments 

Allotments of funds •••••••••••••••••••••••••••••••••• 
Lan~l8Ge sheets (budget) ••••••••••••••••••••••••••••• 
Reports •••••••••••••••••••••••••••••••••••••••••••••• 
Schedules of ••••••••••••••••••••••••••••••••••••••••• 
Warrants •.••.•••••••••.••••••.•.•••.••..••.•••••••••• 

Arms distribution sheets •••••••••••••••••••••••••••••••• 
Arts and crafts, general files •••••••••••••••••••••••••• 
Assessment order modifications (irrigation) ••••••••••••• 
Assignment(s) 

Land (trust) ••••••••••••••••••••••••••••••••••••••••• 
Quarters ••••••••••••••••••••••••••••••••••••••••••••• 

Attorney (tribal) contracts •••••••·•••••·••·•••••••••••• 
Audits, administrative, correspondence re ••••••••••••••• 

(For GAO site-audit, see BIA Item 'Z/, and page 1 of ••• 
Authorizations 

Budget, for personnel ceiling controls ••••••••••••••• 
Travel •••••·••••••·•••••••••••••••••••••••••••••••••• 

Availability of Funds ••••••••••••••••••••••••••••••••••• 
Awards 

Contracts ••••••••••••••••••••••••·••••••••••••••••••• 
Employee, incentive (suggestions, superior performance) 

Badges, identification •••••••••••••••••••••••••••••••••• 
Bibliographies, check lists, and indexes of publications. 
Bids and lists of ••••••••••••••••••••••••••••••••••••••• 
Bills of lading ••••••••••••••••••••••••••••••••••••••••• 
Binding, job or project records •••••••••·••••••••••••·•• 
Birth, death, and marriage records •••••••••••••••••••••• 
Bond(s) 

Savings - payroll records •••••••••••••••••••••••••••• 
Surety 

Contracts ••••••••••••••••••••••••••••••••••••••••• 
Employees' •••••••••••••••••••••••••••••••••••••••• 
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BIA Gen. Records 
Item Sched. Item 
No. No. No. 

1 1 & 15 
2 8 

60 15 7 
1 4 

212 -

7 3 
5 2 
5 5 
5 6 
6 5 

18 20 d 
12 

204 

210 
60 15 5 
47 

6 6 
6) 

2 12 
4 9 3, 4 

6 5 

3 4, 6 
1 12, 13 

11 4 
14 8 

3 6 
4 9 1 

13 3 
46-b 

4 2 4-7 

43 
6 7 



••••••••••••••••••••••••••••••••••••••••••••••• 
•••••••••••••••••••••••••••••••••••••••••• 

Subject 

Bu.dget(s) 
Authorizations controlling personnel ceilings •••••••• 
Preparation, presentation and apportionment •••••••••• 

Estimates, budget office ••••••••••••••••••·••••••• 
Tribal 
Work papers 

Building(s) 
Maintenance service requests •••••••••·••••••·•••••••• 
and Utilities - construction, maintenance, etc. •••••• 

Business leases ••••••••••••••••••••••••••••••••••••••••• 

Cards, identification ••••••••••••••••••••••••••••••••••• 
Catalogs, price lists, etc. •••••••••••••••·••••••••••••• 
Cartographic, photogrammetric, and related records •••••• 
Certificates 

Eligibles, personnel ••••••••••••••••••••••••••••••••• 
Performance ratings ••••••••••••••••••••••·••••••••••• 
Settlement of accqunts & claims •••••••••••••••••••••• 

Certification sheets, payroll ••••••••••••••••••••••••••• 
Change slips, payroll ••••••••••••••••••••••••••••••••••• 
Charts •••••••••••••·•••••••••••••·••·••••••••••••••••••• 
Check lists and receipts ••••••••·••••••••••••••••••••••• 
Checks, duplicates, IIM •••••••••••••••••·••••••••••••••• 
Chronological files ••••••••••••••••••••••••••••••·•••••• 
Civil defense •••••••••••••••·••••••••••••••••••••••••••• 
Civilian Conservation Corps projects •••••••••••••·•••••• 
Claillls 

Case files •••••••••••••••••••••••••••••••••••~·•••••• 
Settlement certificates (GAO) •••••••••••••••••••••••• 

Classified (security) documents, control of ••••••·•••••• 
Collection of funds 

In1 vouchers ••••••••••••••••••••••••••••••·•••••••••• 
Miscellaneous records re •••••••·••••••••••••••••••••• 

Congressional Record ••••••••·••••••••••••••••••••••••••• 
Cornnendations, complaints, criticisms, etc. •••••••·••••• 
Commercial bills of la~ing •••••••••••••••••••••••••••••• 
Communications - mail, wire, wireless ••••••••••••••••••• 
Constitutions, by-laws, and charters (tribal) •·••••••••• 
Construction 

Buildings and utilities •••••••••••••••••••••••••••••• 
Irrigation projects •••••••••·••••••·••••••••••••·•••• 
Roads projects •••·•••••••••·••·••••••••••••·•••·••••• 
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BIA Gen. Records 
Item Sched. Item 
No. No. No. 

2 12 
5 1-6 
5 2 

23 
5 4 . 

11 5 
50-60 
219, 

220 

11 4 
5 

17 1-18 

1 5 
l 24 
6 3&4 
2 13 
2 15 

13 l 
4 2 13 

Z7 
2 

18 Z?-31 
56 

J4 
6 4 

18 3-8 

Z7 
6 1, 5, t:. 

V 

5 
14 7 

9 1 
12 1-7 

42 

51-.SS 
201 
252 



••••••••••••••• 

••••••••••••••••••••••••••••••••••• 
•••••••••••••••••••••••••••••••••••••••••••• 

•••••••••••••••••••••••••••••• 

•••••••••••••••••••••••••••••••••••••• 
••••••••••••••••••••••••••••••••••••••••••••••••• 

••••••••••••••••••••••••••••••••••••••••••••• 
•••••••••••••••••••••••••••••••••••••••••••••• 

••••••••••••••••••••••••••••••••• 
••• 

•••••••••••••••••••••••••••••••••• 

•••••••••••••••••••••••• 
•••••••••••••••••••••••••••••••••• 

•••••••••••••••••••••••••••• 

••••••••••••••••••••••••••••••••••••••• 

••••••••••••••••••••••••••••••••••••••• 
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Subject 

"Contactff files (individual Indian - 006)
Contracts 

Attorneys (tribal) 
Education 

Procurement (official record copy, etc.) ••••••••••••• 
Contractor's payrolls ••••••••••••••••••••••••••••• 

Timber sale •••••••••••••••••••••••••••••••••••••••••• 

Veterans Administration 
Control registers 

Bills of lading 
Mail 
Messages 
Payroll 
Printing and binding

Correspondence, general (including old 1JLetterbooks") 
Chronological files 

Cost 
Accounting - correspondence, reports, ledgers, etc••• 
Motor vehicle data ••••••••••••••••••••••••••••••••••• 
Statements (bu.dget estimates)

Court (Indian) records 
Credit and financing program 

Credit card purchases files ••••••••••••••••••••••••••••• 
Cropping plans, long term ••••••••••••••••••••••••••••••• 

Deeds, to real property 
Government-owned •••~••••••••••••••••••••••••••••••••• 
Trust (Indian) 

Deferment, military, of employees ••••••••••••••••••••••• 
Delivery receipts, messenger service •••••••••••••••••••• 
Denm.rrage reports, .freight shipments •••••••••••••••••••• 
Deposits of funds 
Difference statements, accounting ••••••••••••••••••••••• 
Directives - see "Administrative issuances" 
Directory service listings •••••••••••••••••••••••••••••• 
Disbursements of funds 

Accountable officers' records •••••••••••••••••••••••• m accounts ••••••••••.•••••••••••••••••••••••••••••• 
Dispatch records, messenger service ••••••••••••••••••••• 
Release 43-120, 8-7-63 

BIA 
Item 
No. 

3 

47 
79 

160, 
161 
89 

1 
2 

111 
140-
146 

261 

214 

25-Z? 

Gen. Records 
Sched. 
No. 

3 
-J 

9 
12 
12 

2 
13 

8 
10 

5 

3 

3 

1 
12 
9 
6 
6 

11 

6 

12 

Item 
No. 

4 
12 

1 b(J)
5, 6 

3 
14 
4 

2, 7, 8 
3 
4 

4, 5 

2 

19 
l 
1 
5 
3 

J 

1, 6 

1 

https://Append.ix


•••••••••••••••••••••••••••••••• 

Subject 

Dispensary logs, etc. 
Employee health units 
Indian health program. •.••.•••.•.•.•..••.••.•......••• 

Disposal of Government property 
Personal, surplus •••••••••••••••••••••••••••••••••••• 
Real, surplus ••••••••·••••••••••••••••••••••••••••••• 
Records (files and other documents) •••••••••••••••••• 

Drawings, plans, specifications - buildings & utilities • 
Drivers' tests and perm.its, to operate Gov•t vehicles •• 
Duplicating, printing, binding, and distribution •••••••• 

Earning and service cards, individual (payroll) ••••••••• 
F.ducation program. ••••••••••••••••••••••••••••••••••••••• 

Contracts •••••••••••••••••••••••••••••••••••••••••••• 
Loans and grants ••••••••••••••••••••••••••••••••••••• 

Efficiency (performance) ratings 
Boards of review ••••••••••••••••••••••••••••••••••••• 
Certificates ••••••••••••••••••••••••••••••••••••••••• 

Emergency planning - civil defense, evacuation, etc. •••• 
Employee (see also "Personnel") 

Health and medical services •••••••••••••••••••••••••• 
Interview records •••••••••••••••••••••••••••••••••••• 
Record cards, informational •••••••••••••••••••••••••• 
Service record cards, official ••••••••••••••••••••••• 
Suggestions,and awards for ••••••••••••••••••••••••••• 

Employment assistance program ••••••••••••••••••••••••••• 

Enrollment, tribal •••••••••••••••••••••••••••••••••••••• 
F):J.uipment 

Inventory ••••·••••••••••••••••••••••••••••••••••••••• 
Maintenance service requests ••••••••••••••••••••••••• 
Requests for and procurement of •••••••••••••••••••••• 
Service logs, wireless ••••••••••••••••••••••••••••••• 

Evaluation 
Buildings and utilities, survey •••••••••••••••••••••• 
Quarters ••••••••••••••••••••••••••••••••••••••••••••• 

Exceptions, GAO notices of •••••••••••••·•••••••••••·•••• 
Excess property, real and personal, reports of •••••••••• 
Expenditure accounting ••••••••••••••••••·••••••••••••••• 
Extension services •••••••••••••••••••••••••••••••••••••• 

BIA. 
Item 
No. 

131, 
133 

51 

70-92 
79 

76, 77 

100-
104 
46 

.50 
59 

150-
1 .c:h 
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Page,; 
Gen. Records 

Sched. Item 
No. 

1 

4 
4 

16 

1 
lJ 

2 

1 
1 

18 

l 
1 
1 
1 
1 

J 
11 

3 
12 

6 
4 
7 

No. 

20-23 

1, 5, 6 
2, 3, 7 

3 

25 
1-7 

1 

9 
24 

27-Jl 

20-2J 
8 
6 
2 

12, 13 

10 
5 

l, 4, 5, 
J 

2 
3 & 5 
1-4 
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Pa,ze 6 
BIA Gen. Records 

Subject Item $ched. Item 
No. 

Facilities, security and protective services for •••••••• :J3 
Farm plans •••••••••••••••••••••••••••••••••••••••••••••• 262 
Farming leases ••••••••••••••••••••••••••••••••·••••••••• 219, 

220 
5Federal Registers •••••••••••••••••••·••••••••••••••••••• 
4 

Field survey notes 
Irrigation ••••••••••••••••••••••••••·•••••••••••••••• 

Field receipts, collector's copy, Form 5-777 •••••••••••• 

202 
Land 217 
!Uscellaneous •••••••••••••••••••••••••••••••••••••••• 

251 
Fire 

Control plans, agency •••••••••••••••••••••••••••••••• 

Roads ••••••••••·•••••·••••••••••••••••••••••••••••••• 

167 
Danger report ••••••••••·••••••••••••••••••••••••••••• 170 
Hazards, prevention of, in buildings, etc. ••••••••••• 

169 
Forestry activities ••••••••••••••••••••••••••••••••••••• 

Individual. reports of •••·••••••••••••••••••••••••••• 
160-

Forms.. 173 
Duplicating unit set •·•••·••••••••••••••••••••••••••• 
Management and control •••••••••••••••••·••••••••••••• 

Freight transportation •••••••••••••••••••••••••••••••••• 
Fund( s) 

Allotment records •••••••••••••••••••••••••••••••••••• 
Appropriation & ~pportionment schedules & reports •••• 4 
Availability, collection, custody, and deposit of •••• 
Education, Federal •••••••·••~•••••••••••••••••••••••• 80 
Trust - tribal ledgers, ID·1, etc • ••...•.•.•...••••.•• 20-27 

Furnishings in quarters, inventory of ••••••••••••••••••• 

GAO 
:S:X:ceptions, notices of ••••••••••••••••••••••••·•••••• 
Settlement of accounts, sche::iules of ••••••••••••••••• 
Site-au=it records (see :mT3: unc!er BIA frZ'?, & GRS 6, p. 1) 

Garnishnent and levy, emplo;rees (payroll) ••.•..••..••••• 
General accounts ledgers & posting media •••••••••••••••• 
G0Yerrw1ent bills of lading .•.•.••••••••..••..•.••.•••.•• 
Grants 

Ed.ucation 76 
Employrient assistance 102 

Grazing
Leases 219622 
Permits 244-

246 
Guards. building: 
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No. No. 

18 9-21 

17 JO 

18 10, 12 

13 1 
16 4, 9 
9 1, 2, 5 

7 3 
5 5 & 6 
6 5 

1.5 6 

6 2 
6 4 

2 2J 
7 2 & 4 
9 l 

18 14-21 
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BIA Gen. Records 

Subject 

Health and medical services 
:Employees •••••••••••••••••••••••••••••••••••••••••••• 
Indian.s • ••.•........••. • •...•.• • •.....•.....••...•••• 

Heirships •••·•••••••••••••••••••·••••••••••••••••••••••• 
Household effects, shipment of ••••••••·••••••••••••••••• 
Housing 

Development program •••••••••••••••••••••••••••••••••• 
Government-owned ••••••••••••••••••••••••••••••••••••• 
Haintenance and construction (B & U) ••••••••••••••••• 

Identification 
Credentials •••••••••••••••••••••••••••••••••••••••••• 
Strips, position, on service record cards •••••••••••• 

Incentive awards •••••••••••••••••••••••••••••••••••••••• 
Income tax, withholding - see "Tax" 
Incoming messages, mail, etc. - logs, receipts, etc. 
L'1:iividual 

Authorization card, savings bond deductions •••••••••• 
Earning card, payroll ••••••·••••••••••••••••••••••••• 
Housing unit cards ••••••••••••••••••••••••••••••••••• 
Indian money ( ID!) 
Hotor vehicle operation - tests, awards, etc. •••••••• 
Personnel folders and related material ••••••••·•••••• 

Service record, personnel •••••••••••••••••••••••••••• 
Tenant cards, housing ••••••·•••••·••·•••••••·••·••••• 

_:::1dustrial development ••..••.•••.•..••.••••.•.••.••••••• 

Informational services •••••••·•••••••••••••••••••••••••• 
Inquiries and requests, miscellaneous information ••••••• 
Inspections, re contracts ••••••••••••••••••••••••••••••• 
Insurance policies, real property ••••••••••••••••••••••• 
Insured mail, control records ••••••••••·•••••••••·•••••• 
Interviews, employee •••••••••••••••••·•••••••••••••••••~ 
Inventory 

Furnishings, in quarters •••••••••••••••••••••••·••••• 
Property, stock, supplies, equipment ••••···•••••••·•• 
Records holdings ···••··••·•••••••• •••••••••••••••••• 

Invoices for stores accoun~ing •••••••••·••••••·••·•••••• 
Irrigation •••••••••••••••••••••••••••••••••••••••••••••• 

Issuances, administrative (manuals, directives, etc.) 

Item Sched, 
~Jo• :Jo• 

130-
133 

32 
. 
180 

50-60 

25-27 

190-
194 

8 

223 

200-
205 

7 

1 

9 

1.5 

11 
1 
1 

12 

2 
2 

15 

1 
1 

1 
15 

14 
14 

3 

12 
1 

15 
3 

16 
8 

13 
16 

Item 
llo. 

20-23 

1, 5 

7 

4 
11 

12, 13 

3, 5, 6 

4 
1 
5 b 

2.5 
tl, 10,
17, 18 
2, 6 

1.5 a 

1-8 
3, 4 

4 

~ c, d, e 
8 

6 
10 

3 
3 

1 & 
1 
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BIA Gen. Records 

Subject Item Sched. Item 
No. No. No. 

Joint Committee on Printing, reports to ••••••••••••••••• 13 6 
Judicial and legal •••••••••••••••••••••••••••••••••••••• 30-35 

210-Land (real property) management ••••••••••••••••••••••••• 
224 
218-c 

Allotment and assignment ••••••••••••••••••••••••••••• 
Acquisition map books •••••••••••••••••••••••••••••••• 

210 
Transactions (acquisition, exchange, sale, etc.) ••••• 212 

Law enforcement (Law and Order) ••••••••••••••••••••••••• 110-
113 

Leases 
in Contract records 43 
Land, mineral, etc., and permits •••••••·••••••••••••• 219-

222 
Quarters (housing) ••••••••••••••••••••••••••••••••••• 15 4 

Leave, employees •••••••••••••••••••••••••••••••••••••••• 2 8, 9, 10 
Ledgers 

Allotment •••••••••••••••••••••••••••••••••••••••••••• 7 3 
General accounts ••••••••••••••••••••••••••••••••••••• 7 2 
Individual Indian -.:mey (IIM) ••••••••••·••••••••••••• 26-27 
Motor vehicle cost and expense data •••••••••••••••••• 10 3 
Posting and control media (except IIM) ••••••••••••••• 7 4 
Tribal funds ••••••••••••••••••••••••••••••••••••••••• 20 

"Lett side" material, official personnel folder ••••••••• 1 10 
Legal 

Activity reports to Central Office ••••••••••••••·•••• 3.5 
and Judicial records ••••••••••·•••••••••••••••••••••• 30-35 

Legislation files and indexes ••••••••••••••••••••••••••• JO 
Letters of authorization, travel •••••••••••••••••••·•••• 9 3, 4 
Levy and garnishment, employees ••••••••••••••••••••••••• 2 23 
Loans 

Credit program ••••••••••••••••••••••••••••••••••••••• 140-
141 

Education ••••·••••••••••••••••••••••••••••••••••••••• 76-77 
Library material •••••••••••·••••••••••·•••••••••••·••••• 5 

161-f 
Logs, communications - messenger, mail, wire, wireless ••
Log scale books •·••••••••••••••••••••••••••••••••••••••• 

12 1, ¼5 6
12 

Lumber company financial statements ••••••••••••••••••••• 
Long distance telephone records ••••••••••••••••••••••••• 

165 
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••••••••••••••••••••••••••••••••••••••• 
••••••••••••••••••••••••••••••••••••••• 

•••••••••••••••••••••••••••••••••••• 
••••••••••••••• 

••••••••••••••••••••••••••••••••••••••••••••• 
••••••••••••••••••••••••••••••••••••••••••• 

••••••••••••••••••••••• 
•••••••••••••••••••••• 

•••••••••••••••••••••••••••••••••••••••••••• 
•••••••••••••••••••••••••••••••••••••••••••••• 

••••••••••••••• 

SUPPLEJ:CE:HT 1 
43 IAH 3.1 
AppendL"'{ C 

Pae:e 9 
BIA Gen Records 

Subject 

·lail service, control records and reports , •.••.••.•.••••• 
l\iailirlg lists .......................................... . 
Maintenance 

Building and equipment (except fiscal copies) •••••••• 
Buildings and utilities •••••••••••••••••••••••••••••• 

Motor vehicles 
Form DI-120 

Hanagement 
Administrative •••••••••••••••••·••••••••••·•••·•••••• 
Forms (design, control, etc.) ••••••••••••••••••••••• 
Improvement reports •••••••••••••••••••••••••••••••••• 
Projects ••••••••••••••••••••••••••••••••••••••••·•••• 
Records (creation, maintenance, disposition) ••••••••• 
Reports (control) 
Suggestions, for improvement, employee 

Maps 
Forestry 
Irrtgation 

Land acquisition books ••••••••••••••••••••••••••••••• 
Miscellaneous (cartographic records) ••••••••••••·•••• 
Range management ••••••••••••••••••••••••••••••••••••• 
Requests for ••••••••••••••••··••••·••·•••·••••••••••• 
Rights-of-way •••••••••••••••••••••••••••••••••••••••• 
Soil and moisture conservation 
Township, plats, and town plans 

Medical and health 
Employees 
Indians 

!!essages, wire and wireless, copies, registers, etc. •••• 
Messenger service ••••••••••••••••••••••••••••••••••••••• 
Metered registers (mail), readings of ••••••••••••••••••• 
Ifilitary ~&ferment, employees ••••••·••••••••••••••·••••• 
J.iineraJ. leases .••......•..•..•..•......•..•..••..••••... 

Minutes, resolutions. ordinances (tribal) 
Motor vehicle 

Accident reports ·•••••••••••••••••••••••••••••••••••• 
Cost and expense data •••••••••••••••••••••••••••••••• 
Drivers' tests and permits (Gov 1 t) ••••••••••••••••••• 
Maintenance and operation (correspondence & records) • 
Release files ••••••••••••••••·••••••••••••••••••••••• 
Reports (other than accident and maintenance & opr.) • 

Item 
No. 

5151'.3, . 

166 
202, 
205 
218-c 

242 

218-b 
263 
218-a 

1;:0-
33 

219-
221 
43 

Sched, 
rlo. 

12 
13 

11 

10 
10 

16 
16 
16 
16 
16 
16 

l 

17 

14 

1 

12 
12 
12 

l 

10 
10 

1 
10 
10 
10 

Item 
No. 

5, 6, 7 
5 

. 
1, 5 

1-3 
2 b 

1-10 
4, 9 

5 
2 

3, 6 
8 

112, 13 

1-18 

3 

20-23 

3 
l 
5 g

19 

5 
3 

25 
1 & 2 

6 
4 
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••••••••••••••••••••••••••• 

•••••••••••••••••••••••••••••••••••••• 
•••••••••••••••••••••••••••••••••••••••• 

• 

Subject 

Nonpersonal services, requisitions for ••••••••••••••••• 
Nonrecord material •••••••••••••••••·•••••••••·••••••••• 
Notices of exception, GAO •••••••••••••••••••••••••••••• 
Notifications of personnel action 

Personnel copies ••••••••••••••·••••••••••••••••••••• 
Payroll copies •••••••••••••••••••••••••••••••••••••• 

Obligation and allotment status records •••••••••••••••• 
Official Personnel Folders (see "Personnel folders") 
Oil and gas 

Leases •••••••••••••••••••••••••••••••••••••••••••••• 
Well records •••••••••••••••••••••••••••••••••••••••• 

Operation and maintenance of motor vehicles •••••••••••• 
Organizational files ••••••••••••••••••••••••••••••••••• 
Outdoor recreation, reports on ••••••••••••••••••••••••• 

Passenger transportation vouchers •••••••••••••••••••••• 
Passes (property, dining room, visitors, etc.) ••••••••• 
Patents in fee, land (trust) 
Payrolls 

Allotment record •••••••••••••••••••••••••••••••••••• 
Certification sheets •••••••••••••••••••••••••••••••• 
Change slips, personnel action •••••••••••••••••••••• 
Contractors' •••••••••••••••••••••·•••••••••••••••••• 
Control registers ••••••••••••••••••••••••••••••••••• 
Fiscal schedules ••••••••••••••••••••••••••••••·••••• 
Memorandum copies (NOTE: Trf. to St. Louis FRC any 

dated 1943 and prior) •••••••••••••••••••••••••••• 
Preparation and processing correspondence ••••••••••• 
Reports and data on operation and administration •••• 

Penalty mail, official, reports of ••••••••••••••••••••• 
Per capita payments to Indians •••••·••••••••••••·•••••• 
Performance (efficiency) ratings 

Boards of revieu •••••••••••••••••••••••••••••••••••• 
Certificates ••••••••••••••••·••••••••••••••••••••••• 

Permits 
Drivers of Government-owne:: vehicles ••...........••. 
Grazini ••••••··•••••••••••••••••••••••••·••••••••••• 

Parkirl.::; ••.••••••••••••••••••••••••• • •••••••••••••••• 
Timber cutting 
To1:n lot use 

SUPPLEMENT 1. 
43 IAM 3.1 
Appendix C 

Page 10 
BIA Gen. Records 

Item 
No. 

Sched, 
No. 

Item 
No. 

5 
3 

6 

8 

2 

4 1 1, 14 
2 11. 

7 3 

219-220 
221 

10 1-6 
6 

247 

9 2, 3 
11 4 

212 

2 4 
2 13 
2 15 
3 12 
2 14 
2 16 

2 13 
2 2 
2 17 

12 7 
21 

1 9 
l 24 

.1 2.5 
2'-1-4-

246 
11 4 

162 
222 
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SUPPLEMENT 1 
43 IAM J.1 
Appendix C 

Pa1<e 11 
BIA 

Item 
No. 

Gen. Records 
Sched, Item 
No. No. 

Personnel •••••••••••••••••••••••••••••••••••••••••••••• 
Actions 

Authorizations (budget - ceilings) ••••••••••••••• 
Notifications of, payroll copies ••••••••••••••••• 

l 

2 
2 

1-25 

12 
11 

Personnel copies •••••••••••·•••••••••••••••••• 4 1 1, 14 
Pending •••••••••••••••••••••••••••••••••••••••••• 
Requests for ••••••••••••••••••••••••••••••••••••• 

Applications •••••••••••••••••••••••••••••••••••••••• 
Ceiling authorizations (budget) •••••••••••••••••••••
Correspondence •••••••••••••••••••••••••••••••••••••• 

·4 
1 
1 
1 
2 
1 

17 a 
10 
15 
12 

to,4
11 

Folders 
Official ••••••••••••••••••••••••••••••••••••••••• 
Unofficial, and duplicate material ••••••••••••••• 

Reports 
Management (payroll) ••••••••••••••••••••••••••••• 
Statistical •••••••••••••••••••••••••••••••••••••• 

Security clearance, employees ••••••••••••••••••••••• 
Photogrammetric, cartographic, and related records ••••• 

4 
1 
1 

2 
1 

18 
17 

11, 10 
117, 18 

17 
16 

22-26 
19-31 

Photographic files ••••••••••••••••••••••••••••••••••••• 
Photographs 

Identification •••••••••••••••••••••••••••••••••••••• 
Requests for (infOt'mational) ••••••••••••••••••••••••

Plans 

10 

11 
14 

4 
3 

Buildings and utilities ••••••••••••••••••••••••••••• 51 
Cropping, long term ••••••••••••••••••••••••••••••••• 
Farm •••••••••••••••••••••••••••••••••••••••••••••••• 

261 
262 

Irrigation project •·•••••••••••••••••••••••••••••••• 202 
Range management •••••••••·•••••••••••••••••••••••••• 241 
Timber management ••••••••••••••••••••••••••·•••••••• 163 
Town •••••••••••••••••·••••••••••••••••••••••••••••••

Plant 
Accounting ••••••••••••••••••••••••••••••••••••~••••• 

218 

8 1, 2, 6 
Management •••••••••••••••••••••••••••••••••••••••••• 50-,58 

Plat books, land ••••••••••••••••••••••••••••••••••••••• 211 
Pole and land-line case files •••••••••·•••••••••••••••• 
Police runctions 

Guards, building •••••••••••••••••••••••••••••••••••• 
Outside police ••••··•••••••••••·•••••·•••••••••••••• 

53 

18 
18 

15 
15 C 

on Reservations (Law and Order - law enforcement) ••• 
Position 

110-113 

Descriptions ••••••••••••••••••••••••••••••••••••••••
Identification strips •••••••••••••••••••••••••••••••

Postage 

4 1 
1 

7 
11 

Reports on use of •••••••••••••••••••••••••••••••••••
Requisitions for ·····················~·············· 

12 
12 

6 b 
6c 
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••••••••••••••••••••••••••••••••••••••••• 

•••••••••••••• 
••••••••••••••••••••••••••••••••••••••••• 

••••••• 
••••••••••••••••••••••••••••••••••••••••••••••• 

••••••••••••••••••••••••••••••••• 

••••••••••••••••••••••••••••• 
•••••••••••••••••••••••••••••••••••••••••• 

••••••••••••••••••••••••••••••••••• 

••••••••••••••••••••••••••••••••••••••••• 
••••••••••••••••••••••••••••••••••••••••••••• 

••••••••••••••••••••••••••••••••••••••••••• 
•••••••••••••••••••••••• 

•••••••••••••••••••••••••••••••••••••••••••••• 

••••••••••••••••••••• 

••••••••••••••••••••• 

•••••••••••••••••••••••••••••••••••••••••••••• 
•••••••••••••••••••••••••••••••••••••••• 

•••••••••••••••••••••••••••••••••••••••••• 
•••••••••••••••••••••••••••••••••• 

••••••••••••••••••••••••• 
•••••••••••••••••••••••••••••••••• 

••••••••••••••••••••••••••••••••••••• 

••••••••••••••••••••••••••••••••••• 
•••••••••••••••••••••••••••••••••••••• 

•••••••••••••••••••••••••••••••• 

SUPPLEMENT 1 
43 IAM J.l 
Appendix C 

PaQ'.e 12 
Gen. Records 

Subject 
BIA 

Item Sched, Item 
No. No. Uo. 

Postal records 12 5 
Posters •••••••••••••••••••••••••••••••••••••••••••••••• 13 1 
Posting and control media. fiscal, to 

General and allotment ledgers ••••••••••••••••••••••• 7 4 
Individual Indian money (IIl1) accounts 27 

Press releases 8 i4 1 & 
1, 8 

Printing, binding. duplication, and distribution 13 1-7 
Probates ,31 
Procurement and 3Upply 4 J 13 
Project case files 

Buildings and utilities .52 
Irrigation 201 
Road construction 252 

Property 
Disposal of surplus 

Per3onal 4 1, 5, 6 
Real 4 2, 3, ?

4Inventory 3 10 
Loan agreements (to Ineians) 13 
Passes ll 4& 

18 13 
Releases ••••••·•••••••••••••••••••••••••·••••••••••• 14 

Protective and security services ••••••••••••••••••••••• 18 1-Jl 
Public information reference files 9 
Publications 

Miscellaneous, and requests for l &8 i4 1, 3, 8.
School 86-88 

Purchase Orders 4 J 4 

Quarters 
Assignment 60 1.5 5
Evaluation reports 59 
Furnishings, inventories of 15 6 
Housing unit cards 15 5 

Range and wildlife 240-247 
Real property 

Government-owned 
Acquisition of 3 2 
Disposal of 4 2, J, 7 

Trust, management of 210-224 
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SUPPLEMENT l 
43 IAM 1.3 
Appendix C 

Pae-e 11 

Subject 

Receipt(s) 
Checks (payroll) •••••••••••••••••••••••••••••••••••• 
Classified documents •••••••••••••••••••·••·••••••••• 
Field, collector's copy (Fom 5-777) •••••••••••••••• 
Mail, postage, etc. •••••••••••••••••·••••••··••••••• 
~..aterial., etc., requisitioned, purchased, etc. •••••• 
Savings bonds ••••••••••••••••••••••••••••••••••••••• 

Records management - disposition, reports, etc. •••••••• 
Reference files and materials, miscellaneous ••••••••••• 

Public information •••••••••••••••••••••••••••••••••• 
Registered mail control •••••••••••••••••••••••••••••••• 
Registers - see "Control registers11 

Regulations - see 11 Administrative issuances" 
Rehabilitation projects •••••••••••••••••••••••••••••••• 
Releases 

Property •••••••••••••••••••••••••••••••••••••••••••• 
Space ••••••••••••••••••••••••••••••••••••••••••••••• 

Remittances. etc•. received in incoming mail ••••••••••• 
Reports

• Accidents, motor vehicle •••••••••••••••••••••••••••• 
Accounting (voucher prep., admin. audit, etc.) •••••• 
Appropriation and apportionment (budget) •••••••••••• 
Awardss employee. incentive ••••••••••••••••••••••••• 
Area Directors', to Central Office •••••••••••••••••• 
Buildings and utilities (construction. etc.) •••·•••• 
Communications units (mail. messages, etc.) ••••••••• 
Construction project status ( B &U) •••••••••••••••• 
Control (management) •••••••••••••••••••••••••••••••• 
Credit operations ••••••••••••••••••••••••••••••••••• 
Demurrage, .f'reight shipments •••••.••••.••..••••.•••.• 
Education and school •••••••••••••••••••••••••••••••• 
Employment assistance ••••••••••••••••••••••••••••••• 
Extension ••••••••••••••••••••••••••••••••••••••••••• 
Forestry •••••••••••••••••••••••••••••••••••••••••••• 
Guards, building •••·••••••••••••••••••·••••••••••••• 

Health and medical 
E:xnplo;;ree s •••••••••••••••••••••••••••••••••••••••• 
Indian.s ••••.••.•••.•••••••••••••••••••••.•••.•••• 

Housing development ••••••••·•••••••••••••··••••••••• 
Incentive awards ••••••••••·••••••••••••·•••••••••••• 
In::h.:strial development •••••••••••••••••••••••••••••• 
Insura.~ce deductions, payroll ••••••••••••••••••••••• 
Joint Committee on Printing ••••••••••••••••••••••••• 

BIA 
Item 

No. 

4 

. 

5 
9 

122 

14 

11 
57-58 

57 

143-146 

83-85 
103-104 
151-15'.3 
l&'i-173 

lJl 
180 

191-194 

Gen. Records 
Sched. Item 

No. 

6 
3 

5, 6 
4, 9 

6 
3, 6 

5 

2 
6 e 

5 
6 
5 

13 

2 

8 

1 

14-16,_
19, 2u 

23 

13 

22 
6 

No. 

2 
18 

12 
3 
2 

16 

12 

11 
12 

10 
6 
5 
1 

12 

16 

9 

18 

1 

1 

2 
13 
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BIA Gen. Records 

Subject Item Sched. Item 
No. No. No. 

Reports - Cont'd 
Land (real property management) •••••••••••••••••••••• 224 
Law and order (law enforcement) •••••••••••••••••••••• 112 
Legal activity 
Mail services 

•••••••••••••••••••••••••·••••••••••••• 
••••••·•••••·••••••••••••••••••••••••••• 

35 
12 15, 6, 7 

Management improvement ••••••••••••••·•••••••••••••••• 16 5 
Motor vehicle 

Accidents ••••••••••••••••••••••••••••••••••••••••• 10 .5 
Operating and maintenance ••••••••••••••••••••••••• 10 2 
Other ••••••••••••••••••••••••••••••••••••••••••••• 10 4 

Outdoor recreation ••••••••••••••••••••••••••••••••••• 247 
Payroll operations ••••••••••••••••••••••••••••••••••• 2 17 
Personnel statistical •••••••••••••••••••••••••••••••• 1 16 
Postage used ••••••••••••••••••••••••••••••••••••••••• 12 6 b 
Printing and binding (to Joint Committee on) 
Property 

••••••••• 13 6 

Personal, 
Real 

excess (Government) ••••••••••••••••••••• 4 5 

Excess (Government) •••••••••••••••••••••••••••• 4 3 
Management of (trust) •••••••••••••••••••••••••• 224 

Quarters evaluation •••••••••••••••••••••••••••••••••• 59 
Range and wildlife ••••••••••••••••••••••••••••••••••• 
Real property management (trust) ••••••••••••••••••••• 

247 
224 

Records holdings and disposition ••••••••••••••••••••• 16 6 
Retirement (payroll) ••••••••••••••••••••••••••••••••• 2 21 
River basin investigation •••••••••••••••••••••••••••• 200 
Roads •••••••••••••••••••••••••••••••••••••••••••••••• 2~ 
Safety surveys and inspections of facilities, etc. ••• 18 10 
Savings bonds (payroll) ••••••••••••'••••••••••••••••• 2 7 
School and education ••••••••••••••••••••••••••••••••• 83-85 
Shortages, freight shipments •••••••••••••.•••••••••.•• 9 1 
Soil and moisture conservation ••••••••••••••••••••••• 264 
Space allocation, use, requirements, etc. •••••••••••• 11 2 
Supply requirements and procurement •••••••••••••••••• 3 5 
Surveys, property and supplies, inventory •••••••••••• 3 10 C 

Taxes (and Social Security) withheld (payroll) ••••••• 2 20 
Telephone, long distance, summaries •••••••••••••••••• 12 4 
Timber scale 
Wage surveys 

••••••••••••••••••••••••••••••••••••••••• 
••••••••••••••••••••••••••••••••••••••••• 

161 
2 24 

Welfare program •••••••••••••••••••••••••••••••••••••• 124 
Withheld taxes and Social Security (payroll) ••••••••• 2 20 

Requests for information, miscellaneous ••••••••••••••••• 14 3, 4 
Release 43-120, 8-7-63 



SUPPLEMENT 1 
43 IAM 3.1 
Appendix C 

Pae:e l"i 
BIA Gen- Records 

Subject Item Sched, Item 
No. No. No. 

Requisitions 
Administrative copies ••••••••••••••••••••••••••••••• 
Building and equipment maintenance services ••••••••• 
Nonpersonal services •••••••••••••••••••••••••••••••• 
Procurement documents - with contracts, etc. •••••••• 
Printing, binding. etc. - duplicating unit •••••••••• 
on Public Printer ••••••••••••••••••••••••••••••••••• 
Stamvs •••-••,.!..!~•1 •~,-~•~l~••~•,..!...!.~~~••~•••••••••••Sti.pp11es ~ equi.(Jlllen~ irom c ren~ J.nVen~ory ••••••••• 

Research and development recor s ••••••••••••••••••••••• 
Restrictions, removal of (trust land) •••••••••••••••••• 
Retention registers, personnel ••••••••••••••••••••••••• 
Retirement reports and registers, payroll •••••••••••••• 
Rights-of-way maps and other records ••••••••••••••••••• 
River basin investigation records and reports •••••••••• 
Roads program •••••••••••••••••••••••••••••••••••••••••• 

Safety surveys and inspections ••••••••••••••••••••••••• 
Sand and gravel permits •••••••••••••••••••••••••••••••• 
Savings bonds (payroll) •••••••••••••••••••••••••••••••• 
Sawmill financial statements ••••••••••••••••••••••••••• 
Scale reports, timber •••••••••••••r•••••••••••••••••••• 

Schedules 
in Accounts current ••••••••••••••••••••••••••••••••• 
Appropriation and apportionment ••••••••••••••••••••• 
Certificates of settlement of claims by GAO ••••••••• 
Collections and disbursements ••••••••••••••••••••••• 

Individual Indian money (!IM) •••••••••••••••••••• 
Pa3Toll, fiscal ·••••••••••·••••••••••••••••••••••••• 
Per capita payments to Indians •••••••••••••·•·•••••• 
1ra1uables shipped ••••••·•••·••••••••••••••·•••·•·••• 

School 
Attendance records and reports ••••••·•••••·••••••••• 
Census records •••·••·••••·•••••••••••••••••···•·•••• 
History card folders •••••••••••••••••••••••••••••••• 
Program files •··•····•••••••••••••··••·•·••••••••••• 

Security 
Account files (Indians) ••••••••••••••••••••••••••••• 
and Protective services ••••••••••••••••••••••••••••• 

Classified (security) information 
Facilities ••••••••••••••••••••••••••••••••••••••• 
Personnel, clearance ••••••••••••••••••••••••••••• 

4 

-

216 

218-b 
200 

2.50-2.54 

219-220 

Z1 NOTE 

21 

g2-a3 
'3.,81,83 

71 
70 

22 

11 
3 
3 

~i 
13 

1 
2 

18 

2 

6 
5 
6 
6 

2 

9 

18 
18 
18 
18 

.5 
8 
4 a 
3 a 

1-L0 

17 b, 0 

21 

10, 12 

4-7 

1 
6 
4 

1, 6 

16 

2 

1-31 
2-8 

9-21 
~2-26 
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P~e 16 
r....,, _ 'g ·~BIA 

Subject Item Sched. Item 
No. No. No. 

Service record cards 
Personnel offices ••••••••••••••••••••••••••••••••••• l 

l 6other offices ••••••••••••••••••••••••••••••••••••••• 
Position identification strips for •••••••••••••••••• 1 11 

6 3, 4 
Shipping, freight (including household goods &valuables) 
Settlement certificates, accounts and claillls ••••••••••• 

.9 1, 2, 5 
Shortage reports, freight shipments •••••••••••••••••••• 1 
Social security tax withholding - see "Tax" 
Soil and moisture conservation ••••••••••••••••••••••••• 

9 

Space and maintenance (allocation, use, release, etc.) • 11 1-.5 
Specifications, plans, drawings - B & U ••••••••••••••••• 51 

l&Speeches ••••••••••••••••••••••••••••••••••••••••••••••• ½l 1 
Special delivery mail •••••••••••••••••••••••••••••••••• 12 5 e 

6 C12Stamps, requisitions for ••••••••••••••••••••••••••••••• 
Statistical reports - see "Reports" 
Stock purchases (livestock, for Indians) ••••••••••••••• 
Stores accounting (storehousing) ••••••••••••••••••••••• 8 2-5 
Structures 

Construction, maintenance, etc. ••••••••••••••••••••• 50-60 
8 1,2,6-8 

Student (Indian) 
Activity accounts, banks, etc. •••••••••••••••••••••• 

Plant accounting •••••••••••••••••••••••••••••••••••• 

78 
Applications to attend schools •••••••••••••••••••••• 72 

73, 75 
Family case files ••••••••••••••••••••••••••••••••••• 
Case files •••••••••••••••••••••••••••••••••••••••••• 

74 
Nurse (cadet) tra.ining •••••••••••••••••••••••••••••• 132 

Subject files, general correspondence •••••••••••••••••• 1 
Submarginal land books ••••••••••••••••••••••••••••••••• 215 

1 12, 1:3 
Superior accomplishment or performance awards •••••••••• 
Suggestions, employee (incentive awards program) ••••••• 

12, 13 
Supplies and procurement of •••••••••••••••••••••••••••• 

1 
1-13 

Inventories and reports on •••••••••••••••••••••••••• 
3 

10 
Requisitions,'purchase orders, contracts, etc, •••••• 

3 
4 4, 93 

Surety bond 
Employees, Federal •••••••••••••••••••••••••••••••••• 6 7 

4160in Procurement (contract) files ••••••••••••••••••••• 3 
Surplus property and reports of (Government) 

4 1, 6Personal •••••••••••••••••••••••••••••••••••••••••••• 
4 2Real •••••••••••••••••••••••••••••••••••••••••••••••• 

Surveys 
50Buildings and utilities - evaluation •••••••••••••••• 

202 
Land, field notes ••••••••••••••••••••••••••••••••••• 
Irrigation, books ••••••••••••••••••••••••••••••••••• 

217 
10 C 

Range and soil •••••••••••••••••••••••••••••••••••••• 
Property and stock, inventory, reports ••••••••••••••• 

240 
Roads, books and field notes •••••••••••••••••••••••• 251 
Soil and ran~e •••••••••••••••••••••••••••••••••••••• 260 
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Paa:e 17 
Gen. Records 

Subject 
BIA 

Item Sched. Item 
No. No. 

Tapes, teleautograph and telescriber 
No. 

12 Jb 
Tax 

lnco~e and Social Security (payroll) •••••••••••••••• 18-20 
Withholding exemption certificates (W-4) 

2 
18 

Indians, assistance to •••••••••••••••••••••••••••••• 
4 2 

24 
4Local - sales or excise - exemption certificates •••• 13 

Teleautogra.ph and telescriber tapes •••••••••••••••••••• 
3 

;b 
Telegraph and teletype service ••••••••••••••••••••••••• 

12 
12 3 

Telephone 
Line construction (B &U) 53 
Long distance, summary reports on use of & toll slips 1, 1! &4Timber 
Contracts 160 
Cutting permits 162 
Management plans •••••••••••••••••••••••••••••••••••• 163 
Resources data •••••••••••••••••••••••••••••••••••••• 16J-a 
Sale data and ledgers ••••••••••••••••••••••••••••••• 161-a, 

-e 
Scale reports and books 161-b-f 

Time and attendance reports 
(NOTE: Send 1920 and prior to St. Louis FRC) 
Forestry 168-a-c 
Payrolling (and leave) 4 8-10J 
Work relief ••••••••••••••••••••••••••••••••••••••••• 123 

Title records - deeds 
Government-owned property ••••••••·•••••••••••••••••• 23 

214Trust property •••••••••••••••••••••••••••••••••••••• 
Toll slips, telephone •••••••••••••••••••••••••••••••••• 11 
Town 

222 

3 

Lot use permits ••••••••••••••••••••••••••••••••••••• 
218-a 

Township maps and plats ••.••...••..•.•..•.••••••.•.•..•. 
Pl.ans ••••••••••••••• , ••.••••••••••••••••••••••••••• , 

218-a 
Tract books, land •••••••••••••••••••••••••••••••••••••• 213 
Traders• licenses •••••••~•••••••••••••••••••••••••••••• 113 
Training 

]}uployees 1 li 10,
7 d 

Nurse, student (cadet) •••••••••••••••••••••••••••••• 132 
Veterans Administration ••••••••••••••••••••••••••••• 89-91 
Vocational, adult ••••••••••••••••••••••••••••••••••• 100-104 

Transportation (see also "Travel") 
Freight ••••••••••••••••••••••••••••••••••••••••••••• 9 1, 2, 5 
Passenger ••••••••••••••••••••••••••••••••••••••••••• 9 3, 4, 5 

Requests (see note, "General," bottom of GRS 9, p. J) 9 3, 4, 5 b 
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Page 18 
Gen. , ACn,..ds 

Subject 
BIA 

Sched. ItemItem 
No. No. 

Travel (authorizations, vouchers, etc.) 
Accounting office (payments to carriers) •••••••••••• 

No. 

9 J 
4 

4 
4 9Agency travel office •••••••••••••••••••••••••••••••• 

49Itineraries ••••••••••••••••••••••·•••••••·•••••••••• 
Treatment records (medical and health) 

Employees ••••••••••••••••••••·•••••••••••••••••••••• 1 20-23 
Indians ••·•••••••••••••••••••••••••••••••••••••••••• 130-133 

Treaty files ••••••••••••••••••••••••••••••••••••••••••• 41 
Tribal 

Budgets and allotments •••••••••••••••••••••••••••••• 23 
Census rolls ·••••••·••·••••••••••••••••••••••••••••• 46 
Charters, constitutions, and by-laws •••••••••••••••• 42 

40 
46 

Customs and history ••••••••••••••••••••••••••••••••• 
Enrollment •••••••••••••••••••••••••••••••••••••••••• 

20Fund ledgers •••••••••••••••·•·••••••••••••••·••••••• 
Group meetings and elections - minutes, etc. ••••••• 4J 

43 
Operations records •••••••·••••••·••••••••••••••••••• 
Minutes of meetings ••••••••••••••••••••••••••••••••• 

40-47 
Ordinances •••••••••••••••·••••••••••••·••·•••••••••• 43 

4)Resolutions •••••••••••••·••••••••••••••••••••••••••• 
44Special records ••••••••••••••~•••••••••••••••••••••• 

Twenty-day case files •••••••••••••••••••••••••••·•••••• 33 

211Utilization of space ••••••••••••••••••••••••••••••••••• 
Utilities (and buildings), construction, maintenance, etc, 50-60 

Vehicle, motor - see "Motor vehicle" 
Veterans Administration training (Indians) 89-91 
Visitors 

11 4Passes •••••••••••••••••••••••••••••••••••••••••••••• 
18 18Registers •••••••••••••••••••••••••••••••·••••••••••• 

46-b 
Vouchers 

Accountable officers' returns ••••••••••••••••••••••• 

Vital statistics (birth, death, marriage), Indians• 

6 l 
Correspondence re 6 6 

Collection (IIM) 27 
Journal (IIM) 27 
Travel - passenger transportation 

Accounting office copies ••••••••••••••••••••••••• 9 J 
4 49Other office copies •••••••••••••••••••·•••••••••• 
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,.. ...... 

Subject 

\·lage surveys .......................................... . 
Water rights and legal case files (irrigation) •••••·••• 
,"1'elfa.r-e program ••••••••••••••••••••••••••.••••••••••••• 
Wildlife and range program ••••••••••••••••••••••••••••• 
Wire and wireless service •••••••••••••••••••••••••••••• 
Withdrawal (from Federal supervision) program files •... 
Withholding tax (payroll) 

Certificates, exemption (W-4) •••••••••••••••••••••• 
Returns (W-2) and reports ••••••••••••••••••••••••••• 

Work 
Papers 

Bu.dget •••• , •••••••••••••••••• • • • • • • • • • • • • • • • • • • • • 
Extension reports ••••·••••••••••••••••••••••••••• 
Miscellaneous •••••••••••••••••••••••••••••••••••• 
Stores accounting •••·•••••••••••••••••••••••••••• 

Relief time sheets •••••••••••••••••••••••••••••••••• 
Workload reports and data (re personnel management) 

Accounting offices •••••••••~•••••••••••••••••••••••• 
Payroll •••••••••••••••••••••••••••••••••••••••••o••• 
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Appendix C 

BIA 
Item 
No. 

Page 19 
Gen. Records 

Sched. Item 
No. No. 

203 
120-124 
240-247 

45 

4 

154 
5 

123 

242 

12 3 

2 18 
2 19, 20 

5 4 

8 5 

6 6 
2 17 
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